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Job Description

Job title:		Library Assistant

Post number:		P001816

Reports to: 		Customer Services Librarian	

Department/School:	Libraries

Location:		XXXXX

Grade:	 3

Purpose of the role
Carry out a selection of administrative and customer service activity tasks in order to deliver general resource services and support the provision of a responsive, comprehensive customer orientated site library service.
Duties include regular evening and weekend working to cover the libraries advertised staffed opening hours. You will require the flexibility to travel to and work at other university sites, as and when required, for which expenses will be paid in accordance with the university’s staff expenses policy

Line management responsibility for: None

Main areas of responsibility:
· Act as the first point of contact for customers, in person, via email or phone, to provide an efficient and customer oriented welcome function. 
· Assess complex and challenging situations, being able to signpost users to the correct service, including other university departments.
· Monitor and maintain the libraries functional mailboxes, within the services standards. Responding to users based on standard templates.
· Deal with library and basic IT enquiries face to face, by email & phone to support users access the resources and services available to maximise customer awareness and facilitate their use. 
· Obtain and distribute resources for customers, such as interlibrary loans, reservations & journals using computerised systems as appropriate to facilitate access to library resources to support study and research.
· Manage financial transactions, using the university electronic financial package, including processing invoices for books and periodicals, receipting goods, facilitating payments for external membership in accordance with university financial procedures.
· Provide admin support to library teams, including the administrative team, related to library activities such as reading lists and services supporting teaching resources.
· Perform duties such as stock circulation, shelving and moving materials, maintenance of the library environment and supporting equipment in accordance with all health and safety requirements and other relevant guidance, to ensure safe and conducive study environments.
· Take part in groups, committees, task and finish groups, contributing to the ongoing service reviews, improvements and developments of libraries to maintain a relevant service and environment to students and staff of the university and local community. 
· Act as a representative for Libraries, project a positive image to customers, participate in the induction and training of other staff including student assistants and new library users where appropriate, in order to promote the service, contribute to a continuous improvement culture and maximise customer usage and retention. 	
· Assist in emergency or operational procedures as required that take precedence over main duties, for example, Fire Warden duties, to ensure the safety of service users
General responsibilities

These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade.
· To adhere to the University’s Equality, Diversity, and Inclusion 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 2018 and UK GDPR


Person Specification
The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these will be added at the end of the criteria.
Essential Criteria

	Knowledge, skills, and abilities


	· Awareness of Equality, Data Protection, Health & Safety and any other relevant guidelines. A. I
· Proactive customer care skills and understanding of the need to provide a customer orientated service.  A,I
· Contribute effectively to a collaborative and mutually supportive team, demonstrating a flexible approach to working that is responsive to the service and team priorities. A. I   
· Uses own initiative, showing sensitivity to problems or concerns of any kind and is able to respond as appropriate with advice, support or referral. A, I 
· Able to interpret information, analyse and communicate effectively with staff and students. I
· Complete tasks ensuring quality, timeliness and accuracy. A. E 
· Apply judgement to determine when to refer more complex queries I
· Identify and escalate areas for improvements to current services A, I
· Good demonstrable IT skills, including Microsoft Word and Excel, email and internet, and the ability to learn new packages quickly and with accuracy. A, I, E 
· Flexibility to work regular evening and weekend shifts during Library advertised opening hours. I


	Qualifications


	Educated to minimum of GSCE level (to include Maths and English Grade C or above) A, I


	Experience


	Experience of working in a busy customer orientated environment responding to and assisting customers with a range of queries including financial transactions and/or invoicing processes A,I 


	Managing people


	· Not applicable


	Physical demands and/or other requirements

	· Able to undertake all the physical requirements of the job, use computers or portable IT equipment, fully mobile and able to crouch, stand, bend or lift, in accordance with Health & Safety Guidelines. A. E 
· Flexibility to work at any of the university libraries. I



Additional Information
· The post holder will require the flexibility to travel to and work at other university sites, when required, for which expenses will be paid in accordance with the university’s staff expenses policy 
· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· The University of Brighton welcomes job sharers. Job sharing is a way of working where two people share one full-time job, dividing the work, responsibilities, pay, holidays, and other benefits between them proportionate to the hours each works, thereby increasing access to a wide range of jobs on a part-time basis. The advert for the post for which you are applying will indicate whether applications from job sharers can be considered (this may not be possible for a post that is already part time for example). Refer to the ‘Balancing Working Life’ section on our website here: Benefits and facilities.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year. All leave, including bank holidays and discretionary days, is pro-rated for part time employees.

	Grades
	Annual entitlement per grade
	Grades
	After 5 years’ service

	1-3
	23 days
	1-3
	28 days

	4-7
	25 days
	4-7
	30 days

	8-9
	27 days
	8-9
	30 days

	Band 10 and above
	30 days
	Band 10 and above
	30 days



· More information about the department/school can be found here Professional Services Departments or here Academic Departments. 
· Read the University’s Strategy 2019 - 2025 
· The University has an attractive range of benefits, and you can find more information about them on our website.
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