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	Position Description

	Position title:
	Library Officer
	Division/Office:
	Library and Information Services

	Establishment no:
	
	Classification Level:
	H0304

	Position responsible to:
	Senior Librarian, Enquiry and Lending Services
	Positions supervised
	0


Primary Objective

The Library delivers services and facilities to the University community that meet the needs of the staff and students of the University in ways that align with and support the University’s strategic priorities and the Library’s plans.
Library Officers work as part of a team and perform a range of tasks and activities depending on the team to which they are assigned. All activities are client-focussed and support the delivery of Library services and facilities.
	Key Result Areas
	Responsibilities and Deliverables

	Administration
	Library Officers may be involved in a range of the tasks, depending on the team to which they are assigned:

· Provides enquiry services for patrons both on and off campus.

· Performs lending, interlibrary lending and document delivery services to   patrons both on and off campus

· Provides Reserve collection services including processing of items for Reserve and eReserve
· Performs clerical and administrative tasks in support of the delivery of enquiry and lending services

· Participates in collection maintenance and in the evaluation of collections and resources

· Contributes and maintains records in the Library’s integrated management system

· Harvests bibliographic records from appropriate sources

· Places orders and processes invoices for material in all formats

· Processes received items including the provision of access to electronic

resources

· Other duties as required


	Client Service
	· Ensure that services are designed and delivered to meet the needs of a diverse range of clients

· Seek continuously to improve services and facilities.

· Ensure that services delivered to customers are fit for purpose.

· Work closely with key stakeholders to improve services and processes in order to meet the business requirements of the University.


	Teamwork
	· Develop positive team ethos within the immediate workgroup through positive participation and communication.
· Develop and maintain strong effective working relationships with key management personnel and internal client base.
· Establish and maintain professional networking contacts to progress the University’s interests.
· Lead by good example.



	Behaviours and Flexibility
	An employee must be willing to:

· Accept and follow direction when given.

· Complete tasks accurately and efficiently whilst demonstrating positive behaviours.

· Undertake reasonable tasks that may fall outside this position description when requested by a Supervisor or Senior Manager/Director. 

· Maintain a high level of professionalism in all aspects of this role.

· Adapt to changing demands and conditions to maintain a high level of service.


	Professional Development
	Undertake continuous personal and professional development to enhance knowledge and skills.


	Performance Management
	Participate in the University’s performance management program through annual performance reviews.



	Financial Management
	Operate within the budget as set for the section.

	Technical Skills
	Maintain an up-to-date working knowledge of specified University software packages and Microsoft Office applications.


	Compliance
	· Ensure that all activities undertaken meet the relevant legislative requirements and guidelines.

· Ensure that activities are undertaken with due regard to the University’s policies and procedures.


	Policy Development
	Assist the relevant Library Manager as required with the review, development and implementation of policy.


	Systems & Process
	Develop and maintain the appropriate skills and knowledge to use, review and improve the systems and processes that are used within the Library.



	Occupational Safety & Health
	An employee shall take reasonable care: 

· To ensure his/her own safety and health at work; and

· To avoid adversely affecting the safety or health of any other person through an act or omission at work.

A supervisor will ensure that al subordinates are aware of their obligations under the Occupational Safety and Health Act (WA).

A supervisor will ensure that all of their subordinates are appropriately informed and trained in matters relevant to the performance of the tasks of their position.



Selection criteria & competencies:

Essential

· Completion of Year 12; or equivalent relevant experience or combination of relevant experience and eduction/training
· Availability to work evenings and weekends
· Demonstrated ability to communicate effectively with a range of client groups and with colleagues

· Demonstrated ability to provide excellent client services 

· Demonstrated ability to work both as part of a team and independently as required

· Demonstrated competency in the use of IT applications, personal computers, and the Internet

· Demonstrated ability to work accurately and with attention to detail

Desirable

· Previous experience working in a library

· Demonstrated experience of working with children

