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	Job title  
	Library and IT Student Assistant

	School / department 
	Library Services

	Grade
	Hourly paid equivalent to Grade 2

	Line manager 
	Customer Experience Supervisor

	Responsible for
	N/A

	

	Main purpose of the job

	Library and IT Student Assistants will assist the Customer Experience team in delivering high quality customer services across the University’s Libraries.  The Student Assistants will assist with front line library services, perform basic administrative tasks and also be required to direct student enquiries to other front-line University departments and services.

	

	Key areas of responsibility

	
	1. Assist users with directional and initial information requests, (Library Catalogue and search systems, access to electronic resources, self service functions and basic IT enquiries.) Identify when to refer specialist or complex enquiries to appropriate colleagues

2. Assist users with basic IT enquiries. This includes common IT software such as MS Office, WI-FI connectivity, printing, resetting of passwords and access to the VLE

3. Participate in roving support, helping ensure that Library users adhere to the agreed codes of behaviour for the Library zoning areas, obtaining support from colleagues if required. 

4. Help to maintain a suitable Library environment as directed by the Customer Experience Supervisors/Librarian, keep the Library space and furniture tidy, tidying desks of waste paper, plastic bottles etc and report faulty equipment and housekeeping complaints to management.

5. Participate in stock management activities including shelving and tidying of books, periodicals and other items in relevant shelf mark order.

6. Assist with a range of other front-line services as set out in a timetable/rota and as directed by staff in the Customer Experience Team.

7. Process, repair and label of library materials and assist in other clerical activities required to support services and resources in the library.

8. Undertake basic clerical duties such as scanning, photocopying and maintaining stationery supplies.

9. Ensure personal compliance 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.

	

	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 / back ground information 

	Although based primarily at a particular campus, the post holder is required to work at any of the University sites as necessary.

Student Assistants will be expected to work a regular fixed pattern within the usual staffed hours of the library service Monday to Sunday. 

Specific University-branded clothing is to be worn as part of this role. Name badges and ID card will also be required to be worn at all times.






Person Specification
	Criteria
	Essential 
	Desirable

	
Qualifications and/or membership of professional bodies
	Minimum of 2 A Levels or equivalent in relevant subject(s).

A current undergraduate or postgraduate student of the University of West London
	

	
Knowledge and experience
	Experience of working in a customer care environment
Awareness of the typical range of IT and information resources available in Higher Education libraries

Awareness of equality and diversity issues relating to customer care
	Previous Experience of working in a library or IT environment



	
Specific skills to the job
	Clear customer focussed approach to work

The ability to respond flexibly to change

Experience of working within a team 

[bookmark: _GoBack]Ability to deal calmly and effectively with Library and IT customers 

Ability to ensure that information is passed on to the appropriate people in a timely fashion

Excellent communication skills

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

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

Willingness to learn and use new ICT technologies

	

	
General skills
	
Team player capable of working with minimum supervision

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

Possess good time management
	

	
Other
	Must be capable of lifting books and move boxes and trolleys unaided

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

Positive outlook and commitment to the University values and behaviours.

Willingness to work flexibly, as the service requires, including weekend and evening attendance
	

	Disclosure and Barring Scheme
	This post does not require a DBS check
	
Essential 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.
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