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Job Description

	Job Title
	Library Student Support Assistant
	Code
	

	Subject/Service Area
	Library and Learning Spaces

	Reports to
	Customer Services Co-ordinator

	Accountable To
	Head of Library Services 


	Purpose of Job

	To provide helpful and effective support to students, colleagues and visitors to the Library, engaging with the University’s mission to create a welcoming, hospitable and caring community.

	Key Tasks / Responsibilities

	Customer Service is the core responsibility for this role. In addition to this, the postholder will be asked to undertake a range of duties across the Library Service, under the direction of the appropriate member of library staff.



	Work Performed (relating to key tasks)

	Customer Service:

· Provide professional and friendly support to students, academics and visitors at all service points.

· Promote services and resources that support an excellent experience for all library users, recognising different cultures and backgrounds.

· Support the provision of inclusive study environments that reflect the different ways students study.
· Participate in Student Engagement activities, gathering feedback and usage data within the library and wider University.
· Assist customers with first line help, referring more complex or subject specific queries to the appropriate member of staff as necessary.

· Check ID cards, books and other material to ensure that only authorised customers enter the library, and that only authorised material is loaned.

· Provide practical help and guidance to users on the self-service machines, printer/copiers and other core IT equipment and systems.

· Issue, discharge and renew materials as necessary.

· Operate a range of systems including the library management system, discovery tool, room booking system etc.
· Undertake roving to providing a safe and conducive learning environment for all, monitor student behaviour and referring difficult situations to senior staff as appropriate.
· Support the Customer Services Co-ordinator to set and deliver customer care standards and ensure comparable standards at all service points.
· Process and satisfy reservation requests including those for students based in the Network of Hope. 
· Usage of credit/debit terminal in accordance with University Finance procedures.

Additional duties:
· Provide support in the withdrawal of print materials.
· Comply with Health and safety responsibilities within the library, and report faults to Estates colleagues. 

· Shelving, revision, processing, moving and tidying of stock.

Other tasks
· Clerical work e.g. checking lists of material for duplicates, editing records on library system etc

· Repair existing stock as appropriate, referring unrepairable materials to the relevant Subject Librarian.
· Undertake support work in the development and adoption of new systems within the Library that utilise new technologies.
· Assist and support staff in other areas of the library as required.
· Be involved in project or task and finish groups.
· Undertake such other duties as prescribed by the Head of Library Services that are reasonable in relation to the effective operation and management of the service.
This role description is a guide to the work you will initially be asked to undertake, this may be updated where necessary to meet changing circumstances
 

	Materials, resources & equipment to be used

	· General IT hardware and software e.g. PCs, MS Office etc. 

· Relevant Library and University systems as required e.g. Library Management System, Student registry system, telephone system etc. 

· Online platforms and software, Zoom etc.
· Equipment such as self-service machines, printer/copiers etc

· PA system

· Card payment machine

· Turnstiles and 3M security equipment



	Qualifications / Experience Required

	Educated to GCSE level or equivalent including numeracy and literacy qualifications


	Regular contacts (internal / external)

	All Liverpool Hope staff, students and potential students, partners, visitors and external suppliers.


	Staff Reporting to Post holder

	Not applicable



	Name
	Susan Murray

	Title
	Director of Student Learning

	Signature
	[image: image2.emf]

	Date
	26/4/24
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