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Role title:		Casual Library Student Assistants	(Grade 3)

Department:		Libraries

Location:		Aldrich, Falmer and St Peters House Libraries

Purpose of the role
Casual staff undertake assignments for the University Libraries in a variety of roles across all campus locations.  The actual work required will vary and will be undertaken on an ad-hoc basis to support the smooth running of the University Libraries.  The work may be operational, administrative or technical in nature.
Indicative areas of work:
· Undertaking a broad range of core but mainly routine administrative, operational and/or technical activities independently and without close supervision.  Planning and prioritising own workload, including resolving problems where there are well established precedents and working practices using sensitivity where required.
· Delivering a range of tasks to support the effective delivery of services within the libraries, potentially including co-ordination and facilitation of wider duties.
· Ensuring the library resources are shelved in a timely manner. Including collecting resources from the Self Issue machines and around the library.
· Provide straightforward advice and support to users in the library on the self-service equipment and open access computing facilities. 
· Carry out duties on a task list i.e. filling copiers with paper, clearing keyboards, general tidying of the library furniture. And maintaining to library environment i.e. ensure designated silent areas remain silent. 
General responsibilities
These are standard to all University of Brighton role descriptions.
· To adhere to the University’s Equality and Diversity Policy in all activities, and to actively promote equality of opportunity wherever possible.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act.
· To work in accordance with the Data Protection Act.
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The person specification focuses on the knowledge, qualifications, experience and skills (both general and technical) required to undertake the role effectively. 
	Essential criteria 
	
	

	Knowledge

	· Good written and /or verbal communication skills
· Knowledge of a range of office equipment (e.g. keyboard skills) or operating basic equipment (e.g. dishwasher, cash register, floor polisher or basic tools) as appropriate to the role.
· Able to handle difficult situations with sensitivity. 
· Able to solve routine problems.
· Ability to communicate clearly, explaining questions and requirements or responding to service users, colleagues and/or contractors.

	

	Experience

	· Learning gained through study/learning and prior work experience

	

	Technical/work-based skills

	· Competent user of Windows packages
· Sound understanding of appropriate procedures, processes, methods and systems.
· Competent in the operation of tools and able to check and conduct routine maintenance of equipment.
· Able to plan and prioritise work activities.

	

	Other requirements

	The role may/will involve moving, lifting or transporting pieces of equipment. 
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· The salary will be based on the bottom of the salary range for the grade.
· The annual leave entitlement is 28 days per annum inclusive of bank holidays (pro-rata). 

Date:  November 2024
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