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Role:          	   	Information Assistant

Department:		Library Service 

Grade:		3

Responsible to:	Senior Information Assistant

Campus:		Belfast/Coleraine/Derry~Londonderry 

Job Purpose 
 
To support the Library Service by delivering high quality customer focused services to customers both face-to-face, by phone, online and through supporting library functions in a range of business areas. To perform clerical duties and multi-task as appropriate between library functions in response to demand and current priorities as part of the wider library team. 
 
Main Duties

In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library service commits to providing learning and development to support this expectation.

1. Customer facing duties including but not limited to enquiries face-to-face, by phone and online, roving services, Information Points, assisting with library inductions and classes, open and applicant days and signposting to services. 
2. Deliver excellent customer service by providing a welcoming, supportive, and efficient service to all library customers. 
3. Assist library customers to access and use library resources, services, and facilities to support their learning, teaching, and research activities and to positively support service development. 
4. Respond to issues in accordance with established procedures to produce a suitable solution and recognise issues that need to be referred to supervisor / line manager. 
5. Prioritise own tasks in response to demands and to achieve deadlines and to the standards expected within the department. 
6. Clerical duties according to departmental requirements of the grade e.g., circulation services (e.g., loaning, renewing and returning resources, reservations, dealing with lost, damaged and missing items); stock management support; collecting regular statistics and aiding with the collation of data for usage reporting and monitoring, and supporting other Library teams as required.
7. Use a range of supplier systems and services to support library functions such as processes relating to ordering, receipting and making available resources and services including document delivery support, handling invoices and recording of payments, checking, editing and creating metadata for library resources and reading list support.
8. Deliver basic induction sessions and Library tours.
9. Use library management systems to carry out a range of processing tasks.  
10. Maintaining the library environment, including shelving books, tidying library resources, monitoring the space, and ensuring adherence to Library and University policies. 
11. Assist with the planning, development, marketing, and promotion of library services including those at key University events including Applicant Days and Open Days. 
12. Ensure compliance with legal obligations to include health, safety, equality, diversity, inclusion and GDPR. 
13. Participate in internal library project teams/activities as necessary and attending team meetings and liaising effectively with colleagues.  
14. Follow procedures in line with university and departmental policies, e.g., Health & Safety, Equal Opportunities.  
15. Any other duties appropriate to the grade and nature of the post.  
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	Application
	Interview
	

	Education and Professional Qualifications
	Essential
	A good standard of numeracy and literacy as demonstrated by qualifications at GCSE grade ‘C’ or equivalent, or by relevant work experience. 
	
          ü
	
	

	
	Desirable
	IT qualification e.g., ECDL. 
	
	
	



	Previous Experience/ Training
	Essential
	Proven customer service ethos and experience of handling customer enquiries face-to-face, by telephone and electronically with an ability to identify their needs and propose solutions.
	

	
	

	
	
	Proven ability to proactively support customers and promote services. 

	
	
	

	
	
	Experience in the use of IT in an enquiry/information environment.  
	
	
	

	
	Desirable
	Experience of using a library management system. 
	
	
	



	Job Related Achievements
	Essential
	Problem-solving and analytical skills with the ability to approach and resolve problems in a careful and practical manner. 
	
	
	

	
	
	Perform tasks with accuracy and attention to detail.  
	
	
	

	
	
	Proven commitment to continuing professional development. 
	
	
	

	
	Desirable
	
	
	
	



	Interpersonal Skills
	Essential
	
	
	

	

	
	
	
	
	
	



	Other
	Essential
	Willingness to undertake evening and weekend duty as required. 
	
	
	

	
	
	Ability to lift and carry light loads (e.g., books). 
	
	
	

	
	Desirable
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