

CARDIFF UNIVERSITY JOB DESCRIPTION AND PERSON SPECIFICATION 


Library Assistant (Grade 2)

JOB PURPOSE 

You will be part of a team ensuring that the library services:
· are delivered in a customer friendly and customer focused way, in line with the Library Service Promise;
· are responsive to the changing needs of University staff, students and those of our partner NHS Health Board/Trusts; 
· support the University’s teaching, learning and research programmes;
· support the University’s strategy 


DUTIES AND RESPONSIBILITIES

Key Duties
In cooperation with the other members of your team, your role is to: 
· Handle enquiries from customers such as University staff, students and members of the public in a professional manner.  
· Follow existing procedures to complete tasks, referring more complex queries to your manager/supervisor, making sure all relevant information is passed on accurately.
· Establish good working relationships with key contacts to help support and improve how you and the team deliver work.
· Undertake a variety of routine administrative duties to support the team and department, including but not limited to: answering emails, shelving, moving and tidying books and journals, emptying book return bins.
· Gather and input information to update administrative systems accurately (training will be provided on relevant systems).
· Take an active role in the team, working towards meeting team objectives and supporting other team members, including contributing to the training of new team members.

Specific Duties 
· support the provision of an effective service for customers including issuing, returning, and requesting items. This could be via self-service or at the desk.
· support customers via the online chat service helping to resolve basic library queries and referring those which are more complex;
· actively support library customers by helping to resolve basic IT and library queries and referring those which are more complex;
· assist with the operation of printing, photocopying, scanning equipment, laminating and soft binding (where applicable);
· support the use of mobile devices;
· guide customers in the use of electronic resources, e.g. e-books, electronic journals and databases;
· assist with collection management and development within the library site, which may include removing old editions, checking reading lists and stock checking;
· participate in library service working and project groups (this may include arranging meetings and taking minutes as a group member);
· collect data to inform decision making for library operations;
· handle credit/debit card payments for a range of library activities;
General Duties

· ensure that an understanding of the importance of confidentiality is applied when undertaking all duties.
· uphold the Professional Services Values & Behaviours and local equivalent (where applicable).
· actively contribute to the provision of outstanding/excellent customer service in line with the University Library Service’s Customer Care Promise and Customer Service Excellence Award.
· Abide by University policies and undergo personal and professional development.
· Ensure the ULS regulations are observed.
· Perform other duties occasionally which are not included above, but which will be consistent with the role.

You may be required to work in more than one library site during the course of your employment. 

PERSON SPECIFICATION 

Essential Criteria 

1. Evidence of working effectively in a customer service or administrative role.
2. Ability to carry out a variety of administrative tasks, including writing accurately, clearly and concisely.
3. Ability to communicate with people effectively, courteously and with respect face to face, over the phone and online, applying confidentiality and discretion. 
4. Ability to speak/understand Welsh or a willingness to learn.
5. Basic IT skills, including email, Microsoft Word documents and Microsoft Excel data entry. 
6. Ability to work well with your team, knowing how to support colleagues as appropriate. 
7. Ability to plan and organise your own workload within agreed timelines as set by your Line Manager/Supervisor.
8. Ability to identify problems using your own initiative and to solve these by finding and proposing the most practical solution.
9. Demonstrable commitment to Continuing Professional Development (CPD), with a willingness to participate in training activities, including IT.
10. Evidence of a flexible approach to a continually developing role.


Desirable Criteria 
11. Experience of working in a library service.
12. Knowledge of electronic resources e.g. e-books, electronic journals and databases.
13. Knowledge of mobile technologies.





