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POSITION DESCRIPTION
	POSITION DETAILS
	Maximum Term Contract, non-continuous in accordance with the Local Government State Award 2023, Clause 36 (i) (d).

	Position Title
Directorate 
	Children’s & Youth Services Librarian
CITY LIFE

	Reports To
	Team Leader Learning Experience

	Supervises
	Nil

	Grade
	4

	Date Prepared
	December 2021 

	Date Last Updated
	January 2024 

	1. POSITION PURPOSE
To be part of a team that delivers high-quality customer service that is responsive to community needs.
To develop and deliver high quality customer-focused services, programs and collections for children and young adults, including early literacy programs, to meet the education, informational, cultural and recreational needs of the Burwood community. 
Develop and deliver outreach programs and services to support access to relevant and innovative library services.
To fulfil the organisational objectives in accordance with approved plans, policies, procedures, and guidelines.
Overall, to contribute positively to service delivery by working as a team member, communicating effectively with internal and external customers.


	2. ACCOUNTABILITIES

a) Support the vision and leadership in the development and delivery of high quality collections, services and programs for infants, children and young adults, including provision of early literacy programs

b) Coordinate children’s and young adult collections and management and seek continuous improvement regarding outsourcing of collections in liaison with the Team Leader Customer Experience

c) Evaluate all programs and provide reports to management on community impact and benefits of identified programs

d) Contribute to the positive image of Council and the Community and Library Services unit by maintaining excellence in customer service, including to culturally and linguistically diverse (CALD) communities


e) Provide high quality, customer-focused collections, services and programs for children and young adults
f) Assess the literacy needs of children and young adults in Burwood LGA and deliver collections, services and programs to meet these needs

g) Develop program goals, objectives and strategies in relation to children and young adults for inclusion in the Library’s Strategic and Operations Plans

h) Engage and collaborate with key stakeholders to plan and deliver innovative programs and initiatives for children and young people to develop their literacy, creativity, and lifelong learning

i) In liaison with the Team Leader Customer Experience, advise and outsourcing strategy of the children and young adult collections

j) Maintain contemporary knowledge of current developments and trends in services and programs for children and young adults to inform the future development of library services

k) Market and promote all services and programs to maximise community access

l) Assist with collection development to ensure collections are tailored to the community’s needs in the most cost effective way and in the most suitable formats

m) Develop, document and continuously review and improve workflow procedures in designated areas of responsibility

n) Provide quality circulation and reference services to customers

o) Participate in the service point roster system, including evening and weekend work and perform the role of shift supervisor, as required

p) Participate in shelving and shelf tidying as required, and contribute to the maintenance of the library environment, including public areas and the information desk

q) Work cooperatively and flexibly as a team member to provide optimum coverage and organisation of services at all times and particularly during peak periods of demand

r) Actively participate as a member of the Learning Experience Team by constructively contributing ideas to improve services and work processes through team meetings and undertaking training and development opportunities to improve skills and knowledge


	3. SELECTION CRITERIA
Essential Qualifications / Licences / Certificates / Tickets 
a) Degree in Library and Information Studies recognised by ALIA and relevant library experience.
b) Working with Children Check (WWCC)

Skills and Experience
c) Demonstrated experience in collection, development and management for Children’s and Young Adults collections. 
d) Demonstrated experience in the development and implementation of library programs, particularly for children and young people, including experience in developing early literacy programs. 
e) Demonstrated experience in original cataloguing, including use of Libraries Australia, DDC, LCSH and MARC.  
f) Demonstrated knowledge of best practice, current trends and issues in areas of responsibility.
g) Demonstrated high level organisational and interpersonal skills including ability to think critically and analytically 
h) High level written and verbal communication skills
Attributes 
i) Proven commitment to providing high quality customer services. 
j) Demonstrated commitment to EEO, WH&S and Cultural Diversity principles  
DESIRABLE CRITERIA
i. Experience in the use of the Spydus Library Management System.
ii. Demonstrated knowledge of policies and legislation relating to working with children.
iii. Ability to speak a second language, particularly a community language commonly spoken in the Burwood area: Mandarin, Cantonese, Korean, Nepalese


	4. WH&S RESPONSIBILITIES

	Work Health and Safety (WHS) is the number one priority at Burwood Council (‘Council’). 
As a worker of Council, it is your responsibility to:
· Follow Council's WHS policies and procedures as instructed
· Report all WHS hazards incidents and near misses to your supervisor as soon as possible
· Participate in all required WHS training
To minimise risk and assist in protecting workers in employment at Council, workers are required to meet the inherent requirements of the position, including any Job Demand Analysis (JDA) that has been completed outlining the inherent physical requirements of this position. Council seeks to apply reasonable adjustments to remove barriers to workplace participation for individuals with a disability or injury.


	5. CODE OF CONDUCT

	Behave ethically at all times and adhere to the relevant Burwood Council Code of Conduct.

	6. POLICIES, CORPORATE PRACTICES AND PROCEDURES

	Comply with relevant Council policies, corporate practices, procedures and guidelines.

	


7. RECORDS MANAGEMENT

	Routinely create full and accurate records within corporately sanctioned systems, treat records with care, and ensure that records are managed securely.

	8. RISK MANAGEMENT

	Responsible for supporting and promoting a risk management culture by being actively involved in the management of risk. Recognise and accept that risk management is your responsibility and is to be applied to all aspects of your duties.

	9. LIMITS OF AUTHORITY

	This position is granted powers by the General Manager in accordance with the prevailing version of the instrument of Delegations and Authorisations from the General Manager.

	10. ORGANISATIONAL RELATIONSHIPS

[image: ]


	11. EMPLOYEE ONLY

	I have read and understand the content of this Position Description and undertake to meet the key accountabilities in an appropriate manner.


	
Name
	
Signature
	
Date
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