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POSITION DESCRIPTION — GENERAL STAFF

ACCOUNTABILITIES

CAPABILITIES

1. Provide effective and customer focused delivery of services to library clients.. This
can include answering client enquiries while exercising judgement in appropriate
referral, participating in cross campus and cross institutional coordination of loans
services and document supply, performing tasks related to acquisitions, orientation,
licensed resources, resource description, repaositories, and the maintenance of library
collections.

2. Contribute to the goals of the Library and assigned unit through the accurate, uom:_<m
and seamless completion of administrative activities.

3. Contribute o the continuous improvement of library services through active
participation in relevant initiatives, the sharing of relevant and applicable x:oé_mamm
and the training and mentoring of new staff.

4. Contribute to library projects, as required.

5. Employees are required to participate in all ECU, team, and individual planning
activities; comply with ECU policies and practices in all aspects of their work and
conduct; and ensure the safety and wellbeing of themselves and others by complying
with OSH and EO requirements.

Qualifications: Completion of a diploma level qualification with relevant work related
experience, or extensive experience and specialist expertise or broad knowledge in the
library technician field or an equivalent level of expertise gained from a combination of
experience, training or professional accreditation. Eligibility for Library Technician
membership of the Australian Library and Information Association is desirable.

Experience: Demonstrated experience in working in at least one of the following

areas:

e  Provision of services using a library management system and PC environment (with
associated|software applications).

e Knowledge of the principles of library information services and loan procedures, policies
and their implementation.

¢ Demonstrated proficiency in using and promoting a range of information technology
services, such as web-based products.

e . Provision of customer-focussed, administrative support tasks

Customer Focus: Managing and focusing on all aspects of customer service to achieve
quality outcomes for all parties involved. Involves identifying customers' needs and value,
managing customer relationships, marketing services to customers and continually
evaluating and mavﬂos:m customer service.

Interpersonal Skills: The ability to work cooperatively with others to accomplish joint tasks
and common objectives. Involves building positive working relationships with others and a
focus on preserving and strengthening the ongoing relationship. Showing respect for others'
views and opinions by listening to and discussing these opinions.

Computer Literacy: All organisational staff use technology, therefore it is necessary to be
computer literate; to understand at a minimum the basic functions of a computer and
common programs including word processing, spreadsheet, database, presentation and
email software. The ability to seek help and update knowledge when need be.

Individual Planning and Self Management: The ability to plan and organise own work to
maximise the use of time, avoid unnecessary effort and meet deadlines. Includes time
management skills, the ability to handie multiple priorities or assignments and to determine
when it is necessary fo involve others to meet work requirements. The ability to plan and
organise own work to maximise the use of time, avoid unnecessary effort and meet
deadlines.
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