JOB DESCRIPTION

	Post: IALS Graduate Trainee Library Assistant

	Introduction

The three posts are one-year fixed term training posts designed for graduates carrying out a year of work experience and training prior to studying for a professional qualification in librarianship. The trainees will be based in different teams for three periods of four months each, focusing on the work of the team, but providing assistance to all teams as required.

This enables them to gain specific departmental experience and skills as well as developing an overall understanding of the links between the different teams and how the library fits together as a whole.  Alongside day-to-day work, they will undergo an extensive development programme, accompanied by monitoring and feedback.

	Information Resources duties

1. Open all post and record arrival of material on library system.
2. Stamp and label items and otherwise prepare them for shelving.
3. Assist with routine maintenance of library system records.
4. Assist with book conservation and repair and sending material for binding.


	Academic Services duties

1. Manage overdue loans, depository requests and missing books.
2. Assist with management of holds and inter-library loans.
3. Assist with creating and updating subject guides and library databases.
4. Restock enquiry desk and display rack with stationery and leaflets.


	Document Supply Service duties

1. Fetch requested material for photocopying/scanning.
2. Scan/photocopy material and deliver to subscribers.
3. Record transactions on Document Supply Service database.


	IALS Digital duties

1. Assist with general IT, MFD and printing troubleshooting.
2. Assist with management of IALS social media accounts.
3. Assist with management of IALS blogs and other archived information.


	General

1. Participate in issue/enquiry desk duties on a regular basis.
2. Participate in library’s Saturday duty rota up to eight times a year.
3. Participate in shelving on a regular basis.
4. Fetch items from basement storage on demand.
5. Participate in looseleaf filing as required.
6. Participate in project work as required.
7. Actively follow and promote University of London policies,
including the University's Dignity at Work and Equal Opportunities Policy.
8. Any other duties consistent with both the grade and the scope of the post.




PERSON SPECIFICATION

Experience and Personal Qualities
Essential:
· Some experience of customer service in any context.
· Good interpersonal skills; able to work independently and as part of a team.
· Prepared to work flexibly in a rapidly changing environment.
· Able to demonstrate attention to detail.
· Commitment to a career in librarianship.

Desirable:
· Specific experience of working in a library is not required, as this is a training post.


Technical Knowledge and Skills

Essential:
· A competent level of IT skills, including knowledge of Word & Excel

Desirable:
· Some knowledge of a major western European language (other than English).


Education and Professional Qualifications

Essential:
· Education to graduate level, or equivalent by experience or ability.




