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City-:Stirling

Cityof Choice




CITY OF STIRLING - "A PREFERRED EMPLOYER"
Western Australia's largest Local Government Authority, the City of Stirling, is among the top options of prospective employees as being "a preferred employer" for the following reasons:

· We are an equal employment opportunity employer.

· We have a competitive remuneration structure.

· We offer a generous superannuation scheme with a potential to make up to 21% combined contribution - after a qualifying period.

· We espouse and practice flexible and family friendly policies and work-practices.

· We provide challenging work in an ever changing and empowering work environment. 

· We work within the 'Australian Business Excellence Framework' and encourage the principles of continuous improvement through integrating the concepts of 'best practice' and 'innovation' when designing and reviewing our business processes, systems or solutions.

· We have state of the art IT systems and we are continually upgrading them to meet the increasing demands of our ever-evolving businesses.

· We invest in our employees' training and development.

· We are located in new premises in a scenic northern suburb, just off the freeway and only10 minutes away from the CBD.

· We provide free parking.

· We provide free use of gymnasium for staff.

· We have an active social club; and

· We have a staff canteen and breakout areas to encourage staff to take adequate breaks and network with each other. 

The City of Stirling invites you to be a part of this people-friendly culture, where top talents are valued, nurtured and developed to provide the best quality service to the local communities within the City's precinct. 

STUART JARDINE

CHIEF EXECUTIVE OFFICER

DISPLAY AD

THE WEST AUSTRALIAN

SATURDAY 10 NOVEMBER 2007

GENERAL EMPLOYMENT SECTION

COMMUNITY NEWS – Stirling Times, Eastern Suburbs Reporter, Guardian Express, Wanneroo Times

TUESDAY 13 NOVEMBER 2007

SEEK

Change the way you think about council work. As Perth’s largest council, the City of Stirling has a huge range of exciting career options. You can choose to work behind a desk or behind a truck, in our parks and even on our magnificent beaches. At Stirling, we believe working here should be as enjoyable as living here.

Librarian

Part time – 28.5 hours per week

$43,495 - $50,649 per annum paid pro rata

PLUS superannuation and other fantastic benefits
This position provides support to the Branch Librarian in the overall administration of the branch library.

Interested?

Information Pack: 9345 8555 or
www.stirling.wa.gov.au
Chat: Viv Barton on 9345 8593
Applications close 4pm, Friday 23 November 2007.

STUART JARDINE I CHIEF EXECUTIVE OFFICER

POSITION DESCRIPTION 

	Position Title:


	Librarian

	Position No:


	LBDA01, LBDA02, LBDA03,LBIA01, LBIA02, LBIA03, LBKA01, LBKA02, LBKT03, LBCA01, LBOA01, LBSA01, LBSA02, LBST01, LBCC10, LBMA01, LBMI01

	Level and Agreement:


	5/6

	Working Arrangement:


	Monday to Saturday + Sunday overtime



	Special Allowances:


	Nil

	Directorate:


	Community Development

	Business Unit:


	Library and Information Services

	Section:


	Branch Libraries

	Reports to:


	Branch Librarians

	Supervises:


	All Branch Library staff in conjunction with Branch Librarian

	Liaises with:


	All Library staff.

	Reviewed:
	29/09/06 




	Organisational Vision, Mission and Values


Our Vision

Stirling, the City of Choice

Our Mission

Creating quality lifestyle and sustainable development

We Value
Community opinions; community involvement; equity and fairness; innovation and leadership; openness, integrity and accountability; the multicultural mix and diversity of our community and the contribution of volunteers and all who work for the City

	Business Unit’s Overall Objective


The Library and Information Services Business Unit has the objective to provide and actively promote an efficient, effective and equitable library and information service to enrich and extend the educational, cultural, personal development, social and recreational needs of the Stirling community.  
Position Objective
Provides support to the Branch Librarian in the overall administration of the branch library.

Provides reference and information and other programmes and services to the public as part of the cultural, educational and informational functions of the library.  

Librarians are appointed as part of the system wide Librarian Team, and as such may be required to work or be transferred to work in any of the City of Stirling Libraries.

Key Accountabilities/Duties (including key relationships/decision making/budget responsibility)
1.

Assist the Branch Librarian and Library Technician in the supervision of the day-to-day activities of the branch library.

2.

Responsible for the operations of the branch library in the absence of the Branch Librarian.

3.

Contribute to the ongoing development of library services and the Library and Information Services Business Unit via specific project teams as required and the strategic planning process.

4.

Contribute to regular discussion and feedback on library issues including ongoing review, planning and development of Stirling Library and Information Service with all branch library staff.

5.

Co-ordinate casual and annual leave relief bookings and paperwork for the branch library in conjunction with the Branch Librarian.

6.

Complete monthly timesheets for the branch library.

7.

Rostered Information Desk duties, dealing with reference and general queries from public and staff.

8.

Initiate, plan and prepare programmes for library customers in conjunction with Branch Librarian and Community Development Librarian.

9.

Arrange and conduct library programmes with branch library professional team.

10.

Contribute to the selection and de-selection of library stock to ensure that the collections continue to meet the needs of library customers. 

11.

Initiate, plan and prepare library displays and information for library customers. 
12.

Provide library officers with advice on the appropriate material to be displayed on the Community Notice Boards.  

13.

Prepare statistical and other reports as required.


Subsidiary Duties
1.

Shelving, shelf checking and general library tidying.

2.

Represent the City of Stirling Library and Information Service at State Library of WA meetings as required.

3.

Any other duties as required.

	SELECTION CRITERIA
	Essential (E)
	Desirable (D)

	ABLE TO DEMONSTRATE:


	
	

	QUALIFICATIONS/EDUCATION LEVEL
	
	

	1. Eligibility for Associate Membership of the Australian Library and Information Association.
	E
	

	2. Working with Children Assessment Notice or evidence of application for a WWC Check (originals).
	E
	

	
	
	

	KNOWLEDGE, SKILLS, AND ABILITIES
	
	

	1. Excellent communication skills, both oral and written.
	E
	

	2. Well-developed organisational and time management skills.
	E
	

	3. Initiative and ability to work in a team environment.
	E
	

	4. High level of, and commitment to, customer service.
	E
	

	5. Ability to plan and coordinate library services/programmes.
	E
	

	6. Well-developed reference and information seeking skills. 
	E
	

	7. Flexibility to work rostered hours.
	E
	

	
	
	

	EXPERIENCE
	
	

	1. Previous experience in a library.
	
	D

	2. Previous experience in staff supervision
	
	D

	
	
	

	Number of positions directly supervised: 7-11  Total number of positions responsible for: 7-11




NOTE: An interview will only be granted where it is clearly demonstrated that applicants meet the essential criteria.  


INFORMATION FOR APPLICANTS

All suitable applicants will be interviewed and considered for the current vacancy and any other similar vacancies as they arise within a six month period of the closure date.

Western Australia’s largest local government, the City of Stirling is a progressive and diverse local authority located 8.5km north of Perth encompassing 30 suburbs over an area of 100 sq km.  The Council recognises its core responsibilities to its ratepayers, residents and businesses and is also committed to providing traditional local government services at an optimum level.  The City employs approximately 859 people to provide services to the community holding a strong focus on customer service.

COMPLETING YOUR APPLICATION

In order to be considered for the vacant position you must be able to demonstrate your suitability for the position.  Before preparing your application check the essential selection criteria outlined in the position description to make sure you are eligible to apply.

Your application should include the following documentation: -

1. A cover letter demonstrating your suitability for the position based on the selection criteria.  (You do not need to address each selection criterion under separate headings).

2. A Resume (Curriculum Vitae) which comprises of your personal details including contact number, a summary of your work history starting with your most recent employment, education*, training achievements and names of three work referees.  (*A copy of stated qualifications must be included within your application).

3. Please do not submit applications in plastic folders or include original documents.  All documentation should be stapled together in the top left hand side of the application.

LODGING YOUR APPLICATION

1. Please ensure that the position title is clearly marked in the covering letter of your application.

2. Applications must reach the Human Resource Business Unit no later than 4.00pm on the closing date.

3. Your application should be emailed (in word document format) to stirling@stirling.wa.gov.au, mailed or delivered to City of Stirling, Human Resource Business Unit, 25 Cedric Street, Stirling WA  6021.

The City of Stirling maintains a smoke free working environment.

Canvassing of Councillors will disqualify applicants.

The City of Stirling is an Equal Employment Opportunity Employer and is committed to selecting the best applicant for each vacancy.
