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Job description
Learning & Information Officer
· Grade:		Scale 4
· Reports to:	Librarian
· Direct reports:	None
· Your team:	Customer Services
· Service area:	Library Services
· Directorate: 	Community Wealth Building

	Special requirements of the post 

	Workstyle: Frontline (Full presence, working in the borough full time)

	This post requires a DBS check at the appropriate level (Standard)

	




Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
To provide high quality, customer focused Library Services to residents across the borough. Proving library users with a wide range help and support and assisting with activities for adults and children. 
Key responsibilities
· To carry out day to day duties connected with customer care and/or the maintenance and supply of stock as directed 
· Public service routines including shelving, shelf tidying, using ICT to issue and discharge borrowed items, register new users, telephone answering, and using a till/chip and pin machine for calculating charges and giving change. 
· To use and assist others in the use of information technology systems to carry out duties in the most efficient and effective manner 
· Deal with enquiries by providing accurate information and by referring on to other sources or colleagues as appropriate. 
· Adhering to good standards of customer care at all times. 
· To promote social inclusion in all aspects of service delivery. 
· To assist in reader development and promotional activities including story reading and rhyme time activities with children of all ages. 

· Unpacking, checking and servicing new materials and/or the repair and preparation of stock 

· Take responsibility for day-to-day management of a service point as required. 

· Assist in staff training and supervision as necessary. 

· Produce routine statistics as required, and other clerical and administrative duties as necessary. 
· Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Previous experience of working in a library or information service setting, or in a customer focussed role
	Essential

	2
	Skills and knowledge appropriate to effective delivery within a socially inclusive, customer focused framework
	Essential

	3
	Ability to work as part of a team
	Essential

	4
	Able to communicate effectively written and verbal, with staff and public, face to face and by telephone.
	Essential

	5
	Good Attention to Detail
	Essential

	6
	Able to undertake reader development activities including story reading and rhyme times with children and young people as individuals and in groups
	Essential

	7
	Able to answer users’ enquiries and provide information to users, other Council staff and outside organisations
	Essential

	8
	Able to use ICT and support public use of all electronic resources
	Essential

	9
	Able to use a till/chip and pin machine and calculate charges and give change
	Essential

	10
	Able to organise, file and retrieve library materials alphabetically and numerically
	Essential

	11
	Able to work evening and weekends as required to meet the needs of the service
	Essential

	12 
	Ability to understand the health and safety issues relating to Library Services
	Essential

	13
	Ability to adhere to the Council’s Dignity for All policy.
	Essential


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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