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JOB DESCRIPTION

Job title:
Learning Resource Advisor
Reports to:

Learning Resources Service Manager
`
Overall responsibilities:
· To contribute to the provision of a comprehensive library and information service for students and staff at the College, ensuring a high standard of customer care

· To support student learning and achievement through effective use of resources, including e-resources and the internet
Main duties:
1. To support students and staff using a range of learning resources (ie. books, journals, DVDs, PCs and e-resources), both in the Library and open access IT centres. 
2. To use the computerised library management system (Heritage) to maintain accurate records of loans to staff and students.
3. To provide a friendly, customer focused information service to students, staff and customers of the College. 
4. To provide appropriate advice to users and customers of the service, and to assist students in developing information literacy skills.  
5. To maintain student discipline in the Library and IT Open Access Centre to ensure a quiet study environment, in line with the college Code of Conduct

6. To carry out administrative duties associated with the efficient and effective management of a Library and Resources Centre, including the returning of books to the shelves and maintaining an efficient and tidy environment. 
7. To place orders, under the supervision of the Learning Resources Service Manager, and maintain accurate financial records. 

8. To be responsible for promoting and safeguarding the welfare of children and young persons you are responsible for, or come into contact with.
9. To perform any other duties as may be requested by the line manager
PERSON SPECIFICATION
	
	Essential
	Desirable

	Qualifications/ Training
	
Good basic standard of education, including English and Maths at GCSE ‘C’ grade or above. 

Customer service training


	· IT qualification at Level 2 or above

	Knowledge/ Experience
	
Recent experience of working successfully in a customer service environment

Experience of Microsoft Office applications 
· Experience of using the internet and web-based information

· Experience of working with young people

· Organised and methodical approach to work, with attention to detail. 


	
Experience of working in education and supporting learners


Experience of working in a library or similar environment




	Skills/ Abilities
	
Ability consistently to provide a high quality learning experience for all students


Ability consistently to demonstrate high levels of performance within your job role


Ability consistently to contribute to the provision of a welcoming and supportive environment for students


Ability to make a positive contribution to your team, valuing colleagues’ particular professional expertise and respecting other members of the team as individuals

· Good administrative skills and a record of accurate and timely achievement
	· Proven ability to achieve targets and work within deadlines

· Ability to update own specialist knowledge

· Proven ability to communicate effectively with young people 


	
	
Ability to communicate effectively, face to face, with young people and staff

Ability to work effectively both on own initiative and as part of a team


Ability to work with a diverse range of customers and to adapt approach to their individual needs


Ability to deal effectively and calmly with difficult customers and/or situations


Ability to carry out College business as appropriate at all times and promote the College’s good reputation within the community

· Willing to work flexibly in order to provide cover at busy times


	


	Special requirements
	
Responsibility for promoting and safeguarding the welfare of children and young persons you are responsible for, or come into contact with


Ability to form and maintain appropriate relationships and personal boundaries with children and young people


Awareness of, and empathy with the needs of students


Willingness to work flexible hours including evenings on a rota basis
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