[image: image1.jpg]Y
\

N

ST FRANCIS XAVIER
6TH FORM COLLEGE




St Francis Xavier Sixth Form College

Job Description
LRC Officer
A. St Francis Xavier College is a Roman Catholic Foundation.  All staff should endeavour to maintain and develop the Catholic character of the College in accordance with the directions given by the Governors and subject to the directions given by the Principal.

B.
The College has a strong commitment to equal opportunities and respect for all members of our community regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

C.
This post is offered subject to the conditions of service as set out in the agreed contract.

D.
For further information about the duties of all members of staff, terms and conditions, mission and policy framework of the College please see Staff Handbook available on the College intranet.

Hours:
35 hours per week, term time only
Reports to:

LRC Manager
 
Purpose of the Job:
To provide a comprehensive and welcoming Learning Resources Services for students and staff.  
Overview:  As a result of the support staff restructure, your position is part of the Progression Services Department.  SFX support staff will continue to work flexibly in liaison with each other to ensure an outstanding service is provided to the students and teaching staff.  As a member of the Progression Services Department, you work as part of a cohesive team and will be asked (and trained) to assist your fellow team members with their duties particularly at busy times or when the needs of the college calendar or staff absence dictate. The College remains committed to supporting your work in the Progression Services Department and if you require further training or assistance with prioritisation or time management, you should discuss these issues with your line manager.   

Main Duties and Responsibilities:

LRC Functions

1. To provide assistance to students or staff using the LRC including duties associated with the issuing, renewing and returning of books using the computerised library system.

2. Supervising students within the LRC to ensure a working environment conducive to study.

3. To carry out general duties, including processing new library materials, shelving books and shelf-tidying.

4. Responsibility for generating and distributing overdue notifications and reservation letters.

5. Responsible for updating and maintaining student records on Heritage Library system.
6. Use of ICT to assist students and staff using the Internet and computer programmes in the LRC and to operate the computerised booking system.

7. To catalogue resources.

8. To participate in the promotion of the LRC within the College.

General

1.
To have an awareness of the Progression Services Department’s aims and targets, both short and long term.

2.
To contribute to the Departmental SAR on an annual basis in liaison with the LRC Manager and the team.

3.
To assist your fellow team members with urgent priorities, maintaining an overview of their duties to enable you to cover as necessary (this may include reprographic duties as directed by the LRC Manager).  Full training will be provided.

4.
To engage in CPD as required to enable the post holder to fulfil all the duties of the post.

5.
To have an awareness of, and commitment to, the College’s policies on Health and Safety, Equality, Diversity and Inclusion, Prevent and Safeguarding.

6.
To support the Ethos and Values of St. Francis Xavier College.

7.
Any other duties within the remit of the post as may be required.

Person Specification:

	Qualities and Skills
	Essential
	Desirable

	Must have the appropriate qualifications or experience to enable the post-holder to carry out the role.
	Yes
	

	Customer Services skills to the highest level.
	Yes
	

	Self-motivated but with the ability to work flexibly as a team member.
	Yes
	

	Must have organisational skills, be able to meet deadlines, and possess the ability to work efficiently and accurately when under pressure.
	Yes
	

	Experience of effective communication with all stakeholders, both written and oral.
	Yes
	

	Experience of working in a Library
	
	Yes

	Experience of working in an Educational Environment
	
	Yes

	A commitment to personal development.
	Yes
	

	A commitment to the Health and Safety of staff and students.
	Yes
	

	The ability to work flexibly within the Progression Services Department in line with emerging priorities, the College calendar and staff absence as directed by the LRC Manager.
	Yes
	

	A commitment to all College policies to include Health and Safety, Equality, Diversity and Inclusion, Safeguarding and Prevent.
	Yes
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