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Department of Culture and the Arts


State Library of Western Australia
                Government of Western Australia 

Position Description

	JOB TITLE:
Community Liaison Librarian

CLASSIFICATION: 
Level 2/4
	POSITION NUMBER: 12196

AWARD: 
Public Service Award - PSGA
	 DIRECTORATE: 
Client Services 

TEAM:  Outreach & Community Programs

	REPORTS TO

Manager – Outreach & Community Programs, Level 6
	POSITIONS REPORTING TO THIS POSITION

Nil

	PRIMARY PURPOSE OF POSITION

To promote reading and literacy to encourage a love of reading and a literate community.  To build social capital by taking the State Library of Western Australia through the delivery of services and programs that promotes the resources of the State Library and supports the literacy, information and learning needs of the community

	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 Client Services Directorate is responsible for leading the development and delivery of services to State Library clients including library and information, fee paying and outreach services.

	KEY ACCOUNTABILITIES

1. Identify priorities for program and service development

2. Develop programs and services to grow information literacy and support reading for pleasure

3. Develop a range of information and training packages for users of the State Library

4. Coordinate training, seminars and community programs

5. Liaise with public libraries and other agencies to promote information literacy and library resources into the community

6. Plan and participate in promotional activities.

7. Plan and participate in information programs and/or activities.
Duties may include any or all of the following:
8. Maintain good working relationships with partners, and quickly resolve any problems or issues. Provide training to staff and clients as required.

9. Develop and review policies and procedures.

10. Assist clients with their queries, either directly or referring where appropriate.
	11. Provide clients with accurate information about services and facilities.

12. Respond to client comments, suggestions and complaints appropriately and in a timely manner.

13. Supervise library staff as required.
14. Develop effective working groups and processes, conduct meetings and group discussions.
15. Contributes to a positive team environment.

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

17. Develops and documents procedures to ensure best practice in team workflows. 

18. Provides customer focused service.

19. Participates in the planning and development of team work plans.

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. Other staff across the State Library

2. Public Library Staff

3. Clients and other visitors to the State Library

4. External partners and clients


	POSITION CRITERIA 

Essential 

1. Eligibility for Associate membership of the Australian Library and Information Association.
2. Demonstrated ability to organise functions and/or programs.  
3. Demonstrated ability to communicate orally and in writing with a wide variety of people and with cross-cultural sensitivity, including the presentation of training programs.   
4. Demonstrated ability to identify client needs and expectations and provide flexible and responsive service.

5. Demonstrated capacity to work both independently and as part of a team, with a positive approach to continuous improvement.

6. Demonstrated experience in solving problems through creative and workable solutions and options.

7. Demonstrated knowledge of integrated library management systems, Internet and computer applications, eg word processing and spreadsheets. 

8. Demonstrated ability to communicate effectively at all levels, both verbally and in writing, including the presentation of training programs.

Desirable
1. Relevant experience in providing community programs.

2. Relevant experience in promoting reading and information literacy.



	KEY CHALLENGES

1. Helping develop workflows and consolidating processes under the new structure.

2. Maintaining a quality client service during transition periods.

3. Developing and maintaining a good working relationships and being flexible with new ways of working.

4. Ensuring that safe work practices are maintained at all times.


	

	SPECIAL CONDITIONS

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