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About the Role

The Library Courier provides a high quality, reliable and customer-focused service that is
integral to the effective delivery of Glen Eira Libraries service. The role is responsible for
operating an efficient courier service for the distribution of library materials, resources and
supplies between all library service points, Library Headquarters and other Council locations
as required.

The position exercises independent judgement in planning and prioritising delivery routes,
resolving service issues and responding to customer needs. It also provides effective client
liaison and supports library service delivery, including the collection and delivery of materials
for the Home Library Service. Through the timely pick-up and distribution of resources, the role
contributes to service continuity, equitable access and customer satisfaction across the
library network.

Key Responsibilities

e Plan and complete daily courier deliveries between multiple library branches, service
points and Council locations, adjusting schedules in response to operational demands,
disruptions or urgent requests.

e Ensure items are accurately sorted, packed, loaded, unloaded and delivered according
to operational requirements in a safe and efficient manner.

e Manage the delivery and processing of items for library lockers at offsite locations and
delivery of Recycling Project materials.
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e |dentifyrisks orimprovements in delivery processes and escalate to the Coordinator
Library Operations.

e Proactively liaise with Council’s Fleet Services for any service or repair
requirements

e Deliver library materials to Home Library Service customers in their homes, including
older adults, people with a disability and socially isolated customers using a high level
of judgement, sensitivity and professionalism.

e Proactively report any customer concerns, access issues or welfare matters to the
Home Library Service Librarian or relevant library staff.

e Actas an ambassador for Glen Eira Libraries and Council when interacting
with internal and external customers across library branches or community
locations

e Resolve routine service issues or enquiries and escalate complex or sensitive
matters as required

o Where required, provide support and undertake duties in other library areas to meet the
operational requirements of Glen Eira Libraries and deliver quality customer service to
the community.

o Take responsibility for day-to-day vehicle safety compliance, including hazard
identification related to driving, loading, unloading and lone working

¢ Drive the Council vehicle safely and in accordance with all traffic rules and regulations,
while applying safe manual handling practices and assessing risks in environments such

as residential properties, car parks, and loading zones.
e Actively contribute to Council’'s health and safety culture by reporting vehicle

maintenance or safety issues

Other Duties
e This role may be required to work weekdays, evenings and weekends at any branch of the
library service according to a roster.

Key Selection Criteria

e Current Victorian driver’s license with a safe driving record

e Agood level of physical fitness and understanding of the occupational health and safety
aspects of the role including specific manual handling requirements

o Demonstrated experience in a delivery, courier or logistics role, including working
independently and using sound judgment to manage priorities and solve problems

o Demonstrated experience working with a diverse community requiring discretion and
sensitivity

¢ Ability to work in a fast-paced environment with minimal direction

¢ Ability to identify and communicate service, safety or operational issues to contribute to
continuous improvement

e Good communication and interpersonal skills.

¢ Demonstrated experience with library technology and library management systems, and
a good level of computer literacy, including MS Excel.

Who you will be working with
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e Home Library Service Librarian
e Library Leadership Team
Internal relationships o Glen Eira Libraries staff

e  Other Council staff

e Home library service customers
e GlenEira Libraries customers
e Volunteers

External relationships

e Members of the public

What we are all responsible for

Health, Safety and Wellbeing: We contribute to a workplace that is physically and psychologically safe
for ourselves and others. This includes adhering with relevant policies, procedures, legislation and risk
management practices. We act in accordance with these requirements and contribute to a positive and
proactive safety culture.

Diversity, Equity and Inclusion: We foster an inclusive, respectful, fair and welcoming workplace for all.
Inclusion and belonging are central to our culture and guide how we work together. Every individual has
the right to feel safe, heard, valued and supported. We value diversity and actively create pathways for all
employees to participate, contribute and grow.

Child Safeguarding: We foster a strong child safeguarding culture through the consistent application of
our policies and procedures. We actively uphold these requirements, including our Child Safeguarding
Policy and Child Safeguarding Code of Conduct, to prevent, report and respond to child abuse and harm.

Sustainability: We play an active role in responding to the climate emergency and raising awareness to
support a sustainable, safe and health future for us all. We embed climate change action in everything we
do.

Fraud and Corruption: We contribute protecting Council by adhering to the Risk Management
Framework and Policy, the Fraud and Corruption Policy and Fraud and Corruption Control System.

Local Government requirements

Accountability and Extent of Authority

° The courier is accountable for the safe and efficient delivery of library materials between the
libraries, the town hall and to housebound/isolated people in their homes.

° The courier interacts with all library teams, some Council staff, customers of the library service,
members of the public and home library service customers.

° The nature of the work requires the courier to work independently with minimal supervision. Timely
delivery of library materials between the libraries and the town hall has a significant role in library
operations and customer service.

° Work is carried out according to guidelines and established procedures with discretion required to
manage changes as they arise.

Judgement and Decision Making

° The nature of the role is clearly defined with established procedures. Review and documentation of
procedures is a component of the role.
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o Problem-solving and an original approach are required in relation to both occasional and ongoing
changes to work routine.

o Delivery of home library service is sometimes the only interaction Council has with
housebound/isolated residents, and the courier plays a key service role in contact with these
residents and notification of any concerns regarding their wellbeing to the Home Library Service
Librarian or Library Leadership team.

° The position contribute to service continuity, equitable access and customer satisfaction across the
library network.

o Guidance and advice is always available

Compliance and Conditions of Employment

Conditions of employment are in accordance with Councils policies, procedures and Code of Conduct.

e National Police Check

o Valid working rights within Australia

This role will require e  Pre-employment Health Declaration

the following e Pre-employment Medical Assessment

compliance checks: e Working with Children Check (Employee)

e Drivers License

o \Verification of qualification/s, licence/s and registration




