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Position description

TITLE:
Assistant Librarian
TENURE:
Permanent
DIVISION:
Community Development
LEVEL:
Four
POSITION OBJECTIVES
· Effectively assist in the management of the Warnbro Community Library within the policies and programmes of Council, the Library Board of Western Australia and the Department of Education and Training.

ORGANISATIONAL RELATIONSHIPS
Reporting to:
Community Librarian
Responsible for:
Library Assistants.
Membership of:
Community Development
Liaison with:
Directors, Managers, City of Rockingham teams, City of Rockingham residents and Library customers and clients.
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KEY RESPONSIBILITIES
Responsible for collection development and management for WCL including:

-
Selecting resources from Webselect
-
Monitoring Webselect budgets and quotas as set by the State Library of WA
-
Monitoring user requests and selecting stock accordingly
-
Liaising with other professional staff (Community Librarian, YPS Librarian, Teacher Librarians) to develop the WCL collections
-
Selecting materials for library exchange and performing exchange process at SLWA
-
Deselecting unsuitable, irrelevant or obsolete materials from the collection
-
Conducting passive stocktakes to identify missing, lost or stolen materials
Cataloguing management and support including:

-
Overseeing cataloguing functions at WCL

-
Cataloguing locally purchased stock

-
Supervising the maintenance of serial records

-
Uploading MARC records from SLWA to Millennium.

-
Liaising with Cataloguing Quality Control Manager at Murdoch University to maintain cataloguing standards.

-
Providing cataloguing support and training to WCL team members. 

Customer Service
-
Provide a professional reference service to customers and reference support to library staff

-
Work on service desk as rostered and shelve returned materials

-
Provide training for library customers in the use of IT resources available in the library
-
Instruct and assist users in the use of the library and library resources.

-
Assist in the development of library programs for adults and seniors

Information Technology Support
-
Provide library management system (Millennium) administration and advice to staff
-
Provide technical support relating to the selection and purchase of hardware and software
-
Troubleshoot library management systems and networks in the absence of the IT support officer
Other

-
Provide advice and support on the preparation and expenditure of the WCL annual budget

-
Participate in staff recruitment and selection

-
Provide advice on Copyright legislation as relevant to library operations and customer demands

-
Deputise for the Community Librarian as required
-
Comply with the safety policies and procedures as prescribed by the City of Rockingham and ensure compliance by other City of Rockingham staff
-
Perform other duties as required within capabilities, skills and knowledge 
REQUIREMENTS OF THE JOB
Skills and Knowledge

High level of time management and organisational skills.

High level of written and verbal communication skills.

Ability to anticipate and solve problems.

High level of interpersonal skills.

Ability to work without supervision.

Ability to relate to young people.

Thorough knowledge of Library procedures, practices and systems.

Detailed knowledge of information resources within and outside the Public Library network.

Sound knowledge of local community and its information resources.

Extensive knowledge of automated library systems.

Working knowledge of Occupational Health and Safety legislation and policies.

Working knowledge of Copyright legislation
Experience

Previous professional experience in a public library environment.
Qualifications

Bachelor of Arts (Librarianship) or equivalent.

Eligibility for professional membership of the Australian Library and Information Association.
Delegations of Authority

Has the authority to make recommendations to Manager Library Services;
Prioritises own work to ensure all tasks are performed within a satisfactory time frame; and

Exercises initiative and/or judgement within clearly established procedures and guidelines.
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