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EAST AYRSHIRE LEISURE TRUST


Job Outline	

Post: 		Support Assistant (Information and Systems)

Service: 		Leisure at the Heart of Every Community

Section: 	Library Hubs

[bookmark: _GoBack]Grade: 	G04		

Job Summary:
Assist in the effective delivery of a customer focused library service in order to assist with the promotion, delivery and integration of East Ayrshire Leisure’s Business and Libraries Team Plans.  Working within a performance management and continuous improvement framework the postholder will strive to exceed the expectations of the East Ayrshire Leisure Vision and Delivery Plan and in doing so promote and recognise the importance of people in delivering our vision and values;

· Being honest and demonstrating integrity at all times 
· Engaging and inclusive with our people, partners and stakeholders
· Striving for continuous improvement by being ambitious and aspirational in all that we do
· Taking responsibility and being accountable for our organisation and our service delivery 

A.  KEY AREAS OF PERFORMANCE

1. Assist in the effective management of book stocks across the libraries ensuring all activities are carried out in accordance with the agreed policies and procedures and Library Team Plan.
2. Assist the IT Co-ordinator (Systems) in the implementation and maintenance of new technology projects which support the delivery of East Ayrshire Leisure Trust services across East Ayrshire.
3. Assist with the provision of IT systems user helpdesk for the management information systems used across the Trust.
4. Assist with the effective procurement of library book and retail stocks ensuring items are ordered, processed and distributed in accordance with the agreed policies and procedures.
5. Assist with the timeous checking and processing of delivery notes relating to stock deliveries in accordance with East Ayrshire Leisure’s financial procedures.
6. Liaise with suppliers and colleagues to monitor stock levels and address issues relating to incomplete deliveries, invoicing and stock distribution.
7. Ensure the accurate and timeous recording of book related information stored in the Library Management System to assist in the management and control recording of library stock including the whereabouts and rotation of books and the provision of the on-line book search facility.
8. Assist with the accurate and timeous recording of information relating to retail stock items and books including purchases, acquisitions and discards in accordance with the agreed policies and procedures.
9. Assist the IT Co-ordinator (Systems) in the effective development and delivery of processes and procedures that supports to the implementation of ICT related system changes.
10. Liaise with the Library Co-ordinators to ensure discarded stock is disposed of efficiently in accordance with East Ayrshire Leisure’s stock disposal guidelines and the Library Team Plan.
11. Assist in the development and maintenance of ICT systems such as the Library Management System.
12. Provide support for users of the Library Management System.
13. Ensure financial duties including maintaining petty cash funds, processing financial documents and cash handling are completed in accordance with the East Ayrshire Leisure’s Financial Regulations, as appropriate.
14. Assist in gathering, collating and distributing statistical information as directed and provide management information as required.
15. Assist with the maintenance of management information systems including databases and spreadsheets used to ensure data is collected and maintained in accordance with the Data Protection Act.
16. Participate in meetings, briefings and undertake training as required to maintain up to date knowledge of developments affecting the post.

B.	ACCOUNTABILITIES

17. Ensure that any materials, equipment and vehicles provided to assist in carrying out the duties of the post are properly secured in accordance with East Ayrshire Leisure’s policies and procedures.
18. Utilise and maintain effective information, administrative and financial systems.
19. Promote the health and safety of employees and of users through the implementation of East Ayrshire Leisure’s policy on health, safety and welfare at work.
20. Ensure that East Ayrshire Leisure’s Customer First Service Commitment is followed in all dealings with the people we serve.
21. Ensure that all activities for which the post holder is responsible are delivered in accordance with East Ayrshire Leisure’s Equality and Diversity Policies and the statutory and general and specific Equality duties.
22. Participate in and implement the East Ayrshire General Employee Review (EAGER) process with all reports in accordance with East Ayrshire Leisure’s set arrangements.
23. Adhere to the East Ayrshire Leisure’s policies and procedures for good records management ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements.

This outline is indicative of the nature and level of responsibilities associated with this post.  It is not exhaustive and the post holder may be required to undertake other duties and responsibilities commensurate with the grade.













	Designation: Support Assistant (Information & Systems)
	Post No:

	Service:  Leisure at the Heart of Every Community
	Section: Library Hubs



	Attributes:
	Essential Criteria
	Desirable 

	Qualifications
	· SVQ Level 2 Business/Admin or equivalent qualification or equivalent demonstrable experience.
	

	Knowledge & Skills
	· Knowledge of Microsoft Office packages including Word, Excel, PowerPoint Access and email.
· Awareness of ICT related Desktop systems.
· Good report writing skills.
· Good analytical and problem solving skills.
· Good interpersonal and communication skills.
· Good organisational skills.
· Commitment to providing high standards of Customer Care.
· Ability to work as part of a team and on own initiative.
· Confident.
· Reliable and punctual.
· Approachable.
· Willingness to undertake and achieve the European Computer Driving Licence training programme or equivalent within agreed timeframe.
· Ability to work flexibly and out with normal working hours to meet the needs of the section.
· Ability to travel throughout East Ayrshire to represent the authority and attend training, meetings and events

	· Knowledge and understanding of Library Services. 
· Knowledge of the activities undertaken on an ICT Helpdesks.

	Experience





	· Undertaken general clerical duties including word processing, photocopying, and filing.
· Maintained databases and Excel spreadsheets.
· Used Microsoft Office packages including Word, Excel, Access, PowerPoint and Outlook.
	· Worked within a library environment
· Managed stock including raising requisitions.
· Processed financial documents.
· Provided ICT related support.
· Collated and reported performance related information.
· Maintained data within management information systems (MIS).




	VALUES:
	VALUE  STATEMENTS 

	Honesty & Integrity

	Being honest and demonstrating integrity at all times

	Engaging & Inclusive

	Engaging and inclusive with our people, partners and stakeholders


	Ambitious & Aspirational 

	Striving for continuous improvement by being ambitious and inspirational in all that we do


	Responsible & Accountable

	Taking responsibility and being accountable for our organisation and our service delivery 
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