	
	
	



JOB DESCRIPTION 

Job Title:                Library and Digital Technology Assistant
Grade:                    C 
School/Service:      Library, Archives and Learning Services 
Campus:                 Docklands and Stratford 
Reporting to:          Campus Library Manager 
Liaison with:           Colleagues in LALS, staff and students within the University, external users and external contacts.

JOB PURPOSE: 
To provide high quality, customer focused library, archives and open access IT support to a diverse learning and research community both face-to-face and online.  To ensure customers have a good understanding of the resources available to them and to guide them in the use of these.  To participate in the routine work of LALS.
MAIN DUTIES AND RESPONSIBILITIES:
· To work as part of a team to provide helpdesk and roving services as needed; assisting customers with library transactions.

· To provide high quality front-line IT support to customers including advice on: printing; supported software; e-submission and the VLE; use of mobile devices; Wi-Fi and internet troubleshooting; Office365.

· To answer library service, facilities, and resource enquiries face-to-face or through our enquiry management system checking student records where necessary and referring or escalating to colleagues or external services when appropriate.

· To advise students about all information resources including our physical and online collections, guiding students towards resources as appropriate for their discipline and level of study and providing instruction on how to use them.

· To assist in maintaining an appropriate study environment for all library users.

· To supervise use of the archives reading room, support users and fetch requested items.

· To assist in the provision of a range of library services, including stock acquisition and management, reading lists, free e-textbooks, holds, interlibrary loans, communications and social media.

· To undertake other routine tasks as needed, including shelving, shelf tidying, stock processing and repair.

· To contribute to the smooth running of UEL libraries by troubleshooting equipment faults escalating to IT where necessary and monitoring the environment in accordance with health and safety guidelines and good practice.

· To assist with library inductions and basic training sessions for students and new members of staff.

· To assist in the collection of library usage data and customer feedback to ensure that the services offered meet our standards and the needs of our customers. 

· To participate in team meetings and contribute to the review and development of services through relevant service wide projects, groups and activities.

· To work in accordance with UEL’s equality and diversity policies.

Local Requirements

· The postholder will be required to work evening and Saturday duties on a rota basis.

· This post involves regular onsite hours at both Docklands and Stratford campuses with opportunities for homeworking subject to operational needs.


PERSON SPECIFICTION

EDUCATIONAL QUALIFICATIONS AND ACHIEVEMENTS:
Essential criteria

· Educated to A-level standard or equivalent (A/C).

Desirable criteria

· Educated to degree level (A/C).

KNOWLEDGE AND EXPERIENCE:

Essential criteria

· Experience of providing excellent customer service in a busy service environment (A/I).

· Experience of supporting customers in maximising the use IT equipment and educational technologies (e.g., VLE, e-submission tools, Office 365) (A/I).

Desirable criteria

· Experience of working in a library or information service (A/I).

SKILLS AND ABILITIES

Essential criteria

· Excellent verbal and written communication skills including the ability to adjust the delivery of information to meet the needs of the customer (A/I).

· Excellent IT skills including familiarity with library management systems, social media and using online tools to discover information (A/I).

· Ability to get to the root of an enquiry; keeping up-to-date with knowledge, systems, and procedures to provide an effective enquiry service (A/I)



PERSONAL ATTRIBUTES AND QUALITIES:

Essential criteria

· Ability to be supportive and encouraging of others, with a flexible approach to teamworking (A/I)

· Ability to use initiative and judgement to resolve problems, identifying practicable and suitable solutions (A/I)

· Ability to work with a high degree of accuracy, maintaining high quality work (A/I/T)

· Good organisational skills with the ability to prioritise work to meet deadlines (A/I/T)

OTHER KEY CRITERIA:

Essential criteria

· Commitment to, and understanding of, equality and diversity issues within a diverse and multicultural environment (A/I)

· Ability to lift and carry light loads (e.g. books, small equipment) (A/I)
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