Library Assistant position – Position description.
Role:


The library assistant is responsible is assisting to provide quality library services and resources.  The library assistant also provides support to and/or liaises with students, academic staff, administration and managerial staff and library staff at other campuses.

Responsibilities and tasks
In addition to other tasks as may be set by the Librarian (Perth) and National Librarian. 
Administration

· Perform library administration tasks;
· Processing student cards;

· Fortnightly completion of timesheets

Library Equipment, Information and Circulation Assistance

· Provide assistance in using the photocopiers

· Maintenance of the photocopiers (replacing toner, paper, arranging for repairs, etc).

· Sell and recharge photocopy cards

· Provide Internet, CD ROM and database training and assistance as required

· Provide general computing training and assistance as required.

· Provide a research and reference service for staff and students

· Attend to front counter queries – loans, returns, reservations, literature searches and so forth.

Organisation and maintenance of resources.

· Shelving

· Maintaining order of the collection

· Repairs

· Classify, catalogue and organize the Library’s materials for maximum accessibility and availability (as delegated by the Senior Librarian)

· Process materials for collection.

Reports to:


Librarian (Perth)
