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	POSITION DESCRIPTION 

Number: PD:


	The VALUES of The City of South Perth

Customer Focus - To work together with our customers to achieve positive outcomes. 

Excellence - To develop a culture of flexibility, innovation and responsiveness in the delivery of service.

Respect   - To recognise and acknowledge individuals, their opinions and their contributions.

Trust   - To develop an environment of openness and transparency.

	POSITION TITLE
	Library Officer 

	DEPARTMENT SERVICE AREA
	Library and Heritage Services

	INDUSTRIAL AWARD
	Local Government Industry Award 2010 (Federal), the City of South Perth Inside Workers Enterprise Agreement 2010 – 2013 or successor awards / agreements.

	CLASSIFICATION
	Level 2A

	DIRECTORATE
	Financial & Information Services

	POSITION ACCOUNTABLE TO 
	Manager Library and Heritage Services

	POSITION ACCOUNTABLE FOR:
	Position Title
	Level
	No. Of Subordinates

	
	Nil
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	LIAISES WITH:
	Internal: All staff
External (Includes but not limited to): Members of the community, community groups, general public, residents, schools groups, elected members, volunteers.

	LAST DATE PD REVIEWED:
	August 2011

	POSITION SUMMARY

To promote the library as a centre of cultural and educational activities, and to strive for excellence in customer service and continuous improvement in the workplace .



2.  POSITION CERTIFICATION

The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

	SIGNATURE
	
	

	
	MANAGER/DIRECTOR
	DATE


	SIGNATURE
	
	

	
	EMPLOYEE
	DATE


	PRIMARY RESPONSIBILITIES



	1.  Customer Service
Statement of outcome

Duties
· Staff the front desk and perform all associated duties

· Provide reference and information service to answer and direct reader enquiries

· Advise and assist the public in operating library equipment

· Advise and assist the public over lost and damaged items, overdue items, membership details and general service matters

· Support professional officers with library promotions, displays and holiday activities as required.


	2.  Clerical support
Statement of outcome

Duties
· Shelve items and maintain general order and tidiness of shelves

· Collect, sort and deliver incoming and outgoing mail
· Assist as required in all public functions conducted by the library
· Carry out repairs to library items as required



	3.  Other duties as required
Statement of outcome

Duties
·  Take personal responsibility and collaborate with others in applying skills and knowledge.

·  Demonstrate a willingness to be flexible and fit into a variety of roles to meet the requirements of the organisation.



	GENERAL RESPONSIBILITIES
· Work in accordance with the City’s Occupational Health and Safety Policy and make a proactive contribution to the management of OH & S throughout the organisation ;

· Demonstrate commitment to the City’s Customer Focus Program (including adherence to the Customer Service Charter);

· Adhere to the City’s policies and management practices as amended from time to time;

· Embrace the Business Excellence Framework and actively work towards the achievement of high standard outcomes;

· Contribute to the attainment and development of relevant departmental business goals and objectives;

· Ensure duties, as directed by the Manager Library and Heritage Services, are fully undertaken.




	SELECTION CRITERIA 

	ESSENTIAL CRITERIA

1. Sound interpersonal and communication skills
2. Sound customer service skills and demonstrated experience in a busy customer service environment
3. Excellent skills in PC and standard Windows environments
4. Current C class Western Australian Driver’s Licence

	PREFERRED CRITERIA

1. Experience with  AMLIB library software.
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