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OVERVIEW:
Support the delivery of Library Hubs in East Ayrshire by providing a support service to ensure that stock is well-maintained for our customers liaise with our library stocks suppliers in doing so promote and recognise the importance of 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

[bookmark: _GoBack]KEY ACTIVITIES 
Your key tasks and areas of responsibility are outlined below. 
You will;

1. Assist with the day to day operation and effective administration of the Library Management Systems, including:
· maintaining databases, including reports, ensuring compliance with GDPR and Library Management System accuracy
· processing deliveries of library stock 
· monitoring budgets using the library management system and keeping libraries and managers updated with status of orders/budgets when required
· liaising with external providers to ensure continuity of service
· compiling reports for statistical analysis (including CIPFA, EALT performance etc.)
2. Reconcile and allocate expenditure to the appropriate budget codes on Library Management System
3. Process invoices and submit to EALT finance for payment ensuring audit trail is maintained.
4. Assist with the weekly van run to libraries by receiving deliveries and allocating them as well as preparing for distribution.
5. Receive and catalogue customer stock donations and reallocate stock around libraries to ensure that best value is achieved from stock purchased.
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