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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Library Assistant


SALARY: 


£16,507 - £18,272 pro rata 
LOCATION:


Beauly Library

RESPONSIBLE TO: 
Network Librarian, Inverness
JOB PURPOSE:
To promote friendly and efficient library and information services to the public.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Managing day-to-day library routines.
2. Circulation of stock to the public and within the Library Network.
3. Input, checking and maintenance of database records.
4. Handling customers’ requests and enquiries, including assisting the public to use library computer facilities.
5. Stock maintenance, including shelving, handling, processing and minor repairs.
6. Cash handling and other duties associated with the day-to-day operation of library services within the area.
7. Assisting with the implementation of the Health and Safety plan.
8. Participating in staff training.
9. Assisting with library events and promotions.
10. Undertaking any other duties as required to ensure efficient and effective service delivery across the library network.
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
September 2019
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
Library Assistant


LOCATION:
Beauly Library
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· Experience of providing a service to the public.
· Experience of working with children.
2. EDUCATION AND QUALIFICATIONS
· Good general standard of education with a minimum of 3 Standard Grades, one of which should be English, at Level 3 or above, or equivalent, or relevant work experience.

3. SKILLS/ATTRIBUTES GENERAL

· Good timekeeping.

· Flexible attitude.

· Accuracy and attention to detail.
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Interest in books and reading.

· General computer skills, including experience of using the Internet.

· Cash handling skills.

· Ability to work solo and use own initiative.

5. INTERPERSONAL AND SOCIAL SKILLS

· Offering excellent and appropriate customer care to all.

· Ability to communicate clearly and put people at ease. 

· Ability to communicate well with all age groups.
