	Date:

	Aug 2025


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Space & Knowledge Assistant

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	2

	Post responsible to:
	Team Leader Support and Learning Spaces


	Post/s responsible for:
	None





	Job purpose

	
This role is dedicated to ensuring that any physical resource or content available to our customers are in place in the correct place with the processing completed ensuring quick and easy access and use.





	Main duties and responsibilities

	Open and make ready all post received for Library’s and Multi-media centre

	Process physical journals for “check-in”

	Process any non “shelf-ready” books

	Process equipment in MMC ensuring things like batteries are recharged and new equipment asseted

	Shelve and shelve tidy libraries and Multi-media store

	Retrieve and prepare items requested by customers (Requests and bookings & MMC bookings)

	Ensure physical learning spaces are tidy and that furniture and fittings are where they need to be

	Work with Causal and Project teams to undertake larger scale activities involving the stock

	Any other duties as may be reasonably required.




	General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value




	PERSON SPECIFICATION


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	GCSE (or equivalent) A-C numeracy
	D
	A

	EXPERIENCE
	 
	 

	Working with range of physical materials to be processed
	D
	A, !

	Customer support 
	D
	A, I

	KNOWLEDGE
	 
	 

	Library or multimedia storage processes and "classifications"
	 D
	A, I

	SKILLS/ABILITIES
	 
	 

	Ability to undertake tasks following procedures
	E
	A, I

	Ability to undertake repetitive activities maintaining quality
	E
	 A, I

	Ability to work independently and as part of a team
	E
	I

	Good attention to detail
	E
	A, I

	Basic IT skills to enable access to emails, Intranet and Microsoft Office tools 
	D
	A,I

	PERSONALITY
	 
	 

	Self-motivated
	E
	I

	Approachable and friendly
	E
	I

	Able to fit into different teams
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I

	Role involves shelving books, moving large quantities of books, boxing and unpacking books and multimedia equipment, retrieving equipment from the stores (MMC and Library) and returning these materials. Some of these in Multimedia are large and unwieldy
	E
	I
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