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Job Description 

	Job title
	Collections Management Library Assistant

	Department
	Library

	Grade
	FA2




	Job purpose (a brief summary of the role)
	The post holder provides support for the Library’s collection management and development activities. Working with print and digital resources in the main Library and the Library store the team assists in the maintenance, processing and access to the Library’s collections in support of education and research. 
The postholder assists in providing access to library resources, facilities and equipment. Processing used stock, newly acquired and requested items to ensure items are accessible and available promptly to Library users. 
Maintaining stock quality though shelf-order and maintenance and condition assessment checks and referrals. Assisting with user support, offering help and advice as appropriate to the needs of each individual to maximise their use of library services and facilities.



	Duties and responsibilities
	
Service Delivery

· Supporting access to library stock and facilities: 
· processing stock returned from on loan at the point of return.
· process new additions to stock in accordance with agreed procedures.
· sorting returned items to various locations, including store materials 
· processing requests for items in demand 
· re-shelving stock ready for use in a timely manner
· shelf-tidying and maintaining shelf order. 
· stock quality assessment/conservation (identify need for repair/relabelling, and undertake minor repairs/relabelling) 
· stock moves, including driving the Library van and making regular visits to the external store
· utilising, maintaining in working order/trouble shooting and operating effectively all and any equipment installed and/or available to support the service.
· maintain accuracy of shelving and stock location signage
· assist with major collections moves within the main Library, or between the Library and other venues
· picking books for the click and collect service, requests from other teams, or supporting internal processes. 
· To complete a variety of activities within the Library as required to ensure materials are available to meet the customers’ requirements in a timely and efficient manner, following agreed procedures ensuring pre-allocated financial criteria are maintained. For example:
· the processing of Reading Lists received from academic departments, (e.g. inputting, reviewing/updating lists on the Reading List system and linking to the material)
· activities enabling access to required materials, (e.g. reservations/click and collect, ‘Get it for me’ services including document supply, scan and deliver, postal loans and interlibrary loans)

· Participation in the ongoing collection maintenance programme, in liaison with other library colleagues, ensuring that identified resources for relegation to store of deaccessioning are dealt with appropriately and catalogue entries updated.

· Processing involved in the management of the Library’s physical and digital collections, relocation, relegation, updating and amending data on the library management system (such as editing journals holdings data, removing e-books data

· To maintain accurate and up-to-date information on resources and users ensuring all library systems are current and appropriate representations of the Library’s stock holding, and/or Library transactions/activity.   

· Receive and respond to a range of enquiries, communicating clearly to library users to answer enquiries, providing efficient help and support as appropriate to individuals, in order to maximise their use of library services and facilities, ensuring customer satisfaction, referring when necessary.

Service Development:

· Supporting the process of maintaining library collections through assisting with the analysis and interpretation of routine reports and engaging and contributing to the process of stock relegation and removal, stock moves and relocation. Contributing to ensuring high quality collections management via stock condition assessment, repair and records maintenance and enhancement

· Maintain knowledge of relevant equipment and software used in the processing of stock and workflow activities.  To keep up to date with developments in collections and stock management and additional areas of responsibility including the ability to use a range of Library technologies and systems, ensuring service quality is maintained.

· Contribute to the development of processes and workflows, sharing knowledge and new ways of working, contributing towards a culture of continuous improvement. To collect and maintain management information and Library statistics as required.

As required, to undertake any other duties commensurate with the role.
























	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	Educated to GCSE level or equivalent including English and Mathematics grade A-C (E).
	A
	E2
	Proficient interpersonal skills together with the ability to work with a diverse range of people
	A & C
	E3
	Good written and verbal communication skills, ability to sort methodically, alphabetically and numerically
	A & C
	E4
	Evidence of effective team-working skills and ability to work independently
	A & C
	E5
	Proficient IT skills including the ability to use Microsoft Office packages
	A & C
	E6
	Evidence of working to a high level of accuracy with good attention to detail
	A,B & C
	E7
	Seeks to exceed customer expectations, demonstrating a commitment to outstanding service
	A & C
	E8
	Able to perform manual handling tasks and work with equipment e.g. returns machine, kick stools, safety step ladders, trolleys, mobile shelving, and handheld scanners
	A & C



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Relevant experience in a front-line, face-to-face diverse customer-based environment. 

	A & C
	D2
	Clean, full driving licence. (D)
	A & C
	D3
	Experience of using library management systems
	A & C
	D4
	Knowledge of bibliographic metadata, and use of databases to assess resources in all formats
	A & C
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