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JOB DESCRIPTION


POST TITLE:				Learning Resources Assistant

GRADE:		Harmonised Salary Scale Points 10-11 (£16,095 to £16,554)

WORK ARRANGEMENTS:		37 hours per week/52 weeks per year

DEPARTMENT:	 		Learning Resources & TEL 

RESPONSIBLE TO:			Learning Resources Manager 

RESPONSIBLE FOR:	Facilitating the use of library and IT resources within College.  Working with students and staff, you will provide advice, learning support and technical support in the Library & Learning Centres.

PURPOSE OF THE POST 

The post holder will:

1. Have recent experience of working within a customer service environment and offer the skills to provide appropriate learning support and supervision to adults and young people.

2. Have a qualification to at least level 2 in IT and a working knowledge of Microsoft Office applications.
3. Have good interpersonal and communication skills; the ability to work independently and as part of a team; and a flexible, adaptable and positive attitude.

DUTIES AND RESPONSIBILITIES

1. To provide assistance and guidance to students and staff accessing print, electronic and AV resources.
2. To undertake reception and customer services duties within the Library & Learning Centres.
3. To assist in the provision of student inductions into the use of the centres.
4. To undertake routine work associated with the loan and return of books and other materials in the Library.
5. To undertake basic routine work associated with the order and receipt of new library stock.
6. To assist with general care, repair and maintenance of library stock and IT equipment with the centres.
7. To undertake routine administrative work associated with the centres.
8. To supervise and support students in the centres ensuring that all users have a positive experience.
9. To participate in monitoring and improving the quality of experience of students.
10. To contribute to the development and promotion of facilities and services, using mechanisms including the intranet, VLE, college website and printed publicity.
11. To participate in developing and promoting the active use of learning resources including print and electronic media.
12. To contribute to the development of the Learning Resources procedures manual that documents systems and processes.
13. To be part of the Learning Resources team and contribute to meetings, including planning, development, review and evaluation of facilities.
14. To liaise and work collaboratively with other staff and groups within College.  

GENERAL

1. Take responsibility for one’s own professional development and continually update as necessary, participating in appropriate staff development activities as required including the Professional Development Review.
2. Promote a positive image of the College and the work that is carried out across its various services.
3. Comply with all legislative and regulatory requirements.
4. Apply the College’s own Safeguarding Policy and practices and attend training as requested.
5. Show a commitment to diversity, equal opportunities and anti-discriminatory practices. The post holder is expected to comply with and promote the College’s Equal Opportunities Policy in all aspects of their duties and responsibilities.
6. Carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
7. Take an active role in the health, safety and welfare of students and staff, attending training and carrying out health and safety related activities as appropriate to the role.


Person Specification

	Post:
	Learning Resources Assistant
	Department:
	Learning Resources & TEL



	Key Requirements:
	Essential/
Desirable
	Assessed

	Qualifications:
	
	

	Literacy and numeracy level 2 (willing to work towards)
	E
	A

	IT qualification/experience level 2
	E
	A

	IT level 3 qualification
	D
	A

	Qualification in library services at level 2 or vocationally relevant equivalent e.g. level 2 customer service or business administration
	D
	A

	Experience:
	
	

	Recent experience in a customer service environment
	E
	A

	Recent experience in an administrative role
	E
	A

	Experience of cash handling
	E
	A

	Experience of using Microsoft applications e.g. Word, Excel, Outlook
	E
	A/I/T

	Experience of using the internet
	E
	A/I/T

	Experience of working in libraries/learning resource centres
	D
	A/T

	Experience in the use of a VLE
	D
	A

	Experience in the use of digital resources for learning
	D
	A/I

	Experience in teaching, training or learning delivery
	D
	A

	Skills/Knowledge:
	
	

	Excellent organisational skills
	E
	A/I

	Excellent communication and interpersonal skills
	E
	A/I

	Ability to work under pressure and meet deadlines
	E
	A/I

	Ability to work with learners of all ages and in varying learning environments
	E
	A/I

	Ability to use own initiative
	E
	A/I

	Ability to work independently, without close supervision and as part of a team to achieve effective provision of services
	E
	A/I

	Ability to prioritise
	E
	A/I

	Listening and questioning skills
	E
	A/I

	Accuracy and attention to detail
	E
	A/I

	Qualities:
	
	

	Reliable
	E
	I

	Empathic
	E
	I

	Capacity to work flexibly
	E
	I

	Adaptable
	E
	I

	Enthusiastic
	E
	I

	Self-motivated
	E
	I

	Methodical
	E
	I

	Other Requirements:
	
	

	An understanding of Safeguarding of Children & Vulnerable Adults within the workplace
	E
	A/I

	Willingness to undertake travel in line with the needs of the role 
	E
	A/I

	Full commitment to Equal Opportunities and anti-discriminatory working practices
	E
	A/I



E = Essential		D = Desirable  	A = Application	I = Interview		T = Test

	Produced by:
	Colin Sawers
	Date Produced:
	30 October 2017
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