
	Post No. :
	9629   AP1108     10210                                                                                                      

	Post Title:
	Library Supervisor

	Directorate:
	Communications and Regeneration

	Division:
	Cultural Services

	Section:
	Libraries

	Reports To:
	Library Manager

	Location:
	To be confirmed (either Central, Moor Park or Palatine Library)

	DBS Status:
	None


	Grade:
	Grade D



	Role Purpose

	To support the day to day provision of a high quality, customer-focussed library service for Blackpool and ensure that an effective, safe and positive working environment is maintained, supervising the work of the Library Assistants and deputising for the Library Manager. 



	
Main Duties and Responsibilities

	· Provide duty manager cover at the library, deputising for Library Manager, as required.
· Assist the Library Manager with the operational management of the site; opening and securing premises; reporting any building defects or damages, and dealing with contractors
· Supervise Library Assistants in their daily working – assigning tasks, arranging breaks, leading on library-based projects
· Ensure that excellent customer service is consistently delivered and take an active role in seeking ways to continuously sustain and improve standards 
· Help customers access library ICT services, such as: internet, Google Chrome machines/software, completing online forms, library online services (including e-books, e-audiobooks, e-magazines) and resources (including learning and business information)
· Provide advice and assistance to library users; delivering quality customer induction, answering enquiries, dealing with comments and complaints; referring to partner organisations etc.
· Liaise with partner organisations who use the library space and work with service 
· Support effective operation of the library services’ self-issue system
· Positively promote the library service offer
· Organise and contribute to the preparation and running of library promotional displays, engagement events and activities, under the direction of Engagement and Access Officer
· Carry out effective collections management; sorting, shelving and tidying shelves
· Make a contribution to service-wide and council wide, regional and national initiatives 
· Undertake banking and cash-handling   



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Level 2 (GCSEs Grade A-C or Grades 9-4) or equivalent qualification in English and Maths
· ICT qualification, e.g. ECDL, Microsoft Office 365
· Supervisory qualification e.g. ILM 3	
· NVQ3  in Information and Library Services or equivalent
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	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge
· Considerable knowledge of working in a library environment 
· Considerable knowledge of library procedures and routines
· Considerable knowledge of library services and collections; including specialist services (e.g. At Home Library service) and resources (e.g. online information; e-books etc.)
· Understanding of the local and national agenda for Libraries and related initiatives

Skills
· Leadership and supervision 
· Good verbal/written communication
· Excellent customer care / dealing with customers
· Ability to work alone or as a member of a team
· Strong ICT / digital skills 

Experience
· Considerable experience of dealing with the public and/or delivering a customer/public service
· Considerable experience of working in a library environment 
· Considerable experience of working within a team 
· Experience of cash handling
· Experience of administrative/office work
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	Vision and Values

	Our Priorities
We have two priorities:
· Priority one - The economy: Maximising growth and opportunity across Blackpool
· Priority two - Communities: Creating stronger communities and increasing resilience
Our Values
· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved
· We are committed to being fair to people and treat everybody we meet with dignity and respect
· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need
· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer
· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude




	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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