Parliament of Western Australia

Job Description - Parliamentary Services Department
	Job Title:
	Library Assistant - Part Time

	SECTION 1 - Staff Details

	Staff member’s name:
	
	Unit:
	Library & Information Services Unit

	Classification Level:
	Level 1
	Date last updated: 
	1 July 2010

	SECTION 2 - Responsibilities

	This position reports directly to:  
	Librarian, Systems & Technical Services 

	This position’s supervisor reports to:
	Library & Information Services, Manager 

	Number of staff reporting to this position:
	Nil

	SECTION 3 – Unit’s purpose    General description of the unit’s purpose (No more than 6 lines)

	The Parliamentary Library and Information Services functions as a central point in the collection, documentation, coordination and dissemination of multimedia information required by members of Parliament, their staff and the staff of the Departments of Parliament. The service is provided in a timely, effective and efficient manner.



	SECTION 4 - Primary Responsibilities

	Assists with the delivery of a library and information service to State Members of Parliament and other Library clients

by providing general library support services.

	SECTION 5 - Specific Duties

	1. Process all incoming mail and outgoing mail (Mon-Tuesday).
2. Accession all incoming journals.
3. Accession newspapers, obtain missing issues and rotate and discard at the end of the month.
4. Assist with the basic indexing of e-Currents articles on Lotus Notes in consultation with the Electronic Services Librarian.
5. Assist with the maintenance of library equipment by ensuring printers, photocopiers and fax machines have toner, paper and are in good working order and conduct meter readings on library equipment.
6. Thermal binding. 
7. Assist with the management of the collection by:

a.   shelving returned items;


b.   ensuring collection is in good order. 
8. Maintenance and filing of legislation and loose-leaf service.
9. Assist with discarding material as directed by Collection Management Librarian.
10. Back up for other TT staff as required.
11. Undertake special projects as required.
12. Open library.
13. Download books from Libraries Australia and add Parliamentary Library’s holdings to Libraries Australia. 




	SECTION 6 - Selection Criteria

	Essential

Qualifications:

High-school matriculation or higher

Highly Desirable

Knowledge and Experience
· Ability in providing library support services.

· Ability in providing office support services.

· Ability to deal with a wide range of library equipment.

· Well developed keyboard skills

· Knowledge of library procedures


	

	SECTION 7 - Competencies

	COMMUNICATION
Express ideas effectively in individual and group situations by using appropriate language or terminology, including non-verbal communications
INTERPERSONAL SKILLS
Use appropriate styles and methods when dealing with people (clients, peers and superiors); and to modify behaviour to achieve desired outcomes.
TEAMWORK / COLLABORATION

Work effectively with teams / work groups or those outside formal lines of authority (eg. peers, senior managers) to accomplish organisation goals; contributing to and accepting consensus.
WORK STANDARDS

Setting high goals or standards of performance for self, being dissatisfied with average performance; self imposing standards of excellence rather than having standards imposed by others.

INITIATIVE

Take action to achieve goals beyond what is required; provide a proactive client service.

QUALITY ORIENTATION / ATTENTION TO DETAIL

Accurately checking processes and tasks.
ADAPTABILITY

Maintaining effectiveness in varying environments and with different tasks, responsibilities and people.


	SECTION 8 - Acknowledgment

	I acknowledge that the supervisor has explained this job description form to me.

	
	
	/
	
	/
	
	

	Staff member’s signature
	Date
	

	I acknowledge that I have explained this job description form to the above mentioned staff member.

	
	
	/
	
	/
	
	

	Supervisor’s signature
	Date
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