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Role Profile – Library Assistant (Collections and Discovery)

	Job Title:
	Library Assistant
	School/Dept.:
	Library Services

	Reporting to:
	Senior Library Administrator (Collections and Discovery)

	Responsible for Line Management of:
	No


	Main Purpose of Role:
	The Library Assistant will be a member of the Collections and Discovery team. They will help to manage and maintain the library’s physical and electronic resources, the University’s research collections, and the library’s systems and services.

	Grade: 
	3

	Accountabilities/Responsibilities of the role:

	
1. Contribute to the management of University’s research collections, create catalogue records, facilitate open access workflows, and process research related records and data
2. Contribute to the management of the library’s physical and electronic resources
3. Create and process reading lists provided by academics and work on the ordering, receiving, and processing of new books and library resources
4. Create catalogue and metadata records for electronic and print resources
5. Contribute to collection maintenance tasks such as withdrawals and item checking
6. Support the digitisation of collections and quality checking
7. Provide excellent customer service for library users
8. Monitor and respond to service-related mailboxes and enquiries
9. Help with the gathering and reporting of statistical information relating to the service
10. Take part in group projects, working effectively within project teams to deliver delegated tasks on time
11. Undertake continuing professional development in line with service requirements
12. Support the work of other library teams in line with School/Department business needs
13. Follow University and Local Health and Safety regulations, standards, and processes to keep staff and users of the library safe
14. Any other tasks appropriate to the post and in line with business needs




Person Specification 

	Expected Criteria
E - Essential or D – Desirable 

	Assessment Method

	Education & Professional Qualifications
	

	E1. Educated to degree level or equivalent 
	Application Form

	Skills, Knowledge & Experience 

	Assessment Method

	E2. An understanding of, and ability to use, metadata standards
E3. Excellent IT skills, including the ability to create, update and maintain spreadsheets and databases
E4. Committed to learning new tasks and skills 
E5. Organised and methodical approach to work 
E6. Ability to clearly explain information to a range of customers
E7. Flexibility, adaptability, and ability to work to deadlines
E8. Ability to work on own initiative and to work well as a team member
E9. Good communication, and interpersonal, skills
D1. Knowledge of libraries and ability to use library resources
D2. Working knowledge of Further/Higher Education
	Application Form & Interview

	GCU Values & Behaviours
	Assessment Method

	Demonstrates behaviours which are consistent with the GCU Values (Integrity, Responsibility, Creativity & Confidence)
	Application Form & Interview 










Generic Activity for Administrative Support / IT Assistant

	Main purpose of the role:

	The main purpose of this role is to form a range of administrative activities in support of the School/Department/Team. Work will be undertaken within established processes and procedures however the role holder will be required to exercise some personal responsibility and judgement in the planning and carrying out of their work. While the role will not be subject to constant, direct supervision, managerial support and assistance will be readily available. Role holders will require an excellent knowledge of relevant systems, equipment, procedures and processes and may be required to provide guidance/support to other team members at the same level.

	Generic Activity: - Please note that the amount of focus on each on these activities will vary between specific roles.

	Typical Work Activities
· Provide administrative support, advice and guidance in line with agreed policies/practices/processes
· Act as a first point of contact for customers across the University, to provide advice and guidance and escalate more complex matters as necessary
· Provide clerical support for committees, working groups and project teams as appropriate
· Prepare documents, typically following standard format and templates
· Carry out a range of straightforward activities within standard processes

Communication and Networking
· Regularly required to receive and convey routine information to customers, staff, students and/or visitors and at times may need to deal with more involved enquiries and/or communicate information of a non-routine nature which needs careful explanation, e.g. conveying information about policies and procedures, explaining more specialised information about the work being carried out
· Participate in essential internal networking, liaising with others out with the direct work team to exchange information
· Draft letters, take minutes at meetings, write standard reports and provide information to others for reporting purposes
· Clarify work instructions as necessary and raise concerns and problems, which arise during the course of work
· Communicate effectively to maintain effective working relationships with fellow colleagues

Planning and Organising
· Manage personal day to day work in keeping with service demands, within agreed timescales without the direct supervision of the line manager, reprioritising according to demand and workload
· Organise information according to procedures by filling, data entry, checking/matching data etc. to ensure accurate records are maintained on a day to day basis
· Ensure efficient documentation and file management practices are in place to meet the requirements of legislation and good practice
· Plan and organise School/Department/Team events, activities and meetings, deal with travel/accommodation arrangements, support committees, manage diaries

Resource Management (People, Finance)
· Follow set ordering procedures (e.g. stationery, other departmental requirements) to ensure adequate low value supplies are available
· Assess the range and volume of work to be undertaken for the day or days ahead and plan to ensure work is completed on time and to an appropriate standard
· Carry out daily prioritising, reprioritising and organising of activities in order to meet operational objectives

Internal and External Relationships
· Receive visitors and provide/request information in person and/or by telephone in a courteous and appropriate manner, to promote positive image of the department
· Communicate effectively to ensure strong working relationships are established and maintained with key contacts

Analysis, Reporting and Documentation
· Gather and analyse standard data using pre-determined procedures, reporting and presenting findings
· Update and maintain online guidance within the University's website/intranet
· Take a proactive approach to continually reviewing and suggesting changes where appropriate, to processes/documentation and templates to ensure they remain fit for purpose
· Run reports from databases, carry out internet and database searches, cross check more complex data

Management of Work Environment
· Work is typically carried out in a stable, low risk environment such as an office

Teamwork and Collaboration 
· Required to advise new starts carrying out the same/similar role on standard work practices, equipment etc.
· Contribute to the smooth running of the team, making recommendations and challenging assumptions as appropriate
· Carry out a range of support activities to aid team performance

Organisational Citizenship
· Commitment to University strategy and values  
· Commitment to Continuous Professional Development appropriate to role/discipline
· Responsible for co-operating and complying with University and local policies, procedures and processes
· Any other tasks appropriate to the post and in line with School/Department/University requirements


	Core Qualifications/Knowledge/Skills/Experience

	· Typically, a minimum of NVQ level 3 or equivalent
· Working knowledge of University systems, equipment, processes and procedures
· Knowledge and experience of using standard software and database packages, for example, MS Office, Excel, Email)
· Ability to exchange straightforward information in a professional manner
· Ability to apply relevant standard procedures 
· High levels of attention to detail
· Ability to prioritise and manage time effectively
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