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Department of Culture and the Arts


State Library of Western Australia
                Government of Western Australia 

Position Description



	JOB TITLE: Public Library Liaison – Technician 
CLASSIFICATION: Level 2

	POSITION Number:  12205
AWARD: Public Service Award 1992 and Public Service 

                 and Government Officers Agreement 2011

  
	DIRECTORATE: 
Community, Learning and Development
TEAM:
Public Library Development & Strategy

	REPORTS TO

Public Library Liaison Librarian  
	POSITIONS REPORTING TO THIS POSITION

Nil

	PRIMARY PURPOSE OF POSITION

To ensure that services are provided to meet the information needs of the people of Western Australia through the effective provision of advisory and web-based services to public libraries.

	CONTEXT

The State Library of Western Australia seeks to enrich the lives of Western Australians by enabling access to resources for information, learning, enterprise and recreation; and collecting and preserving our social and documentary heritage for current and future generations.

The Community, Learning and Discovery Directorate leads the development and delivery of services fostering literacy and life long learning as well as leading the development of community engagement programs.  The Directorate is made up of four key areas: Research and Discovery, Participation and Learning, Better Beginnings and Public Library Strategy and Development. 

	KEY ACCOUNTABILITIES

1. Coordinate the implementation of a web service desk to manage the information needs of Public Libraries throughout the State.
2. Coordinate Public Libraries Online, ensuring appropriate content, and system maintenance.

3. Assist in the development of structured training packages that meet the needs of public library staff throughout WA.
4. Participate in working groups, i.e., e-book implementation group

5. Ensure best-practice in workflows
6. Provide advice and assistance to support regional and country libraries
	7. Develop and review standards, policies and procedures
8. Contributes to a positive team environment.

9. Contributes towards meeting team and State Library objectives and outcomes.

10. Provides customer focused service.

11. Participates in the planning, coordination and implementation of special projects.
Compliance and Legislative Knowledge

· Comply with Department of Culture and the Arts and State Library Code of Conduct, policies and procedures and relevant appropriate legislation; and

· Meet Occupational Safety and Health, equal opportunity and other legislative requirements in accordance with the parameters of the position.



	KEY RELATIONSHIPS / INTERACTIONS

1. Public Library staff.

2. State Library clients.

3. Other staff across the State Library
4. State and local government, private sector and relevant community organisations

5. External partners and clients

	POSITION CRITERIA 

Essential 

1. Eligibility for Library Technician membership of the Australian Library and Information Association
2. Strong commitment to the delivery of quality client services.

3. Demonstrated ability to use computer applications and technology to deliver and complete projects

4. Demonstrated experience in operating integrated library management systems and computer applications.
5. Demonstrated capacity to work both independently and as part of a team, with a positive approach to continuous improvement.
6. Demonstrated ability to communicate effectively at all levels, both verbally and in writing, including e presentation of training programs.


	KEY CHALLENGES

1. Developing a web-service desk that will meet the needs of Public Libraries throughout the State

2. Manage PLO on a daily basis, ensuring system is used effectively

3. Maintaining a quality client service.

4. Establishing partnerships and services

	

	SPECIAL CONDITIONS

1. Required to work rostered hours for a 7-day per week operation including evenings and weekends..
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