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Job Description 

	POST TITLE:
	
	Experience and Engagement Assistant 


	GRADE:
	
	3


	RESPONSIBLE TO:

	

	Engagement and Experience Coordinators

	LOCATION:
	
	Student & Library Services (SLS)


	JOB PURPOSE:
	
	To assist with the effective delivery of services across Library Services and Student Life and contribute towards the development of Student and Library Services. 




DUTIES AND RESPONSIBILITIES
1. Deliver of frontline, customer-facing services across all areas of Student and Library Services and contribute to core SLS priorities:
i. To deliver high quality front-line student support and enquiry handling across all SL touchpoints
ii. Actively support customers to engage with Library collections, spaces, systems and Student Life portfolio of services
iii. To maintain high quality learning spaces including equipment, collections and customer behaviours
iv. To deliver skills support activities across all customer touchpoints, all modes of delivery and learning platforms including the PASS Scheme
v. Provide administrative support to the department using University systems and relevant IT packages 
vi. Participate in stock acquisition and collection management activities
vii. Deal with confidential information in accordance with the Data Protection Act
viii. Undertake acquisition and invoice processes
ix. Undertake manual handling duties (including shelving books and other materials, refilling printers and copiers with paper and emptying book return bins)
x. Assist with the opening and closure of the Library building in cooperation with University Safety & Security services as required
2. Advocate for SLS and represent the Service in University initiatives and events, ensuring that customers are aware of the impact of engaging with all aspects of the Library/SLS offer
3. To actively engage with learning technologies in order to support work outputs,  and support customers
4. Contribute to the development of Student and Library Services through membership of project teams
5. Contribute to effective implementation of Student and Library Services policies and guidelines
6. Maintain growth in personal and workplace skills and knowledge
7. To flexibly and proactively participate in the delivery of Library / Student Life services commensurate with current responsibility level. To be on site as required and to undertake some reasonable travel.  You may be asked to consider on a voluntary basis, at times where there is a need for additional cover, to work outside your normal working pattern in response to the needs of the University.
8. Adhere to the University Health and Safety Policy and Guidelines
9. Promote Equality and Diversity for students and staff
10. Undertake any other duties, at any Teesside University location, as assigned by the Director of Student and Library Services
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