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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.

Please download and save a separate copy before completing this 

	[bookmark: _Hlk188363748]Post Details

	Job Title
	Senior Library Assistant

	Service
	Community and Partnerships

	Team
	Libraries

	Location
	Wokingham Library

	Reports to
	Library and Community Area Lead

	Worker Style
	Fixed Base – Located at a defined Council office/location

	Responsible for
	Library Assistants (Grade 4), Casual Library Assistants (Grade 3), Volunteers in Area Lead’s absence

	Grade
	5 

	Contract Type
	Permanent




	Main Accountabilities

	1.
	Meeting, greeting and serving customers providing them with assistance by helping with enquiries and advising on the use of all library resources including ICT

	2.
	Supporting front line customer service by improving and maintaining the general appearance of service points and resources

	3.
	Staff supervision

	4.
	Deputising for Branch Supervisor

	5.
	Specific area of responsibility (e.g. requests, display work)

	6.
	Continuing professional development including attendance at training events











	Person Specification                Essential                                             Desirable

	Education/Qualifications
	Good written and verbal communication skills
	Relevant NVQ, BTEC or other qualification in customer services

	
	Practical work experience in a similar environment
	

	Experience
	Library experience
	Experience of supervising staff.

	
	Experience of working with public
	Experience of supporting and developing others

	Skills/Knowledge
	Good IT skills including office software such as Microsoft Word, Outlook, PowerPoint and Excel
	Experience of using relevant technology and software used
within a similar service area

	
	Ability to listen in order to extract and assess important information
	Knowledge of local community

	
	Able to work as both leader of a team and member of a team
	

	
	Ability to make decisions
	

	
	Ability to resolve difficult situations
	

	
	Experience within a customer-focused service providing excellent customer service.
	

	
	Experience of assisting in delivering change particularly in relation to process improvement.
	

	
	Good interpersonal skills
	

	
	Good motivational skills
	

	
	Good communication skills
	




	Purpose Details

	Service Purpose
	Community and Partnerships team facilitates the relationship between our organisation, our partners and our surrounding community. This involves working with people and groups in local areas to promote and support engagement and access to a wide range of commissioned and non-commissioned services within the borough.
The service supports delivery of key strategic objectives such as the Health and Wellbeing Strategy, the Customer Communities and Partnership Programme, Tackling Poverty Strategy and wider Public Health approaches.
The service supports various projects locally aiming to strengthen our social fabric whilst fostering a sense of local pride, inclusion and belonging. This is achieved through provision of services and activities that meet identified need within our community, enhances physical, cultural and social ties and give access to local amenities, services and community-led projects.
The Service’s mission is to support and promote imagination, knowledge and culture for all who live, work or study in Wokingham Borough, promote social cohesion, understanding and inter-generational cooperation widen knowledge and use of cultural services and activities, and understanding of their value in all aspects of community life and encourage all residents to value and participate in formal and informal learning, and to acquire the knowledge and skills that they need.

	Role Purpose
	To ensure that every library customer is made to feel welcome and valued, enjoys the best possible service and will recommend the service to others.

To support and deputise for the branch Lead and to participate in staff supervision.


	Corporate Parenting
	You will champion the principles of corporate parenting by embedding its ethos in all aspects of service delivery, ensuring decisions and actions consistently reflect the responsibility to act as a corporate parent to children in care and care leavers, and actively contribute to shaping and implementing the wider corporate parenting strategy.
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	Supervision Received
	Delegated responsibility (when deputising for the branch supervisor) for overseeing the smooth day to day operation of, and health and safety issues relating to designated library/ies (external and internal) and library resources.

	Supervision Given
	General supervision of number of employees managed/supervised: Up to 16
General supervision number of FTE (Full Time Equivalents) employees managed/supervised: Up to 9

	Contacts
	Internal: All levels of staff within Community and Partnerships. WBC Employees
External: General Public when deputising for Libraries and Community Area Lead would be required to liaise with contractors, site managers




	Resources/Budget Management

	None.
 
 








	Special Requirements

	Prepared to work evenings and weekends
May be asked to work at libraries across Wokingham Borough and should have the means to travel to different locations.
May be required to stand for long periods of time and to move heavy/bulky items
Required to handle cash




  
	Occupational Health Risk Assessment                                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	N

	Exposure to Noise (>80-85dB)
	N

	Confined Spaces
	N

	Frequent Display Screen Equipment Use
	Y

	Driving for Work
	Y

	Hand Arm Vibration
	N

	Lone Working
	Y

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N

	Specialised Medical Screening
	N

	Night Working
	N

	Safety Critical Work
	N 
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	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	Y

	Working with Elderly/Vulnerable Adults
	Y

	Work Environment Details
	Public facing in a public library setting. Will need to move to other libraries around the borough to keep branches open. Will have time to do important background work. 
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	Working with Children
	Y

	Working with Vulnerable Adults
	Y

	Both of the Above
	Y

	Providing Care/Supervision for Children
	N

	Providing Care/Supervision for Vulnerable Adults
	N

	Both of the Above
	N

	None of the Above
	N 




	[bookmark: _Hlk188366184][bookmark: _Int_0bNhtnMC]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	N/A

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 




	                                                       Re-checks

	<Details of required regular checks in line with regulations.>







	Evaluation Declaration

	Date of Evaluation:
	26/02/2026

	Evaluated by:
	Stephanie Woods 
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