Library Assistant

Reporting to: 
The Librarian

Main purpose of role:
To assist the Librarian with the provision of a full range of library services and resources for students and staff, in order to support teaching and learning at the National Film and Television School. 
Hours:                                      
28-30 hours per week. Various flexible working options are available e.g. term time only. The post holder will be required to work until 6.30pm one evening per week during term time.  
Core responsibilities include but are not limited to:
Administrative support
· Assisting with the entry of data onto the alumni database (Filemaker.pro)

· General administrative, filing and research work 

· Assisting with and supporting the monitoring and evaluation of the space through the compilation of qualitative and quantitative data as required, collating statistics and updating spreadsheets as required 
User support
· Responding to staff and student enquiries in person as well as by email and telephone

· Operating the Heritage library enquiry and circulation system 
· Delivering library tours for groups of new students and assisting with induction into the effective use of the Library 
· Providing support on using library computers and access to Heritage 
· Issuing books and other physical resources

· Assist with communications to staff and students using the School’s internal communications system (Facebook Workplace)
· Participating in project group meetings as required 
Physical Resources

· Cataloguing and classification of books, journals, DVDs and dissertations
· Assisting with the ordering of stock 
· Assisting with day-to day housekeeping: shelving, processing and weeding in accordance with best health and safety practice and security guidelines 
Electronic Resources
· Assist with the development of online learning materials and a self-issue system

· Understand the needs of the user community and help ensure that online learning material is meeting demand

· Provide training and support to colleagues in the creation of online learning resources 

· Help embed creative and effective approaches to the use of digital technologies 
PERSON SPECIFICATION

Essential

· Working knowledge of automated library systems, library applications and other information technologies

· Awareness of copyright, intellectual property rights and licensing issues

· Knowledge of and interest in Film and Television   
· Excellent communication and interpersonal skills

· Strong organisational skills with excellent attention to detail  
· Comprehensive IT skills including proficiency using Word and Excel, plus a high level of comfort working with technology
· Experience of working within a small team and working to tight deadlines 
Desirable

· CILIP accredited library and information qualification

· At least one year’s experience working in an academic library or equivalent service
·  Previous experience of working with a variety of audio visual materials
