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Job Description 
	Job title  
	Assistant Librarian (Reading, Berkshire Campus)

	School / department 
	Library Services

	Grade
	4

	Line manager 
	Campus Librarian (Reading)

	Responsible for (direct reports)
	N/A

	Date of creation or review 
	10/10/2022
	

	Main purpose of the job
A short summary of the role

	
Ensure the delivery of consistent and high quality customer services, and maintenance of the study environment at the Reading Campus, managing the service in the absence of the Campus Librarian. 
 
Assist the Campus Librarian in the delivery of a range of support services, training and collections that support the teaching, learning and research activities of the College of Nursing, Midwifery and Health.


	

	Key areas of responsibility
Description of the key duties and responsibilities associated with the role (bullet pointed or numbered).  

	
	1. Take responsibility for and provide daily management of the Library’s operational environment at Reading including provision of high quality customer services and support, in the absence of any immediate supervision. 



	2. Assist users with enquiry support delivered face-to-face (including roving), by telephone, email, online chat or social media. General enquiries will include assistance in using the Library search systems, access to digital resources, and assistance in the use of self service functions.  A working knowledge of the services provided by other central service departments/front line services will also be required in order to redirect enquires appropriately.  



	3. Provide first line support to users requiring assistance with the University’s IT systems including wireless connectivity, access to the VLE and general advice as needed.  



	4. Resolve complaints and queries according to established procedures, or referring onwards as appropriate.
 
5. Undertake processing, repair and labelling of library materials. 

6. Participate in cross service working groups and project work. 

7. Assist in the preparation, design and delivery of different kinds of information literacy teaching for students. 

8. Manage the delivery of induction activities for the Reading campus. 

9. Help design and develop learning materials for a diverse range of customers in a range of media and through a variety of channels for inductions, information literacy teaching and publicity purposes. 

10. Working with the Campus Librarian, help ensure that the print and digital collections meet the College’s teaching and research needs with particular emphasis on reading list provision. 

11. Act as the administrator for Open Athens accounts for students in the College of Nursing, Midwifery and Healthcare

12. Help test, implement and support new technologies and methodologies to enhance access to resources and to support learning. 

13. Comply with all of the University’s procedures, policies and regulations especially those relating to data protection, legal and statutory compliance, information security, IT change control, health and safety and procurement. 

14. Undertake a programme of continuing personal development, including development of specialist skills and knowledge required for particular service areas. 
 
In addition to the above areas of responsibility the position maybe required to undertake any other reasonable duties relating to the broad scope of the position.   




		

	Dimensions / background information 
Organisational chart or some further information about the School/College/department.

	Although based at a particular campus, the post holder is required to work at any of the University sites as necessary.  Occasionally you may be asked to work at our Paul Hamlyn Library in Ealing or at our Brentford Campus, and you will be required to attend monthly team meetings at the Ealing site. 
 
On occasions, you may be required to provide evening or weekend cover for the Paul Hamlyn Library.   
 
We reserve the right to require specific clothing to be worn as part of this role, e.g. branded university tops. Name badges will also be required to be worn at all times. 
 
The postholder will be expected to volunteer for fire marshal or first aider duties for which training and appropriate remuneration will be provided. 
 
Working hours will be calculated on an annualised hours basis. 









Person Specification
	
	Criteria
	Essential or Desirable1
	Demonstrated2

	
	
	
	Application
	Interview
	Test / Exercise 

	
Qualifications and/or membership of prof. bodies

This section reflects the appropriate level of expertise required by the role.

	First degree or equivalent
	Essential 
	x
	
	

	
	A professional qualification in information or library studies or equivalent (i.e. Cilip Chartership) 
	Desirable
	X
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
Knowledge and experience

This section reflects the level of knowledge and experience of the key aspects of the role, as described in the job description.

	Experience of working in a library, information, IT or customer care environment 
	Essential
	X
	
	

	
	Awareness of equality and diversity issues relating to customer care
	Essential
	X
	X
	

	
	Experience of working in an FE or HE environment.
	Desirable
	X
	
	

	
	Awareness of the typical range of IT and information resources available in Higher Education libraries 
	Desirable
	X
	
	

	
Specific skills to the job

This section identifies job-specific skills required which might be completely unnecessary for other jobs but are critical to this particular job.

	An understanding of learning, teaching and research and of the requirements of students from a variety of backgrounds.  

	Essential

	X
	X
	X

	
	Excellent customer service skills 

	Essential
	X
	X
	

	
	Excellent interpersonal skills 

	Essential
	X
	X
	

	
	Excellent verbal and written communication skills 

	Essential
	X
	X
	X

	
	Ability to use and demonstrate a range of software applications, including MS Office and social media 

	Essential
	X
	
	

	
	Ability to use a variety of IT hardware, including PCs and mobile devices 

	Essential
	X
	
	X

	
	Willingness to learn and use new ICT technologies
	Essential
	X
	
	

	
	Articulate an understanding of the rapidly changing culture of higher education and library provision. 
	Desirable
	X
	
	

	
General skills

This section identifies transferable skills that you use for almost every job.
	Adaptable approach and enthusiasm for a rapidly changing environment. 
	Essential
	X
	X
	X

	
	A commitment to meeting user needs and proactive, positive approach to service development. 

	Essential
	X
	X
	

	
	Team player capable of working with minimum supervision 

	Essential
	X
	X
	

	
	Good clerical skills with the ability to perform tasks accurately with attention to detail 

	Essential
	X
	X
	

	
	Ability to problem solve on the spot and apply lateral thinking  

	Essential
	X
	X
	

	
	Possess good time management 

	Essential
	X
	X
	

	
	
	
	
	
	

	
Other

This section should be used to make candidates aware of any special circumstances pertaining to the post.
	Comply with all of the University’s procedures, policies and regulations, especially those relating to data protection, legal and statutory compliance, information security, IT change control, health and safety and procurement.  
	Essential
	
	X
	

	
	Willingness to undertake training and development in customer care, first aid, fire safety and health and safety processes. 
	Essential
	
	X
	

	
	Must be capable of lifting books and move boxes and trolleys unaided 
	Essential
	
	X
	

	
	Positive outlook and commitment to the University values and behaviours. 
	Essential
	
	X
	

	
	Willingness to work flexibly, as the service requires, with some occasions of weekend and evening attendance 
	Essential
	
	X
	

	Disclosure and Barring Scheme   Is a DBS Check required:    Please Select  from drop down list     

Before making a selection, please refer to the University’s Disclosure and Barring Checks Guidance for Staff and Criminal Convictions, Disclosures and Barring Staff Policy and Procedure.  If a DBS check is required for the role, a Check Approval Form will need to be completed.

	1Essential Criteria are those, without which, a candidate would not be able to do the job. Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the shortlisting stage.

Desirable Criteria are those that would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements, to determine which applicants to shortlist.

2 Demonstration: Select the Recruitment Process stage at which the candidates will have to demonstrate that they meet the criteria. Criteria which have to be demonstrated at application stage should be mentioned in the Recruitment Information Pack as Pre-Selection/Killer Questions, Shortlisting Questions or Shortlisting Criteria. Other criteria should be evaluated and tested at interview stage (e.g. through interview questions) or through additional tests, exercises or presentations. Criteria can (and should) be demonstrated at multiple stages. 
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