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POSITION TITLE: Team Leader, IT Systems & Resource Development

DEPARTMENT: Community Services

POSITION: Full time 38 hours p/week
SALARY:  $48,548 to 53,674

DATE: July 2008

POSITION AIM AND OBJECTIVES

To oversee the daily operations of the Library delivering a timely, professional, customer and community focused library and information service for Palmerston. 

With the Operations Management Team provide efficient and effective resource management of the library service, including the provision of electronic and online resources.

In collaboration with Council’s IT section, research, make recommendations, develop, maintain and enhance computing systems for the Library and its customers. As part of this, establish, maintain, and train staff in operational procedures for computer network activities, and oversee any library based Intranet and Internet services.

KEY RESPONSIBILITIES

Responsible for coordination of and trouble shooting of computing systems including oversight of the library management system, public access computers, library intranet, Library I-portal, website and electronic services.

Research and recommend new IT solutions to enhance service delivery for staff and customers.

Responsible for resource management coordination including oversight of acquisitions, cataloguing and circulation systems and standards.

As a member of the Management Team, have responsibility for operational supervision and training of staff and volunteers.

To develop appropriate and efficient systems to collect, record and maintain statistics for the library service.

To review, implement and maintain electronic resources and training of staff in the use of these resources.

Jointly responsible for managing the competing demands of a busy client focused environment while solving problems and handling complaints.

Responsible for the coordination of client services including conducting library orientations and designing and delivering training for public programs.

Jointly responsible for the daily security and maintenance of the library including opening and closing of the library.

Work as a Team Leader, Desk Shifts at the customer service desk as rostered. Will be required to work evenings and weekend shifts.

Act as manager Library service as required

 To comply with Work Health Act and Equal Employment Opportunity legislation.
ORGANISATIONAL RELATIONSHIPS

· Is accountable to the Director of Community Services

· Reporting to the manager Library Service

· Forms part of the Operations Management Team

EXTENT OF AUTHORITY

· Exercise a degree of autonomy in collaboration with Council’s IT Program and Library Operations Management Team

· Develops strategies and plans within a continuous improvement framework

· Establish priorities and monitor workflow in areas of responsibility

· Provides specialist advice

ACCOUNTABILITY
· Accountable to the Director of Community Services

SELECTION CRITERIA FOR THE POSITION

(a) Skills
Essential

· Demonstrated interpersonal and communication skills

· Demonstrated organisational and time management skills

·    Demonstrated team based skills

(b) Knowledge
Essential

· Knowledge of automated computing systems and ability to apply computing concepts and related packages to a public library environment

Highly desirable

· Working knowledge of cataloguing and basic collection development  processes

(c)  Experience

Essential

· Demonstrated experience in the use of the internet, electronic resources and online databases for information and reference services provision

· Relevant experience in a library or information service

Highly desirable

· Experience supervising staff and managing rosters

· Practical experience in designing and conducting training for staff and customers 

(d) Qualification

Essential

· Relevant tertiary qualification in a Library or Information Technology related field or near completion of studies
· Current drivers licence
Highly desirable

· Certificate IV in Training and Assessment 
Desirable

· Current member of ALIA or eligible for admission as Associate member 
First Aid certificate

JOB ENVIRONMENT

· Judgement

Ability to work with a diverse range of people and to manage the competing demands of a busy client focused environment

· Reasoning

Ability to problem solve including ability to trouble shoot and interpret reference and information enquiries and to provide appropriate information and reference advice
· Independence and influence


Ability to work independently and exercise initiative 

· Impact
The position of Team Leader Systems & Resource Development is an integral role in developing, maintaining and delivering resources including electronic resources for the community. 

· Involvement

Ability to work collaboratively with library team, council staff, external clients and organisations taking responsibility for and monitoring of work outputs and meeting service standards.

· Physical 

The position does involve a degree of physical manipulation and exertion including shelving, unpacking boxes and setting up rooms for events.
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Palmerston City Council, PO Box 1, Palmerston NT 0831

Phone: (08) 8935 9922
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