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JOB DESCRIPTION



JOB TITLE:



Library &Learning Resources Support Assistant

RESPONSIBLE TO:

Head of Libraries & Learning Resources
RESPONSIBLE FOR:

N/A
OVERALL PURPOSE OF JOB

· To actively contribute to the effective and efficient day to day running of campus Libraries, maintaining a welcoming and orderly learning environment with high standards of customer care and close links with curriculum and other staff

· To raise levels of learner retention, success and value added through the provision of an outstanding Library service with a focus on teaching and learning. 

· To proactively support learners in overcoming barriers to the successful completion of research and other learning tasks and to actively promote and facilitate the use of the full range of learning resources. 

DUTIES AND RESPONSIBILITIES
1. To provide support to learners and staff for curriculum-based activities.

· First line help for learners and staff in locating and using to the best effect all resources within the areas, online sources of information and internet-based research.
· Promote learner independence and self-determination through positive working relationships with learners. 
· Provide support for learners in developing research skills, study skills and the provision of basic literacy and numeracy support 
· Deliver user education including; general inductions, study skills sessions, course specific inductions, training in the use of online sources of information, and advanced internet research.

· Assist learners and staff in the use of ICT equipment, photocopiers etc. and provide support in accessing and using IT Packages such as Microsoft Office, Accessibility Software and the College VLE. 
· Liaison with curriculum staff to maintain current awareness of curriculum needs
2. To contribute to the delivery of an efficient and effective Library and Information Service

· Operate the Library Management System for the issue, receipt and reservation of books and other items, fines calculations and the searching and maintenance of borrower records.
· Contribute to the maintenance of a tidy, orderly, and well-presented learning environment. Return stock to shelves in a timely manner and maintain shelf order. Contribute to displays and other promotional activities.
· Maintaining an appropriate environment for all types of library use and ensuring that behaviours are not detrimental to the learning or studies of other students.
· Sell books and stationery and collect fines and other monies from learners and staff following College financial procedures. 

· Support the work of volunteers and work experience learners.
· Take on individual roles such as processing periodicals, ordering books and stationery items, etc. under the direction of the Team Leader
General duties applicable to all staff employed at the College:

	Duty
	Description

	A
	College policies
	To undertake all duties and responsibilities in accordance with college policies, including Equal Opportunities; Data Protection; Health & Safety; Child & Vulnerable Adult Protection; and Quality and Financial regulations. To report any concerns to the appropriate person

	B
	Training & professional development
	To take full responsibility for personal professional development and training

	C
	Performance appraisal
	To participate in the College Performance Appraisal Development Programme; agree an action plan; and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plans

	D
	Flexibility
	To undertake such other duties as may reasonably be required, commensurate with grade, at place of work or other College campus or premises

	E
	Probationary period
	The postholder should be able to do the job competently after 6 months.  

	This is a description of the job as it is at present constituted. 
It is the practice of the College to periodically examine employees’ job descriptions and to update them to ensure they relate to the job as then being performed, or to incorporate whatever changes are being proposed. This procedure is jointly conducted by each manager and those working directly to him/her. You are expected to participate fully in such discussion and, in connection with them, to re-write your job description to bring it up to date if this is considered necessary or desirable, and to discuss it with your line manager. It is the College’s aim to reach agreement on reasonable changes, but if agreement is not possible the College reserves the right to insist on changes to your job description after consultation with you.


PERSON SPECIFICATION:

	Criteria
	Essential
	Desirable



	Education and Qualifications
	Good all-round level of education to include Maths and English to 

GCSE (Grade A – C) or equivalent level (level 2)


	Good all-round education to include relevant qualifications at level 3

ITQ Level 2 or higher qualification
Award in Education and Training


	Experience and knowledge
	Experience delivering user education to groups of learners and give clear concise advice and instruction to learners and staff

Excellent IT skills, experience of Windows based applications, internet-based research and willingness to develop new skills
Demonstrable knowledge of Equality and Diversity


	Understanding of Child and Vulnerable Adult protection (Safeguarding Agenda) and the willingness to increase knowledge

Familiarity and understanding of e-based sources of information.

Experience of using Heritage Library Management System

Experience of using Athens / Shibboleth

Experience with VLE’s


	Skills and Abilities


	Excellent learner behaviour management skills

Excellent customer care and communication skills

Flexible, reliable collaborative team player
Creative and innovative with commitment to teaching and learning

Positive and enthusiastic outlook and ability to work under pressure

Self-motivated with ability to work independently managing own time and setting priorities

	

	Other
	Able and willing to work until 9 pm weekday evenings

Ability and willingness to work flexibly including occasional weekends and hours to meet organisational needs
Demonstrable commitment to Bedford College Group’s vision and values
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