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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:

Library Supervisor

SALARY: 

£24,133 - £27,118 
LOCATION:
Inverness Library
RESPONSIBLE TO:
Network Librarian, Inverness
JOB PURPOSE:
To support the Network Librarian to ensure the effective delivery of frontline library and information services to meet the evolving needs of communities.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:                                              
	1. Staff
· To supervise and line manage  the Inverness Library team to deliver and promote
Library services to customers and communities.

· To be responsible for training and supervising staff and assist with recruitment. 
· To be responsible for deployment of front line staff through arranging shifts and organise relief rotas and arrange cover as appropriate.
2. Resources

· To ensure that the Inverness Library team have the skills necessary to support
customers in using library resources, including digital resources.

· To be responsible for cash handling procedures.

· To carry out relevant tests and checks and to report timeously any High Life Highland building or vehicle defects to maintain health and safety.
· To contribute to stock selection processes to ensure customer and community needs are met.
3. Customer Engagement
· To be responsible for ensuring frontline staff deliver excellent customer service
· To contribute to the planning, delivery of frontline activities and events

4. Community Engagement
· To undertake community outreach and liaison with internal 
and external partners as required.
5. Accountability

· To support the Network Librarian through collecting and recording performance statistics as required.

· To support the Network Librarian in planning for continued service improvement.
6. Continuing Personal Development
· To be actively involved in continuing personal and professional development.

· To undertake any other duties as required to ensure efficient and effective service delivery across the Highlife Highland 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:
 
November 2019
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Library Supervisor


LOCATION:
Inverness 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
· Recent relevant experience of working in a library or similar information environment.

· Experience of effective team supervision.
· Experience of continuing personal development. 

2. EDUCATION AND QUALIFICATIONS
· The post-holder will be qualified to SCQF Level 7 or equivalent (for example HNC, SVQ 3 in a relevant discipline)/ or have extensive experience in a library or similar environment.  With IT skills in MS Office (to the level of Basic ECDL or equivalent).
3. SKILLS/ATTRIBUTES GENERAL

· Effective Customer Care experience.
· Experience of training and supervising others.
· Cash handling experience.
4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Ability to plan and deliver promotional events and activities.
· Ability to collect and collate usage and performance information. 
· Ability to advocate and to enthuse staff and customers about library use. 
· Ability to deal with challenging situations and resolve complaints.
· Ability to conduct individual staff appraisals and demonstrate excellent role model behaviour.
· Ability to be a keyholder for the building and to be called out in the event of any emergencies.
5. INTERPERSONAL AND SOCIAL SKILLS
· Effective written and verbal communication skills.
· Excellent interpersonal and motivational skills.
· Ability to work independently, accept responsibility and show initiative.
· Ability to organise workloads including those of other team members.
