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	Job Title:
	Library Media Officer – Part Time

	SECTION 1 - Staff Details

	Staff member’s name:
	
	Unit:
	Library & Information Services Unit

	Classification Level:
	Level 3
	Date last updated: 
	May 2020

	SECTION 2 - Responsibilities

	This position reports directly to:  
	Librarian, Media and Education services 

	This position’s supervisor reports to:
	Manager, Library Education and Community Relations 

	Number of staff reporting to this position:
	Nil

	SECTION 3 – Unit’s purpose    General description of the unit’s purpose (No more than 6 lines)

	The Parliamentary Library and Information Services functions as a central point in the collection, documentation, coordination and dissemination of multimedia information required by members of Parliament, their staff and the staff of the Departments of Parliament. The service is provided in a timely, effective and efficient manner.

	SECTION 4 - Primary Responsibilities

	Provide media monitoring services 
· Select relevant media
· Clip, index and publish in a timely fashion
· Ensure deadlines are met through effective allocation of available resources.


	SECTION 5 - Specific Duties

	Media monitoring team’s role is divided into operational areas. Responsibility for these areas is rotated within the media team on a rostered basis.

Duties undertaken by all media officers –

1. Media Duties
a. Monitor, select, clip and index media (including news-clippings) as per the Parliamentary Library Collection Development policy and guidelines within agreed timeframes.
b. Add and index media into the media statements database within agreed timeframes.
c. Coordinate the media one search
d. Circulate media summaries to media distribution list
e. Maintain media distribution lists  
f. Provide client services to authorised users (Members of Parliament and their staff)

2. Library Duties 
a. Process incoming and outgoing mail
b. Display and shelve library collection
c. Maintain library equipment to ensure daily operation
d. Assist with the maintenance of the library collection
e. Assist with the indexing of journal articles

3. Other duties as required by the Library and Information Services Manager.


	
SECTION 6 - Selection Criteria

	Essential

Qualifications
· Diploma of Library and Information Services or an equivalent qualification in an Information management discipline.

Knowledge and Experience
· Demonstrated ability and experience in working in a library environment.
· Demonstrated experience in providing library technical and collection processing support, including high level indexing.
· Demonstrated experience working with a range of technology and digital programs.
· Demonstrated experience in providing media support services.
· Excellent keyboard skills, including speed and accuracy.
· Well-developed communication and interpersonal skills.

Highly Desirable

· Demonstrated ability to work effectively in a team environment.
· Demonstrated ability to plan and manage time and tasks.
· Demonstrated ability to adapt and respond to a changing environment.

	

	SECTION 7 - Competencies

	COMMUNICATION
Express ideas effectively in individual and group situations by using appropriate language or terminology, including non-verbal communications.
INTERPERSONAL SKILLS
Use appropriate styles and methods when dealing with people (clients, peers and superiors); and to modify behaviour to achieve desired outcomes.
CUSTOMER SERVICE / FOCUS
Pro-actively developing customer relationships by making efforts to listen to and understand the customer (both internal and external); anticipating and providing solutions to customer needs; giving high priority to customer satisfaction.
TEAMWORK / COLLABORATION
Work effectively with teams/ work groups or those outside formal lines of authority (eg. peers, senior managers) to accomplish organisation goals; contributing to and accepting consensus.
WORK STANDARDS
Setting high goals or standards of performance for self, being dissatisfied with average performance; self- imposing standards of excellence rather than having standards imposed by others.
INITIATIVE
Take action to achieve goals beyond what is required; provide a proactive client service.

QUALITY ORIENTATION / ATTENTION TO DETAIL
Accurately checking processes and tasks.
ADAPTABILITY
Maintaining effectiveness in varying environments and with different tasks, responsibilities and people.
TECHNICAL/PROFESSIONAL KNOWLEDGE
Knowing how and when to apply a technical skill or procedure and performing complex tasks in area of expertise.


	SECTION 8 - Acknowledgment

	I acknowledge that the supervisor has explained this job description form to me.

	
	
	/
	
	/
	
	

	Staff member’s signature
	Date
	

	I acknowledge that I have explained this job description form to the above mentioned staff member.

	
	
	/
	
	/
	
	

	Supervisor’s signature
	Date
	




Creation date: 09/07/20	

Creation date: 09/07/20	3
