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Library Assistant
Position Description
[ Directorate Community and Environmental Department Cultural
Services Services
Reports To Library Branch Leader/Library Team | Direct Reports No
Leader
Queensland Local Stream A - Division 2, Section 1 - City of Moreton Bay | Schedule 1,
Government Industry | Administrative, clerical, technical, Certified Agreement | Level 1102

Award - State 2017 -
Stream

professional, community service,
supervisory and managerial
services.

2025 EBA6 Wage
Level

Position Purpose

To provide library customers with positive service experiences and general assistance in their use of
library resources and services and to undertake routine library tasks.

Position Context

Having regard for the varying scope and complexity of work required to be performed by a Library
w Assistant, this position has been approved as a broad-banded position. The intent is to allow the
appointment of team members at an appropriate level based on their professional experience in
comparison to the complexity of the tasks they will manage.

Key Responsibilities and Outcomes

As a Library Assistant you will:

o Undertake routine library duties involving customer service activities including loans, returns,
reservations, memberships, general digital information.

e Serve as the initial point of contact for customers including addressing inquiries and issues to
the best of your ability, while escalating to your supervisor when necessary.

e Support the delivery of library activities and programs at the branch level to achieve positive
outcomes for the community.

o Comply with library service procedures and processes and contribute to a positive and team-
based working environment.
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Decision Making

Budget N/A

Delegations Delegations under the Local Government Act 2009 and as directed and

published in Council’'s Delegation Register

Knowledge & Experience

Well-developed people and interpersonal skills supporting the broader network of Library
service delivery.

Ability to engage constructively with a diverse range of customers in order to meet their needs.

Knowledge and experience in delivery of services in a public library or similar environment.

Success Profile

Library Assistant Level 1 - To perform this role the staff member will bring:

Emerging skills and experience in the delivery of Public Library collections, programs and
information services.

Developing experience providing general customer service assistance through clearly defined
policies and practices; seeking instruction and assistance as required.

The ability to perform clearly defined activities working within clear frameworks and
procedures.

Capability to follow direction whilst working in a fast-paced customer focused environment.

An ability to act responsibly for the timeliness of individual work and use/apply basic numeracy,
written and verbal communication skills.

Support the promotion and preparation of library activities and programs.

Senior Library Assistant Level 2 - To perform this role the staff member will bring:

Demonstrated level of experience and knowledge in delivery of services in a Public Library.

Established level of customer service experience, providing comprehensive services including
loans, returns, reservations, memberships, advising on sound digital information.

An ability to undertake the role under regular supervision and direction.

Solid level of skills and experience in the delivery of Public Library collections, programs,
reference and reader advisory services.

Capability to promote, prepare and deliver library programs and activities, including outreach
events.
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Remuneration and Progression

Positions will be established with a range of Level 1 to Level 2, and team members will be appointed
based on their demonstrated skills and experience commensurate with this framework.

Progression between Levels 1 and 2 will not be automatic. Reviews will be scheduled with each team
member annually. Progression will be assessed on an individual basis with justification provided to the
General Manager for their consideration utilising the Library Assistant Broad Banding Review Form,
referencing the criteria outlined at each Level under this framework.

Qualifications

e Current Confirmed Suitability for Child Related Employment from the Blue Card
Services, Public Safety Business Agency (Working with Children Check).

Note: This position description reflects a summary of the key accountabilities of the position, it is not intended to be an all-
inclusive list of duties, steps and tasks. Leaders may direct team members to perform other duties at their discretion.
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