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Department of Culture and the Arts


State Library of Western Australia
                Government of Western Australia 

Position Description

	JOB TITLE: Library Technician 

CLASSIFICATION: 
Level 2
	POSITION NUMBER: 12427
AWARD: 
Public Service Award - PSGA
	DIRECTORATE: 
Client Services 

TEAM:
Information Services

	REPORTS TO

Team Leader, Information Services, Level 5
	POSITIONS REPORTING TO THIS POSITION

Nil

	PRIMARY PURPOSE OF POSITION

Library Technicians in all Directorates of the State Library of Western Australia are employed to work directly with clients by contributing to client access to information and/or assisting clients to access Library services and facilities. Library Technicians also organise information for client access; developing and maintaining the library catalogue as well as access to licensed electronic resources thus maintaining accessibility of information. They also work with others to develop a quality service environment and maintain work effectiveness in a changing environment.  All library technicians are expected to provide excellent client services.

	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

Duties may include any or all of the following: 
1. Assist clients with their queries, either directly or referring where appropriate.

2. Provide clients with accurate information about services and facilities.

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

4. Maintain equipment and ensure Library Management Systems and desktop applications are used effectively.

5. Supervise library assistants and student assistants.

6. Develop effective working groups and processes, conduct meetings and group discussions.

7. Provide training to staff and clients as required.

8. Develop and review policies and procedures.

9. Provide recommendations regarding the acquisition and use of equipment, fittings and furniture.
	10. Process library loan and/or financial transactions 

11. Locate, retrieve and supply information resources either as part of inter-library loan or acquisition processes.

12. Plan and participate in promotional activities.

13. Plan and participate in information programs and/or activities.

14. Maintain good working relationships with suppliers, and quickly resolve any problems or issues.

15. Catalogue/classification of resources.

16. Maintain facilities for storage and display. 

Compliance and Legislative Knowledge

· Comply with State Library policies and procedures and relevant appropriate legislation; and

· Meet Occupational Safety and Health, anti-discrimination, 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. Clients and other visitors to the State Library

3. 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 knowledge of a range of information resources 
4. Demonstrated capacity to work both independently and as part of a team, with a positive approach to continuous improvement.

5. Demonstrated ability to work within specific timeframes with accuracy and attention to detail.

6. Experience or demonstrated ability in operating integrated library management systems and computer applications, eg word processing and spreadsheets. 

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

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

Desirable
        1.   Experience in providing reference services within a library environment.


	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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