

                             

[image: Norfolk County Council Logo]
Job description and Person Specification

Relief Mobile Library Driver/Assistant - LGV


	Department 
	Community and Environmental Services

	Service 
	Norfolk Library & Information Service (NLIS)

	Grade
	E

	Reports to
	Mobile Library Manager or Library Branch Manager

	Responsible for 
	Library Assistants

	Job reference
	9777



	Job Purpose – 


	The role of a Mobile Library Driver/Assistant is varied. The majority of this job involves driving a mobile library to mainly rural communities to provide library and information services. The role includes administration of the Mobile Library service. 

The mobile libraries serve a wide range of communities with differing needs, so the ability to get on with a wide cross section of people face to face is really important.

The purpose of the role is to deliver an efficient and effective library service to the people of Norfolk, to enable them to access information and enjoy reading and learning in a safe and welcoming environment.  


	Context – 


	Mobile Libraries are safe and welcoming public spaces used by people of all ages, backgrounds, experience and abilities. Libraries are at the heart of the community. Libraries and library workers make a real difference. 

Everyone in NLIS has a role and responsibility in helping the service achieve its mission of supporting reading and learning for everyone and to help it achieve its aims of promoting literacy and an enjoyment of reading, providing information for life, encouraging lifelong learning and supporting local communities. It achieves this by using outcome-based planning and evaluation.




	Accountabilities - 

	Ensuring the safety, security and maintenance of the building and vehicles, information systems, fittings and equipment.  To report defects.  To be responsible for own safety, of other staff, and any member of the public who may be affected by your acts and omissions at work and to drive any NCC vehicle within the law.
Ensure any vehicle operated is in a roadworthy condition. Ensure daily vehicle checks are carried out in line with transport law and council policy and that any defects are reported, in line with procedures.


	To promote the mobile library service appropriately, to both current and potential users of the service and to deal with all customers in a courteous and helpful manner.


	To contribute to the effectiveness of the service through positive support and joint working with colleagues throughout the County and to communicate effectively with staff at the library and within partner organisation, and with other parts of the service.
Ensure the collection of stock (books, audio tapes and CDs, DVDs etc) on the mobile library is balanced and well maintained.


	To administer the Mobile Library service and to be responsible for the routine operation of the department in line with policies and procedures and to assume responsibility for the routine operation of the service in the absence of the manager. 


	To provide accurate and timely information.


	To operate secure financial procedures.


	Assist with departmental projects




	Person Specification


	Qualifications:

	Essential
	Desirable

	· Good level of general education (GCSE or equivalent) 
· A clean C class driving licence
· A current Drivers Certificate of Professional Competence

	· An Information Technology (IT) qualification. For example ECDL (European Computer Driving Licence)


	Knowledge/Experience:

	Essential 
	Desirable 

	· Experience of  working face to face with people in sometimes difficult situations 
· Three years commercial driving experience
· Working on your own in a challenging situation
· Ability to use a map and follow route instructions.
· Ability to read and write English legibly
· Basic arithmetic skills
· Ability to undertake vehicle daily checks and basic maintenance.

	
· Experience of engaging socially excluded individuals in reading and learning 
· Supervise routine operations of a department / service (in the absence of the manager)


	Skills:

	Essential
	Desirable

	· Computer and Keyboard skills
(Microsoft packages)
· Demonstrate excellent customer
service skills.

	· Administrative skills including data entry, filing and money and record reconciliation





	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 


	The role involves driving a large goods vehicle, so a full C class licence is required (please note a C1 category licence is not sufficient for this post)

The role also involves loading & unloading the vehicle, working outside, making deliveries to customers at home and working alone. 

The attendance times of the role may alter from week to week based on the needs of the service. It is not a flexitime post.  




	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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