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JOB DESCRIPTION

	Post 
	Learning Resource Centre Assistant 



	Ref
	S127/09


	Date of JD
	1 May 2008 



	Salary (£)
	Band 3 SCP 14-17 £15,570 - £16,665


	Unit 
	Learning Support Services, Directorate of Teaching & Learning



	Reports to
	Learning Resource Centre Supervisor



	Location
	The appointee will be based at the assigned Campus but will be required to be available for work at any of the College sites as required.



	Total hours of work
	30 per week. However the post holder will be required to 


adopt a flexible approach (including evening work) and to devote such time as may be required by the exigencies of the post.



	Work pattern
	Monday to Thursday 8.45 am to 5.00 pm and Friday 

8.45 am to 3.30 pm.  Hours may vary from time to time to suit the requirements of the post.


Job Purpose
To assist with the efficient running of the Learning Resource Centre under the direct

supervision of the Learning Resource Centre Supervisor.
Main Duties and Responsibilities

1
Provide help and advice to staff and students in locating, selecting and using resources and facilities.
2
Participate in the delivery of induction programmes for staff and learners.
3
Supervise students using the centre.
4
Maintain user records on the library computer system.
5
Operate the booking system for computers and audio-visual equipment.
6
Assist with the annual library and resource centre stock-taking.
7
Carry out procedures associated with user requests and overdue notices.
8
Attend training and staff development in compliance with Staff Development Policy.
9
Assist with the maintenance of an orderly, safe and welcoming environment for students and staff in accordance with the College Health and Safety Policy.
10
Any other duties relevant to the grade as may be reasonably required by the Learning Resources Services Manager or his/her designated deputy from time to time
NOTES

1. 
This is a description of the job as it is at present constituted.  The duties and responsibilities are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake.  It should be noted that a job description is not an exhaustive list of activities and staff may be asked to carry out duties commensurate with the grade of the post.  The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary. It is the College’s aim to reach agreement to reasonable changes, but if agreement is not possible, the College reserves the right to insist on changes to a job description after consultation with the post holder.

2.
In carrying out the duties and responsibilities of the post it is expected that the post holder will do so in accordance with the College Ethos and Equal Opportunities

Policy.

3.
This is a post which is governed by The Protection of Children and Vulnerable Adults 

(Northern Ireland) Order 2003.  Before appointing anyone to this post, it is policy to 

ask for the relevant check to be carried out by the Department of Health, Social Services and Public Safety (DHSSPS). 

4.
The College operates a no smoking policy and all staff are expected to adhere to this.                      

5. All staff at Principal Lecturer Level and above (including equivalent staff on NJC Terms & Conditions) are required to participate in evening and holiday cover rotas as required.

6. All Staff are required to contribute to a healthy and safe working environment and to adhere to all health and safety regulations and College policies. In addition, as a Head of Department, you are required to contribute to developing a culture that is conducive to good health, safety and security practices and will be accountable for ensuring that your departments complies with Health & Safety policy and procedure including, undertaking risk assessments and attendance at Health & Safety committees.

7. All staff have a responsibility for ensuring that risks are managed at College, team and individual level.  This process will include the assessment and effective control of all acceptable risk situations. However, as a Head of Department you will be required to maintain a high level of awareness and assist in the process of reporting incidents, assessing risks and reporting unsafe occurrences and co-operate with any investigations undertaken.

8. All Budget holders will be responsible for ensuring the delivery of a balanced budget across their area of responsibility, including the delivery of any agreed cost improvement programmes.

GLPC Factors
	Job Requirement



	Supervision of Staff:
	The post holder will have no responsibility for supervision



	Creativity and Innovation:
	The postholder will work within agreed procedures but will be required to respond to requests from students and staff regarding resources availability 



	Contacts/ Relationships:
	The post holder will be required to have regular contact with both staff and students  including the supervision of students using the LRC. The post holder will monitor that acceptable standards of behaviour are maintained in the LRC by students and deal with unacceptable behaviours according to guidelines – this will include informal warnings, reports to LRC supervisor and course coordinators and possible short term exclusions.



	Decisions:
	The post holder will operate within the College policies and guidelines for the LRC.  Decisions will be made regarding student misbehaviour in the LRC ( ie informal warning, exclusion from LRC pending report to course coordinator ).



	Resources:
	The post holder will be required to monitor that LRC resources are used in a safe manner and to make recommendations for new resources.



	Work Environment



	Work Demands:

	The post will be subject to possible interruption to tasks being undertaken but this is unlikely to involve any significant change to the programme of work.



	Physical Demands:
	Work will be office based and require normal physical effort.



	Working Conditions:
	Primarily office based work.



	Work Context:

	Primarily office based with minimum risk.



	Knowledge & Skills



	Knowledge & Skills:
	The post holder will require  knowledge relating to LRC systems including  Library systems and appropriate IT skills 
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Selection Criteria

Learning Resource Centre Assistant

Essential Assessment Criteria

1. 5 GCSE passes, grades A – C, or equivalent, including English Language. 

2. A level 2 ICT qualification e.g. ECDL, CLAIT Advanced or Word Processing Stage 2 Parts 1 & 2
OR

2 years experience working in a library including use of:

A computerised library management system and

The internet and electronic databases

3. Have experience providing administrative support in an office environment. 

The above are minimum criteria.  These may be enhanced at the discretion of the Selection Panel.

SOUTH EASTERN REGIONAL COLLEGE
APPLICATION FORM – PART A

	Name of Applicant:
	


	Closing Date:
	No later than 12 noon on Friday 10 July 2009

	Post:
	Learning Resource Centre Assistant
	Ref:
	S127/09

	Location:
	Bangor Campus






RETURN TO:





Human Resources
South Eastern Regional College

Victoria Avenue

Newtownards

BT23 7ED
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APPLICATION FORM - PART A
	PERSONAL INFORMATION



	Surname:
	
	Forename(s):   
	

	
	
	
	(underline name used)

	Title:
Mr/Mrs/Miss/Ms/Dr/Rev/Other (circle as appropriate)

	

	Address:
	

	
	Postcode:
	

	

	Address for Correspondence (if different from above):

	

	
	Postcode:
	

	  

	Home No:
	
	Business (inc ext):
	

	

	Mobile:
	
	Email Address:
	

	

	National Insurance No:
	
	
	
	
	
	
	
	

	

	Do you have/require a Work Permit?
	
	Yes
	
	No

	If yes, Work Permit number if available:
	

	

	REFERENCES 



	Please give the names of two referees, (excluding relatives) from whom the College may obtain further information in relation to your application.  If in employment one should be your line manager or next in line who can comment on your work.

You should obtain prior consent of referees before using their names.

	

	Name:
	
	Name:
	

	Address:
	
	Address:
	

	
	
	
	

	Postcode:
	
	Postcode:
	

	Email Address:
	
	Email Address:
	

	Contact No:
	
	Contact No:
	


The College reserves the right to contact previous employers relating to employment with Children/Vulnerable Adults.

Please note: Referees will not be contacted until after interviews have taken place

	EMPLOYMENT HISTORY – PRESENT POST



	

	Employer Name:
	
	Period of Notice:
	

	
	
	
	

	Employer Address:
	
	Salary/Wage:
	

	
	
	
	

	
	
	Job Dept/Location:
	

	
	
	
	

	
	
	Start Date:
	

	
	
	
	

	Job Title:
	
	Reason for Leaving:
	

	
	
	
	

	Principle Duties of Present Post:

	

	

	

	

	

	

	

	EMPLOYMENT HISTORY – PREVIOUS POSTS



	

	Please list all your previous posts beginning with the most recent including periods out of employment and any training.



	Name and Address

of Employer
	Period of Employment
	Reason for Leaving
	Position/Grade and Duties

	
	From

(dd/mm/yy)
	To

(dd/mm/yy)
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	DRIVING/TRANSPORT



	

	Do you hold a current full driving licence valid in the UK? 

	
	Yes
	
	No

	If required, do you have access to a car, or a form of transport which will enable you to undertake the duties of the post?
	
	Yes
	
	No

	

	

	INTERVIEW/ASSESSMENT ARRANGEMENTS



	

	Do you have any disability which would require special 

arrangements to be made if invited for assessment/interview?
	
	Yes
	
	No

	

	Please give any dates you are unavailable for interview/assessment (this is for information only and the College is not obliged to take this into consideration when making arrangements)



	

	CHECKLIST



	Have you completed the following:

· Part A of the Application Form

· Part B of Application Form

· Equal Opportunities Monitoring Questionnaire



	DECLARATION



	I certify that the information supplied by me in Parts A and B of this application is accurate and correct.  If appointed and at any later date it is found to be incorrect or false, disciplinary action will be taken and I could be dismissed.

· I understand that prior to appointment the College must have satisfactory references, health assessment and POCVA checks and I agree to any necessary enquiries being made

· I will  show formal identification  and evidence of qualifications if required

· I understand that canvassing will disqualify me from the selection process for this

            post

· I authorise Line Management to access my contact details if necessary



	Signature of applicant:
	
	Date:
	

	

	

	Please indicate how you became aware of this vacancy:

	

	Belfast Telegraph
	
	Nijobs.com
	
	Internal College Trawl
	

	
	
	
	

	SERC Website
	
	Other, please specify:
	

	
	
	
	


	EQUAL OPPORTUNITITES MONITORING QUESTIONNAIRE



The information we provide will be treated as confidential. This monitoring form must be returned with your application

1
FAIR EMPLOYMENT MONITORING
SERC has a legal duty to community background under the Fair Employment and Treatment (NI) Order 1998.  Regardless of whether we practice our religion, most of us in Northern Ireland are seen as belonging to either the Protestant or Roman Catholic Community.  We are therefore asking you to indicate your community background by ticking the appropriate box below.


I am a member of the Protestant Community



I am a member of the Roman Catholic Community




I am a member of neither the Protestant or Roman Catholic Community


2
GENDER

Male



Female

3
AGE


Day 

        Month 

            Year

4
MARITAL STATUS
 (Please tick only one box to reflect your current status)





Single



Married





(Never Married)

           (First Marriage)






Widowed


Divorced





Re-Married


Separated









(But still Legally Married)

5
POLITICAL  OPINION



Unionist
   

 Nationalist
                 Other


6
RACIAL GROUP




Bangladeshi


Irish Traveller

Black   African



Mixed Ethnic Group  

Black Caribbean

Pakistani



Black Other


White



Chinese


Indian



Any other Ethnic Group 

7
DISABILITY

Under the Disability Discrimination Act 1995 a person is considered to have a disability if he/she has a physical or mental impairment which has a substantial and long term adverse effect on the individual’s ability to carry out normal day to day activities.



Do you consider that you have such a disability?
Yes

   

No

If “YES” please indicate the nature of your disability by ticking the appropriate box(s)


Mobility




Speech







Vision





Dexterity/Co-Ordination



Psychiatric/Mental



Learning

Hearing 




Other Please Specify      

8
SEXUAL ORIENTATION

Under the Employment Equality (Sexual Orientation) Regulations (NI) 2003 sexual

orientation means a sexual orientation towards:

Persons of the same sex (this covers gay men and lesbians)

Persons of the opposite sex (this covers heterosexual men and women)

Persons of both sexes (this covers bisexual men & women)

In relation to the above definition please indicate your sexual orientation by ticking the appropriate box below


Heterosexual



Lesbian


Bisexual


Gay




I do not wish to answer this question 

9
DEPENDENTS


Do you look after, or give help or support to:

Family members, friends, neighbours or dependents because of a long term physical or mental health problem or an issue related to old age











Yes                  No
No


Dependents as regards young people/children?


Yes

No

NATIONAL INSURANCE NUMBER  

THANK YOU FOR YOUR CO-OPERATION.  THIS INFORMATION IS COLLECTED FOR THE PURPOSES OF SECTION 75 OF THE NORTHERN IRELAND ACT 1988


OFFICE USE ONLY

       



Monitoring Ref:
S127/09 -




SOUTH EASTERN REGIONAL COLLEGE

	Application for post of:
	Learning Resource Centre Assistant
	Applicant No:
	S127/09 -


The short listing will be based solely on the information you supply in this part.

APPLICATION FORM - PART B

	ESSENTIAL CRITERION 1




Do you hold 5 GCSE’s, grades A-C, including English or equivalent?
Yes/No

Please give exact details below, including dates:

	Full Title of Qualification 
	Level eg GCSE / RSA Stage 2 / OCR Intermediate etc
	Date Awarded 
	Awarding Body
	Grade

	
	
	
	
	


	ESSENTIAL CRITERION 2




Do you have a level 2 ICT qualifications e.g. ECDL, CLAIT Advanced or Word Processing Stage 2 Parts 1 & 2.

OR

2 years experience working in a library including use of:

A computerised library management system and

The internet and electronic databases

Yes/No

Please give exact details below, including dates:
	

	


	ESSENTIAL CRITERION 3




Can you demonstrate experience providing administrative support in an office environment?
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