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Job description and Person Specification

Library Manager – Large and multi-site libraries

	Department 
	Norfolk Library and Information Service

	Service 
	Community, Information and Learning 

	Grade
	H

	Reports to
	Locality Manager

	Responsible for 
	Library Assistants

	Job Reference
	10799



	Job Purpose 

	Manage operational front-line library services to create a welcoming environment and ensure that buildings are safe. Engage with local communities through developing partnerships with local groups and organisations - to deliver programmes of activity to support literacy and reading, learning, information, health and digital services in designated library/ies, and the locality where appropriate.


	Context 

	This post is responsible for working across localities to achieve the Council’s priorities. Norfolk County Council has a clear set of priorities based around “Caring for our County”:
· Caring for your money
· Caring for your family
· Caring for your community
· Caring for your health and well being
· Caring for your roads and environment
· Caring for your economy.
This role will put into practice national guidelines for public libraries, reaching out to communities and bringing in new audiences. 




	Accountabilities 

	Manage staff and volunteers to ensure excellent customer service, continuity and resilience.  Lead and model good practice to develop a skilled and knowledgeable team. 


	Develop, deliver, monitor and evaluate programmes of activity that are inclusive to all in libraries.


	Provide a responsive and appropriate service from libraries by understanding the specific needs and issues relevant to the local community.
Promote, market and advocate for library services, including through social media, to reach out and increase engagement across all in the community 


	Promote literacy and reading and ensure the management and promotion of library materials to support customers to read and bring customers into libraries.


	Ensure assisted digital and wider information services are effective and appropriate to customer needs.

	Manage large, complex library buildings with multiple occupants, partners and / or specialist collections, responsible for all processes and ensure smooth access through the Open Library system to welcome library users.  


	Represent and support the work of locality managers, when appropriate.


	Monitor the performance of libraries and teams to ensure targets are met or exceeded.


	HEALTH & SAFETY

Ensure the safety, security and maintenance of the buildings, information systems, fittings and equipment as required by Health & Safety legislation.  Ensure the logging and reporting of defects.  To be responsible for own safety, that of other staff, and any member of the public who may be affected by your acts and omissions at work.

Understand what is meant by safeguarding vulnerable groups and how to raise concerns.

Work with librarians and library staff on relevant risk assessments.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Good people and negotiation skills, to manage, motivate, lead and delegate effectively to more than one team and manage lone workers.

Ability to model excellent customer service to library staff and end users.

Able to communicate well to teams of people and the community librarian team 
 
Initiative and ability to use own judgement and problem solving.

Administrative skills in dealing with processes and meeting deadlines

Flexible approach, a champion of change and a commitment to developing new ways of working. 

Willingness to receive training and deliver training to others

ICT literate, including social media

Management of your own time in an effective and focused way

Able to show leadership and support other library managers
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Management or supervisory experience of teams, including absence and performance management.

Delivering front-line face to face customer services directly to the public

Working to and achieving targets

Developing positive local partnerships that add value

Premises management experience 

Experience of using judgement about where you can be most effective in a role

Understand key developments in the library world, including national and local strategies and initiatives
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
Educated to NVQ Level 2 or equivalent qualifications or level of experience

Evidence of commitment to undertake training and development

Numerical literacy with an awareness of finance/budgets an advantage
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ü


	







ü




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 

	This post is required to undertake business travel, and the post holder is responsible for their own travel arrangements.

Some lifting of materials involved.  Appropriate physical strength to lift and move materials to a limit of 10 kg.

Flexible working pattern when necessary.  Some evening and weekend work.
Some lone working may be required.









	General Information

· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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