Senior Print Services Assistant

Duties and Responsibilities

In cooperation with the other members of your team, your role is to:

· assist the Assistant Print Services Manager or Print Services Manager with the day to day supervision and operation of Print Services;
· deal with a range of enquires from internal and external customers in a professional manner, establishing their requirements and adapting the standard responses accordingly
· support the provision of an effective service to users of Print Services; 
· provide general support and assistance to users of Print workstations, including printing and scanning;
· assist with the operation of printing, photocopying and scanning equipment;
· provide a staff operated photocopying, printing and scanning service;
· assist with the effective operation of soft binding and laminating equipment;
· support the use of mobile devices;
· handle card payments for a range of Print Services activities;
· share knowledge and expertise with colleagues, e.g. training sessions;
· participate in library service working and project groups;
· collect, collate and analyse data to inform decision making for Print Services operations;
· take operational responsibility for specific administrative tasks;
· ensure that the ULS Regulations are observed;
· participate in a continuing programme of training and development;
· collaborate with others in order to make recommendations for developments of established processes and procedures, 
· liaise with other parts of the library service, other departments and Academic Schools to fulfil service needs;
· 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;
· Training and support will be provided. 

General Duties

· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties
· Abide by University policies on Safety, Health and Environment and Equality and Diversity.
· 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
· NVQ 2 or GCSE Level A-C or equivalent, or equivalent relevant experience.
· Proven ability to communicate information, both orally and in writing, to a wide range of people. 
· Proven ability to deal with customers face-to-face, over the telephone, online or via email promptly, calmly, effectively and courteously.
· Evidence of an ability to plan, prioritise and organise own work flexibly, working unsupervised to deadlines. 
· Proven ability to deal with referred requests, solve problems using initiative and know when to refer more complex queries.
· Evidence of working effectively as part of a team, providing guidance and support to other members where necessary. 
· Evidence of working effectively in a similar position or customer service role. 
· Demonstrable experience of using IT applications such as Microsoft Office, email and the Internet.
· Demonstrable commitment to Continuing Professional Development (CPD), with a willingness to participate in training activities, including IT.
· Evidence of a flexible approach to a continually developing role.

Desirable Criteria
· A-levels or equivalent.
· Successful completion of the European Computer Driving Licence (ECDL) or equivalent IT qualification. 
· Provide evidence of knowledge of mobile technologies.
· Experience of working in a Higher Education (HE) environment.
· Fluency in Welsh, written and oral.
