ANGUS COUNCIL

JOB OUTLINE
Job Title:

Library Resource Centre Assistant

Service:

Education & Lifelong Learning
Grade:

LG3
Responsible to:
School Librarian and Head Teacher

	Job Purpose

To support the Librarian in the management of the Library Resource Centre and the delivery of its related services, including ICT facilities, the careers library and staff development resources.

Outline of Duties
1. Undertake all clerical and library assistant duties in relation to the Library Resource Centre including processing, filing, organising and maintaining resources, assisting in the development and maintenance of databases, administering the circulation system, locating information using ICT as appropriate and word processing

2. Provide basic support to pupils and staff in using the paper-based and electronic resources and facilities of the Library Resource Centre and providing supervision in the Librarian’s absence.
3. Contribute to on-going evaluation and development of the Library Resource Centre.
4. Participate in work with associated primary schools as appropriate.
5. To comply with all data protection law in the processing of personal, and special categories of personal data, in line with the council’s full privacy statement and service privacy notices. 

Special Conditions

The jobholder may be invited to work additional hours during evenings and periods during school holidays eg study schools.  Specific hours will vary according to the requirements of each school, but the core hours each day will cover the school lunch break and the period at the end of the normal pupil day up to 5pm.

This list is not exhaustive and the jobholder will be required to undertake other duties as required





