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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.


	[bookmark: _Hlk188363748]Post Details

	Job Title
	Senior Library Assistant 

	Service
	Community and Partnerships

	Team
	Libraries

	Location
	Various library and community sites

	Reports to
	Libraries and Community Area Lead

	Worker Style
	Primary base located at a defined Council office/location and deployed to other sites as the service requires.   This role is not suitable for home working and requires attendance at council sites and community locations as part of normal duties.

	Responsible for
	No formal line management responsibility. However, the postholder supervises staff, casual workers and volunteers on shift, providing day-to-day direction and support.

	Grade
	Grade 5

	Contract Type
	Permanent




	Main Accountabilities

	1.
	Keyholder for library sites, often acting as the most senior member of staff on site, including lone working where required.

	2.
	Act as the senior responsible officer on site, making day-to-day operational decisions, resolving issues independently, and escalating where appropriate.

	3.
	Responsible for the safe and effective day-to-day operation of the library, including coordinating staff and volunteer deployment to ensure adequate service cover, resolving complex Library Management System (Spydus) queries, and handling escalated customer complaints.

	4.
	Build and maintain relationships with council departments and community groups to support delivery of library services and events.

Design and deliver inclusive activities and events that increase participation, engage diverse audiences, and contribute to council priorities such as wellbeing, digital inclusion and reducing inequality.

	5.
	Undertake administrative tasks delegated by Area Leads that support the effective operation of the service, including BWO administration (processing casual timesheets, raising and processing purchase orders).

Advanced practical use of the Spydus Enquiry, Circulation, Events modules and delegated access to Maintenance module (task dependant), basic stock management. 

	6.
	Oversee frontline customer service delivery, ensuring a high standard of resident experience, including direct customer interaction to resolve enquiries, provide guidance on library services and digital resources, and signpost to wider council services where appropriate.

	7.
	Support digital inclusion by assisting customers with IT, online services, and access to e-government, employment and learning opportunities, including providing basic digital skills support where required.

	8.
	Health and safety and safeguarding responsibilities:
· Take responsibility for health and safety within the library environment, ensuring compliance with council policies and statutory requirements.
· Actively promote safeguarding practices, ensuring the welfare of children and vulnerable adults is prioritised at all times.
· Undertake designated responsibilities such as Fire Marshal, First Aider and Risk Assessor, and carry out delegated health and safety tasks.
· Follow lone working procedures and ensure the safety and security of the building and individuals when working independently.

	9.
	· Continuing professional development, including online and in-person training events as requested.
· Support the induction, on-the-job training and guidance of library assistants, casual staff and volunteers.

	10.
	· Responsible for following council banking procedures, reconciling the amounts taken through the Library Management and Council Systems. 
· Ensure compliance with financial procedures and maintain accurate records in line with audit requirements.
· Required to transport cash taken to designated banking place. 

	11.
	· Act as a role model for excellent customer service
· Identify opportunities to improve processes and customer experience and contribute to implementing changes.
· Support a positive, collaborative team culture





	Person Specification                Essential                                             Desirable

	Qualifications
	Good general standard of education (e.g. GCSEs), including literacy and numeracy skills.

Practical work experience in a similar environment.

	
Relevant NVQ, BTEC or other qualification in Customer Services. 


	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 similar service areas. 


	
	Good interpersonal and written and verbal communication skills 

	

	
	Ability to actively listen in order to extract and assess the important information 

	

	
	Ability to deal effectively with difficult customers and situations  

	

	
	Ability to provide direction, support and motivation to staff and volunteers during shifts.
	

	
	Understanding of equality, diversity and inclusion in a public service setting

	

	
	Ability to work independently and take responsibility for operational tasks when required.
	

	Experience
	Ability to maintain high standards of customer service and support others to deliver this.
	


	
	Experience of supporting and developing others
 within customer focused environment

	

	
	Experience of administering processes to tight timescale and with high levels of accuracy 

	Good working knowledge of the policies and processes across some of the specialist areas 


	
	Experience of supporting service or process improvements.

	Experience of working in a public library setting

Basic working knowledge of the legislative frameworks surrounding the areas of specialism


	
	Experience of dealing effectively with difficult situations 
	

	
	Experience of working collaboratively as part of a team, including supporting or guiding others.
	

	
	Experience of supervising or guiding others in a work setting (formally or informally)
	

	Other
	Ability to stand for long periods of time, carry books, and help lift heavy boxes of books
	

	
	Weekend and Evening work required
	

	
	Means to travel independently to locations across the Wokingham Borough
	

	
	Required to handle and process payments
	

	
	Demonstrates a positive, proactive and professional approach to work.

Is outgoing and confident, self-motivated and a sense of responsibility
	

	
	Flexible and able to respond to changing service needs.
	

	
	Reliable team member who contributes positively to the working environment.
	




	Purpose Details

	Service Purpose
	Our service is dedicated to delivering:
· support for our communities that drives positive outcomes
· effective programme and project management
· clear and accessible communications
· work and consult with our communities
· outcome focused strategic partnerships, for mutual benefit
· a user-friendly website
· the right level of customer experience
· library Services that go beyond books
We aim to enhance the overall experience for our residents and communities by making sure we work seamlessly and role model teamwork across all service areas.

	Role Purpose
	To act as the senior operational lead on shift, ensuring the safe, efficient and customer-focused delivery of library services.

The postholder is accountable for the day-to-day running of library sites, supporting staff and volunteers, and delivering engaging activities that promote reading, learning, digital inclusion and community wellbeing.

The role contributes to achieving customer satisfaction, engagement and service performance targets, ensuring residents feel welcomed and valued.


	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
	Reports to the Libraries and Community Area Lead, with day-to-day operational autonomy.

	Supervision Given
	No formal line management responsibility. However, the postholder provides functional supervision to staff, casual workers and volunteers on shift, including task allocation, oversight of work, and on-the-job guidance.

	Contacts
	The postholder will have regular contact with members of the public, colleagues across Wokingham Borough Council, and community partners as a frontline representative of the library service.



	Resources/Budget Management

	No direct budget management responsibility but responsible for handling cash and card transactions and for raising and processing invoices and purchase orders in line with financial procedures.






	Special Requirements

	Willing and able to travel independently to other sites to support service delivery.
Work is undertaken on a rota basis and includes evenings and weekends.
Ability to work independently and take responsibility for site operations, including lone working where required.
Commitment to promoting equality, diversity and inclusion, ensuring services are accessible and welcoming to all.




  
	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 - in a public setting and not one to one

	Working with Elderly/Vulnerable Adults
	Y - in a public setting and not one to one

	Work Environment Details
	Working in a front facing public library setting with members of the public. Some lifting required. Ability to stand for long periods required.



	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	Y - in a public setting and not one to one

	Working with Vulnerable Adults
	Y - in a public setting and not one to one

	Both of the Above
	Y - in a public setting and not one to one

	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
	Basic DBS check may be required due to regular contact with children and vulnerable adults in a public setting.

	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

	




	Evaluation Declaration

	Date of Evaluation:
	04/06/26

	Evaluated by:
	Susan Ritchie, Interim Service Manager
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