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	Role Profile




	Job Title
	Library Services Officer 

	Strategic Business Unit
	Library
	Location
	Colombo, Sri Lanka, South Asia

	Reports to
	Assistant Manager, Library Services
	Pay Band
	Grade J

	Duration of job
	One year Fixed Term Contract

	PURPOSE OF JOB 

· Support Assistant Manager Library Services to deliver and promote agreed Library services at our Colombo Library in line with the British Council’s country plan.

CONTEXT AND ENVIRONMENT
The British Council

The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.

Country Operations

British Council Sri Lanka is a vibrant operation delivering a high impact portfolio of projects. We have approximately 25,000 members in our libraries, the largest membership in the British Council global network and run two of the largest British Council Teaching Centre and Exams operations in the world. 
Unit Details

We are looking forward to functioning as a collaboration space where individuals will engage with information, read books, participate in our events and activities and meet up with their friends and colleagues for conversation.  The library will continue to promote library memberships and will have a collection of books, periodicals, IELTS material and DVDs. 

In our Libraries Revolution we aim to redevelop our libraries network to become thriving cultural centres and to offer a radically different digital offer for cultural relations. We’ll be using convening spaces of our Libraries with a comprehensive programme of activities by having an annual calendar, providing opportunities for our audiences.

ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES 

Supporting Assistant Manager, Library Services in the marketing and delivery of library products and services:
· Evaluates the quality of products and services, measures customer feedback, agrees and implements action if/when necessary to make changes.

· Manages the range of library processes required to deliver the services as planned: supports Assistant Manager Library Services (AMLS) in maintaining an up to date collection, in conducting / facilitating annual user surveys and in conducting procurement and stock verification.

· Assists Assistant Manager Library Services in identifying the needs of the library members and other colleagues and develop appropriate events and activities for engaging with customers.
· Manages the events and activities throughout the year according to the agreed annual plan together with other events specific to Colombo Library.
· Coordinates venue bookings of all events organised.

· Designs publicity material for Colombo library events and where necessary, creates them in liaison with the Marketing and Communications (MARCOMMS) team.
· Assists other colleagues with promotional activities connected with marketing library services / events.
· Organises and carries out promotional visits in schools/organisations.
· Assist Assistant Manager Library Information Services in promoting our digital offer.

· Promotes the library to new customers by conducting library tours and presentations.

· Manages resources available in the library for delivery and achievement of agreed targets (equipment, systems and processes, including financial transactions). 

· Communicates library services and events to customers; responds to customer correspondence.

· Proactively collaborates with colleagues to ensure information about library products and services are understood.
Responsible for the day-to-day administration of the library: 
· Regularly monitors the neatness and cleanliness of the library including the maintenance of the soft furnishings.

· Shelves all materials regularly and accurately according to Dewey Decimal Classification: there should be less than 5 errors at any individual section at any given time.
· Works at the Front Desk according to agreed British Council standards. This includes: attending to customer enquiries, circulation and membership duties; cash handling; fines; extensions; reservations; lost book charges, searching information for members/visitors, etc.

· Gives out first line library information accurately as per British Council Customer Service standards.

· Provides a support service for all library sections.

· Is responsible for all revenue collected for memberships / fines and the fines float.

· Clears returned items from the book drops and shelves correctly.

· Identifies all items that are damaged, have unclear spine labels or are without labels.

· Attends to spine labelling of items.

· Sets up and ensures library notice boards and displays are attractively maintained and updated.

· Ensures that all up-to-date information and material is available for customer reference.

· Updates the manual membership register and files all membership applications.

· Processes new books and DVDs according to Dewey Decimal Classifications on agreed targets and deadlines.
· Takes steps to ensure the safety of the children using the facility and, in an emergency, takes immediate action and administers first aid where appropriate. 

· Monitors the use of the library to ensure that children use the resources properly and that no damage is caused.

· Ensures sufficient control of activities (particularly those involving children) so as to prevent undue disturbance of other library customers.

· Monitors and provides guidance (produces suitable hand-outs to members and parents) in the use of multimedia services and Internet in the library.

· Ensures that support is provided to members in the use of reference material and multimedia resources for study purposes.  

· Ensures that all multimedia equipment is in working condition at all times and liaises with IT for the smooth running of multimedia services.

· Is responsible for the publicity of the book collection such as setting up themed displays and new additions, publicity, etc. 

· Maintains book order file, to check orders against book consignments and updates the stock register. 
Responsible for maintenance of the periodical collection:

· Processes and displays new periodicals within 2 days of receipt.
· Processes and displays all back issues for circulation within 2 days.
· Withdraws back issues according to frequency and clears as agreed.

· Once a year carries out a periodical user survey to check usage.

· Maintains a database of periodicals received/not received and communicates with the UK vendor regarding the status.
· Processes new periodicals according to agreed policies and British Council standards. 

· Is responsible for the development of the reference collection as per the collection development policy and the day-to-day management of the reference section.

Assists in providing quality administrative and financial services:
· Provides administrative support as requested by Assistant Manager Library Services.
· Carrying out Library Cash Officer / Duty Officer duties, in rotation with other relevant Assistant managers if required.
· Collects daily library revenue at the end of the day according to the Cash Handover Policy and updates relevant spread sheets.
· Enters library income in Financial Accounting & Budgeting System (FABS) (SAP – an online system), banks and reconciles library income as per British Council finance policy in rotation with other Library Services Officers and clears cash at the end of the day.
· Delivers a range of financial services including payments, income reconciliation, raising and processing invoices, etc. on a daily basis as per audit and Financial Control Compliance Framework (FCCF) requirements. 

· Closes cash register and balances with actual received income accurately against report generated through KOHA Library Management System.  

· Ensures that all income collected is locked-up in the safe by the end of the day.

· Prepares banking and hands over cash to bankers.

· Is responsible for holding safe keys in accordance with the delegated authorities.
· Maintains quotations, orders books and other necessary items for Colombo Library and creates Purchase Orders (POs) with Assistant Manager’s approval, arranges for timely payment, monitors payments and maintains records. 
· Orders stationery materials for Colombo Library following all procedures required from external suppliers.

· Raises POs, checks and good receipts items on FABS (SAP) as per FCCF requirements. 

· Manages and administers the petty cash float.

All above accountabilities, duties and responsibilities should comply with standards and guidelines incorporated in the Global Policy Framework (e.g. Code of Conduct, Global Policy Statements, Child Protection (CP), Equality, Diversity and Inclusion (EDI), Information Knowledge Management (IKM), ICT standards (e.g. Acceptable Usage of IT standards).


KEY RELATIONSHIPS: (include internal and external) 
The post holder will need to develop successful relationships with;
· External - customers and clients
· Internal – Assistant Manager Library Services, Manager Library and Information Services (Library, Education, Programmes, Finance, Human Resources , IT and Facilities, Marketing and Communications – MARCOMMS, Digital Delivery). 

OTHER IMPORTANT REQUIREMENTS OF THE JOB 
(e.g. travel, unsocial/evening hours, restrictions on employment etc.)
· The post-holder is required to work minimum 37.5 hours on a five-day week with two off days. The two off days will not necessarily be Saturday/Sunday. 

· We encourage work life balance. However occasionally the role may require working at unsocial/extra hours depending on the urgency of work, during busy periods and to cover staff shortages and operational needs.

· Occasional evening working is required in order to facilitate official events.

· Flexible working is required to cover staff rosters and operational needs.


	Passport/visa and/or nationality requirement
	Sri Lankan citizen or in possession of a valid work visa to work in Sri Lanka.

	Security or legal checks required for this role

	Under our Child Protection agenda, the post-holder is required to obtain a Police Report prior to appointment, clearances on three reference checks, three forms of identification and original qualifications


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours
See The Behaviours Dictionary for details
	Behaviours assessed during interview stage of recruitment process

1. Working together (essential)

2. Connecting with others (essential)
3. Being accountable (essential)
Behaviours not assessed during recruitment process

1. Making it happen (essential)
2. Shaping the future (essential)
3. Creating shared purpose (essential)
	
	The position holder will be required to demonstrate all six behaviours, on the job. These will be assessed during year end performance evaluations.  

Behaviours to be assessed during the interview stage of recruitment are mentioned.

	Skills and Knowledge
See The Core Skills Dictionary for details
	· Communicating and Influencing (Level 2) 
Relates communications to circumstances

Displays good listening, writing and speaking skills, setting out logical arguments clearly and adapting language and form of communication to meet the needs of different people/audiences.
· Using Technology (Level 2)

Operates as an advanced user

Works as an advanced practitioner in the use of office software and/or British Council standard and social media platforms and trains or coaches others in their use.
· Developing Business (Level 1)
Reviews data

Applies a range of standard analytical techniques to support business development – e.g. pricing tools, revenue tracking, monitoring sales prospects, audience figures or profit margin.

	· Managing Finances and Resources (Level 2)
Uses financial systems and processes

Uses corporate financial systems and processes appropriately as part of the job and on behalf of a team.

	Short listing, interview and written test in English 

	Experience
	
	Experience in digital marketing
	Short listing 
and interview

	Qualifications
	GCE Advance Level or equivalent qualification
	A distinction in English 


	Short listing and interview

	Language Proficiency
	English - written and spoken
	 
	Interview 




	Submitted by
	Assistant Manager Library Services
	Signature and Date 
	March 2018

	Post-holder
	
	Signature and Date 
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