JOB DECRIPTION
Position Title: Library Assistant (Elementary and Secondary)
Reports to: Elementary and Secondary Librarians
Primary Role: To support the Librarian and the smooth and effective operation of VIS libraries
Education, Qualifications, Experience



MQ Level 4
Experience working with children and adults, preferably in a library setting

Skills, Competencies and Personal Qualities











English language fluency: speaking, reading, writing, listening
Effective communication skills: speaking, reading, writing, listening
IT competence and ability to learn online management systems
Time management and organizational skills
An interest in reading
An enthusiasm for working with children
A collaborative worker
An enthusiastic, self-motivated and flexible approach to work and the working environment
A willingness to learn new skills
A cheerful and welcoming disposition and a helpful, ‘can-do’ attitude.

Responsibilities for the Elementary School library:
1. Take responsibility for the efficient operation of the library counter, including issuing
resources and responding to enquiries from students and staff.
2. Implement all regular procedures, ensuring that the school library is maintained in good
order.
3. Shelve and tidy stock.
4. Maintain library signage in good order, including shelf labels, bookends, posters and
displays.
5. Process new resources.
6. Maintain the overdue system.
7. Set up the library for meetings, classes, etc.
8. Help library users find the resources to meet their needs and support them through a range
of library-based activities.
9. Engage younger children, on occasion, during their allocated Library time by reading stories
and discussing books.
10. Support and assist with other tasks as may be required by the librarian.

Responsibilities for the Secondary School library
1. Take responsibility for the efficient operation of the library counter, including issuing
resources and responding to enquiries from students and staff.
2. Implement all regular procedures, ensuring that the school library is maintained in good
order.
3. Shelve and tidy stock.
4. Maintain library signage in good order, including shelf labels, bookends, posters and
displays.
5. Process new resources.
6. Maintain the overdue system.
7. Set up the library for meetings, classes, etc.
8. Distribute and collect textbooks.
9. Help library users find the resources to meet their needs and support them through a range
of library-based activities.
10. Support and assist with other tasks as may be required by the librarian.

