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Post:    Assistant Librarian 

Grade:   Senior Clerical Officer 

Pay Scale:    £15,570 - £16,991, NJC points 14 - 17 

Hours:   To Be Confirmed 

Location: The postholder will be based at a public service point.  He/she is 
required to work a pattern comprising a mix of mornings, 
afternoons and evening shifts.  This will include Saturday work.  
The postholder may be required to work alone at a service point.  
The postholder will also be required to work at any other service 
point including mobile libraries from time to time to provide 
emergency staff cover or for training purposes, in particular other 
libraries within Ballymena District Council Area (Ballymena, 
Broughshane, Portglenone and Kells & Connor Libraries). 

Responsible to:  Branch Library Manager 

Job Purpose: Under the direction of the line manager the postholder will assist in 
the delivery of all library services.  He/She will be a member of a 
team of front-line staff providing library services to meet the 
learning, information, leisure and cultural needs of the local 
community. 

 
Main Duties and Responsibilities: 
 
Core services to clients 
 
Under the direction of the line manager: 
 

1. Assist clients to make best use of services and facilities through: 
 

• Handling client enquiries using print and electronic resources (eg books, CD ROM 
and the Internet) 

• Processing requests 
• Helping clients to select and use all library resources and facilities 
• Introducing and explaining library services, rules and regulation to new and existing 

clients and operating Libraries NI complaints procedure 
• Registering client
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2. Assist with the routine delivery of the programme of promotional 
activities to include school class visits, storytime, user education 
events, special initiatives etc 

 
3. Assist with the day to day routine procedures and the delivery of client 

focussed library services in the areas of learning, information, leisure 
and culture to include: 

 
• Shelving, tidying, maintaining books and other resources 
• Circulation eg: issue, discharge, and renewal procedures for all 

resources 
• Operation of information communication technology relevant to the 

post 
 

4. Assist with collation of statistics and maintenance of appropriate 
records as required 

 
5. Play an active role within the team in ensuring that all services are 

provided to consistently high standards and comply with current library 
policy and procedures 

 
6. Provide the first response to comments and complaints from the public 

within the guidelines of the Library Services complaint procedure 
 
Staff Development 
 

1. Attend and participate in training and staff development programmes in 
compliance with Libraries NI Staff Development Policy, including staff 
Appraisal 
 

2. Co-operate as required in the introduction, development and operation 
of any Information Communications Technology relevant to the grade 

 
3. Keep abreast of initiatives and developments within the library service 

 
4. Contribute to the delivery of training on routine aspects of Public 

Service Point work 
 
Premises and Facilities 
 

1. Under the direction of the line manager 
 

2. Assist with the maintenance of an orderly, safe and welcoming 
environment for clients and colleagues in accordance with Libraries NI 
Health and Safety policy 

 
3. Assist the line manager to ensure that all equipment is handled with 

care, maintained according to Libraries NI policy, properly secured and 
that the service point inventory is accurate and up to date 
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4. Contribute as required to the opening and securing of premises and 
report any problems to the appropriate Senior Officer 

 
5. Implement Libraries NI policy relating to library charges 

 
6. Assist with the daily, weekly and monthly completion of standard forms 

and banking routines in accordance with Libraries NI policy 
 

7. Any other duties relevant to the grade as may be reasonably required 
by the Chief Librarian or his/her designated officer from time to time. 
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JOB DESCRIPTION 

 
Job Title: Branch Library Manager. Temporary post initially 

until April 2011 (subject to review or earlier 
termination if so determined by Libraries NI). 

  
Grade:   Executive Officer  
 
Salary:   £17,161 - £21,519 (NJC 18-25) (pro-rata) 
 
Hours :   20 hours per week 
 
Department:   Library Service 
 
Location:   Whitehead Branch Library 
 

The postholder will be based at Whitehead Branch 
Library. He/she will be required to work a rota 
comprising a mix of mornings, afternoons and 
evening shifts.  This rota may be changed to meet 
the needs of Libraries NI.  This will include 
Saturday work.  The postholder may be required to 
work alone at a service point.  The postholder will 
also be required to work at any other service point 
from time to time to provide staff cover or for 
training purposes. 

Responsible to:  Line Manager  
      
Responsible for: Up to a maximum of 15 staff (in some 

circumstances the supervision will be shared) 
comprising: 

- Senior Library Assistant/s 
- Library Assistants 
- Library Patrol Assistants 
- Cleaner/Porter/Security Person 

 
Job Purpose: Under the direction of the Line Manager to 

supervise the service points on a day-to-day basis 
and provide direct services to the public.  To assist 
the professional librarians in the development of 
the service to meet the learning, information, 
leisure and cultural needs of the local community   

 
MAIN DUTIES AND RESPONSIBILITIES 
 
Core services to clients  
  
Under the direction of the Appropriate Line Manager: 
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• Ensure that all services are provided to consistently high standards and 
comply with current library policy and procedures with particular 
emphasis on: 

a. The operation of the circulation system appropriate to the 
service point; 

b. Client care; 
c. Assisting clients to make best use of the library service; 
d. Providing an efficient and effective request service; 
e. Assisting clients with reference and information enquiries; 
f. Providing advice and assistance on library resources within or 

without the service. 
 

• Under the direction of the relevant Officers ensure that the service is  
developed effectively for all client groups in the community e.g. 
children, adults, elderly people, people with disabilities etc through 
activities to promote library materials/services, reading and literacy to 
the above client groups. 
 

• Under the direction of the appropriate officer ensure that clients have 
access to a suitable range of resources which meets their needs in line 
with the stock policy and that resources are maintained in good 
condition and arranged according to stock policy and agreed 
procedures. 

 
• Supervise the day to day delivery and routine procedures of client-

focused library services in the areas of learning, information, leisure 
and culture. 

 
• Ensure that statistics and file systems are maintained as required. 

 
• Assist the appropriate Officer/s in promoting and marketing the library 

as the hub of learning, information, leisure and culture in the local 
community and take responsibility for routine aspects of:   

 
a. maintaining and developing community information; 
b. updating information relating to community profile; 
c. maintaining contacts with local community groups/agencies who 

use library premises as out centres or for courses, meetings, 
exhibitions etc; 

d. managing the branch ‘what’s on’ diary. 
 
• Provide the first response to comments and complaints from the public 

within the guidelines of the Library Services complaint procedure.  
 

Staff Management 
 

• Manage, supervise and appraise the senior library assistant/s, library 
assistants and ancillary staff at the service point.  
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• Ensure the service point functions effectively by operating the timetable 

and duty rota.  
 

• Ensure time-sheets are completed and returned accurately and on 
time.  

 
• Lead and motivate the senior library assistant/s and library assistants 

to encourage maximum performance and provide appropriate 
opportunities for communication. 

 
• Supervise the work of senior library assistant/s and library assistants to 

ensure consistently high standards are maintained: 
a. staff performance (including attendance, timekeeping etc); 
b. staff morale; 
c. staff welfare. 

 
• Assist relevant officers in identifying the training needs of staff and 

provide on site refresher and induction training for library assistants on 
routine aspects of branch library work in line with library service 
policies. 

 
• Maintain current awareness on library matters through: reading the 

relevant literature. 
 

• Attendance and participation in relevant courses, conferences/etc in 
compliance with the Board's Staff Development Policy, including Staff 
Appraisal. 

Premises and Administration 
 

• Ensure the routine maintenance of library premises, maintain files and 
records as required and refer any problems which cannot be dealt with 
locally to the appropriate officer.  

 
• Ensure that appropriate action is taken to comply with Health and 

Safety requirements for the benefit of staff and clients. Notify the 
appropriate officer of any major issues promptly. 

 
• Ensure that financial procedures and record keeping adhere to 

Libraries NI Finance policy. 
 
• Supervise all clerical/electronic functions at the service point. 
 
• Ensure adequate stationery and cleaning supplies for the service point 

from administration Department on a regular basis. 
 
• Where appropriate, act as duty officer while on the premises and 

ensure that a duty officer rota is in place for all hours when the library is 
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open to the public.  Ensure that the duty officer secures the building 
and its contents and that all staff is briefed in dealing with emergencies. 

 
• Ensure that a booking system for facilities used by community groups 

is in place. 
 
• Ensure that all equipment is handled with care, maintained according 

to Board policy, properly secured and that the service point inventory is 
accurate and up- to- date. 

 
• Ensure that library guiding, signage and publicity materials are well 

maintained and replaced as required. 
 
• Ensure that the library is cleaned to a satisfactory standard and notify 

appropriate officer of cleaning problems. 
 
• Ensure that the library environment is safe, comfortable and welcoming 

for clients. 
 
• Any other duties relevant to the grade as required by the Director’s or 

his/her designated officer from time to time. 
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BELFAST EDUCATION AND LIBRARY BOARD 
 
The Belfast Education and Library Board under the provisions of the 

Education and  
Libraries (Northern Ireland) Orders, is responsible for providing an education 

and  
library service, including a youth service, in the Belfast area.  The area has a 
population of approximately 277,000.  The number of pupils in attendance at 

school in  
the board’s area is approximately 64,500. 
 

JOB DESCRIPTION 
 
POST:  Clerical Officers (with word processing duties) 
 
LOCATION:  Various Departments and Outcentres 
  Board Headquarters 
  40 Academy Street 
  BELFAST 
  BT1 2NQ 
 
RESPONSIBLE TO:   Line Manager 
 
REQUIREMENTS: Applicants must hold a minimum of OCR (formerly RSA)  

Intermediate Typewriting (parts 1 & 2) or equivalent  
examination qualifications or OCR Intermediate Word Processing  
(parts 1 & 2) AND 4 GCE ‘O’ level or GCSE passes (grades A, B 

or C)  
or equivalent or higher examination qualifications.   

 
Suitable applicants who are not appointed to 
immediate vacancies will be placed on a reserve 
list which will remain valid for one year and may be 
offered appointments (temporary and permanent) 
at the discretion of the board during that period.    

 
Preference may be given to those applicants with 
previous relevant administration experience. 

  
DUTIES:  As attached 
  
HOURS:  per week 
 
SALARY:   
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BELFAST EDUCATION AND LIBRARY BOARD 
 

CLERICAL OFFICERS (with word processing duties) 
 

Board Headquarters - various departments 
 
The person most likely to fill this position will be required to: 
 

1. have good written and oral communication skills; 
 
2. have a specific ability to use IT and other office equipment; 

 
3. meet specified output criteria; 

 
4. work alone and/or as a member of a team and with staff at all levels 

within the organisation. 
 
He/she must also have a flexible approach to work and be prepared to work in 
any section within headquarters departments. 
 
Main Purpose of the Job 
 
To carry out the general routine duties and procedures required to provide 
clerical and administrative support within a section of the headquarters and 
related departments of the Belfast Education and Library Board. 
 
Major Duties and Responsibilities 
 
To provide typing, keyboard and computer services and carry out routine 
clerical and administrative tasks, as directed, including basic customer 
service. 
 
The specific responsibilities and activities will depend on the particular 
location of a post. 
 
Examples of general responsibilities and activities of the posts: 
 

1. Keyboard and I.T. service 
 

Typewriting 
Word Processing 
Data input and extraction 
 

2. General Clerical and Administrative Service 
 

Maintaining files and filing systems 
Photocopying 
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Processing mail 
Maintaining records associated with office stationery and equipment 
stores 
Operating office equipment 
Booking facilities 
Keeping diaries 
Arranging meetings, preparing meeting rooms and providing hospitality 
Collecting and processing information/data 
Making calculations 
Writing and processing orders 
Preparing and Despatching accounts 
Compiling statistics 
Handling petty cash 
Making bank lodgements 
Operating a till. 
 

3. Customer Service 
 

Reception duties 
Telephone duties 
Counter duties 

 
*  Please note various locations and outcentres include Mountcollyer 
Technology Centre, Ulidia Resource Centre, School of Music and 
Libraries Service. 
 
Late application forms will not be accepted under any circumstances. 
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Job Description 

 
Post: Business Manager  
 
Salary Range: NJC Points 58 – 61 £48,800 - £51,352 per annum  
 
 The postholder will be employed on NJC Terms and 

Conditions. 
 
Responsible to: Director of Planning and Performance or Director of Service 

Delivery (depending on the geographical area). 
  
Hours: The normal hours of work are 36 hours per week, Monday – 

Friday.  The postholder may be required to work outside these 
hours, including some evenings and occasional weekends, for 
which no additional remuneration will be paid.   

 
Responsible for: 1. Library services in a geographical area;   

2. The development, implementation, monitoring and 
evaluation of policy across the Northern Ireland Library 
Authority in relation to a key service priority; 

3. The co-ordination of specialist team(s) working across N 
Ireland;  

4. Staff in a geographical area and designated specialist staff 
relating to a service priority: and 

5. The efficient and effective use of resources. 
 
Location: Postholders will be based in the geographical area for which 

they are responsible, but will be expected to travel throughout 
Northern Ireland and may be required to spend a proportion of 
their time at the Headquarters of the Northern Ireland Library 
Authority. 

 
Job Purpose: The 4 Business Manager posts are at 3rd tier level within the 

Northern Ireland Library Authority.  They will be expected to 
make a substantial contribution to the development and 
implementation of NILA’s corporate strategy and to work with 
the NILA Board and such Committees as it may establish.  

 
 One Business Manager will be located in each of the 

geographical areas and will be responsible for the delivery of 
high quality, effective and efficient library services in that area.  
He/she will be the budgetholder for services within the 
geographical area and will be expected to promote efficiency 
and effectiveness throughout those services.  He/she will be 
required to work closely with a wide range of stakeholders and 
to engender sound and productive internal and external 
relationships in support of NILA’s business.   
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Each Business Manager will also be responsible for the 
development and delivery of policy in relation to a key service 
priority and will be required to co-ordinate team(s) across N 
Ireland specialising in work associated with the key service 
priority.  Business Managers will be expected to work 
collaboratively to ensure that library services province-wide 
develop in a consistent and coherent manner in line with 
NILA’s aims and objectives.  
The postholder will be a member of NILA’s Senior Leadership 
Team and as such will contribute to the corporate leadership 
and direction of NILA.   
 

Key Roles and Responsibilities 
 
Business Area 
 
1. Lead and manage the delivery of effective public library services in a 

designated Business Area in line with NILA’s vision, aims and objectives, 
ensuring that services meet statutory requirements and are relevant to the 
needs of local communities. 

 
2. Develop and implement a costed Service Plan for the Business Area which is 

in line with the NILA Corporate and Business Plan and which incorporates 
agreed Departmental targets and performance indicators; monitor progress 
against the Plan and take necessary action where appropriate to bring about 
improvements.  

 
3. Manage and direct the work of staff in the Business Area, ensuring 

appropriate levels of delegation of responsibility and accountability and the 
establishment of clear standards and targets for performance. 

 
4. Ensure that the skills, competencies and knowledge of staff within the 

Business Area are developed to support service priorities. 
 

5. Be the budgetholder for services within the Business Area, ensuring that 
resources are deployed in pursuance of NILA’s objectives and be 
accountable for effective financial monitoring and control. 
 

6. Ensure the provision of professional library expertise in all capital 
development programmes in the Business Area. 

 
7. Lead and manage processes for ensuring continuous improvement in 

services and ensure that they are embedded in the Business Area. 
 
8. Lead and manage processes for consulting and communicating with both 

current service users and those not engaging with the service to ensure the 
development and delivery of customer-focused services that are responsive 
to community needs and achieve a high level of customer satisfaction. 

 
9. Lead and manage processes to engage with statutory, voluntary and 

community organisations in the Business Area to enhance the services 
available for the people of the area. 
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10. Represent NILA’s interests on Local Strategic Partnerships and other 
community planning forums.  

 
11. Ensure that services provided in the Business Area demonstrate NILA’s 

commitment to the promotion of equality, inclusion and diversity and that 
policy in this area is actively implemented and developed.  
 

12. Lead the development and implementation of risk management strategies 
within the Business Area and ensure the maintenance of relevant Risk 
Registers. 

 
 
 
Key Service Priority 
 
Work collaboratively with other senior officers of NILA to advance the vision, aims 
and policy objectives of NILA. 
 
1. Lead the development of policy in relation to a key service priority ensuring 

that the policy is evidence-based and in line with NILA’s strategic direction, 
corporate culture and statutory obligations. 

 
2. Advise and support the NILA Board and its committees on the formulation, 

development and implementation of policy. 
 
3. Manage and direct the work of designated specialist staff relating to the key 

service priority, ensuring appropriate levels of delegation of responsibility and 
accountability and the establishment of clear standards and targets for 
performance. 

 
4. Co-ordinate the work of specialist teams.  
 
5. Be the budget holder for specialist budgets associated with the key service 

priority. 
 
6. Facilitate effective consultation on policy, including equality screening and 

equality impact assessments. 
 
7. Develop relevant and timely implementation plans; monitor, review and 

evaluate policy implementation and use the information to inform future 
developments. 

 
This job description is intended to indicate the broad range of responsibilities and 
requirements of the post.  It is neither exhaustive nor prescriptive.  NILA reserves the 
right, in consultation with the postholder, to amend the job description to meet the 
changing needs of the organisation. 
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LIBRARIES NI  
 

JOB DESCRIPTION 
 
Job Title:  Area Manager 
 
Grade:  Assistant Principal Officer  
 
Salary:  £35,430 to £38,042 (NJC points 42-45) 
 
Location: To be agreed within the relevant geographical area of 

responsibility within the Business Area. 
 
Responsible to: Operational Manager 

 
Responsible for: 

1. All library operations to meet the business/service plan in 
an identified geographical area e.g. new council area 

2. Implementation, including monitoring, of a specific policy 
for their identified geographical area  

3. Consultation and advocacy with customers (including 
potential customers) and stakeholders to maximise 
membership and use of the service in their identified 
geographical area 

4. Ensuring the provision of high quality customer service 
and support in their identified geographical area 

5. Staff management and development in a designated 
geographical area e.g. new council area 

6. The efficient and effective use of resources 
 
Hours: The normal hours of work are 36 hours per week, 

Monday – Friday.  The post holder may be required to 
work outside these hours, including some evenings and 
occasional weekends, for which no additional 
remuneration will be paid.   

 
Job Purpose: There are 12 Area Manager posts at 5th tier level within 

Libraries NI. They will be responsible for the 
implementation of services as determined by the Libraries 
NI Corporate Strategy. 
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Area Managers will be expected to lead the delivery of 
high quality, effective and efficient library services within 
a designated area (e.g. new council area).  They will also 
make a substantial contribution to the development and 
delivery of functional specialisms. The job description is 
generic and it is anticipated will allow for staff to be 
interchangeable i.e. moved from area to area or the 
defined geographical area to be changed to meet the 
needs of the service. 

 
Area Managers will work collaboratively with other staff 
including specialist team leaders /teams of specialist staff 
to ensure that the library service is delivered consistently 
to support the key service priorities:  

 
• Support for Learning 
• Cultural and Creative Development 
• Heritage and Digitisation  
• Information Services 

 
 
Functional Links 
with:  Board Members, the Senior Management Team, the 

Senior Team, the Department of Culture Arts and 
Leisure, a wide range of stakeholders, customers, 
potential partners and funders. 

 
 
 
 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 
KEY RESPONSIBILITIES 
 
Under the direction of the Operational Manager 
 
 
Policy formulation and Implementation 
 
1. Contribute to a specific area of policy implementation for functional 

areas, e.g. child protection and provision for identified targeted groups. 
 
2. Take responsibility for the implementation of delivery of effective library 

services in a geographical area (e.g. new council area maximum 15 
service points) in line with Libraries NI’s vision, aims and objectives 
and service delivery policies. 

 
3. Contribute to the development of a Business Area Service plan. Ensure 

the implementation monitoring and review of the plan service standards 
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in line with Libraries NI’s Corporate and Business Plans, service 
standards and performance indicators. 

 
4. Contribute as required to the wider development of Libraries NI’s 

Service Plans and procedures. 
 
5. Lead on identified projects, areas developing appropriate staffing 

structures, project plans and implementing and evaluating as required. 
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Staff Management and Development 
 
Under the direction of the Operational Manager 
 
1. Head a team and direct the work of staff within the identified 

geographical area: 
  
• Recruit, train, motivate, appraise and discipline staff 
• Plan and co-ordinate the work of staff 
• Manage the performance of the unit 
• Monitor adherence to service delivery procedures and public 

accountability requirements and take appropriate action 
• Ensure that all health and safety procedures are operated within 

the unit 
 
2 Monitor the skills, competencies and knowledge of staff and ensure 

they support service priorities. Contribute to the development of 
training programmes to meet existing and new needs and deliver as 
appropriate. 

 
3.  Ensure Libraries NI Communications Strategy is implemented. 
 

 
Service Delivery 
 
Under the direction of the Operational Manager 
 
1. Provide high quality customer service throughout the identified 

geographical area ensuring that services meet statutory requirements 
and are relevant to local communities: 

 
• Adhere to service standards and Customer Care procedures; 

monitor and evaluate service delivery 
• Ensure that the Libraries NI Marketing Strategy is implemented  
• Support customers of all ages to become independent learners 
• Promote access to information services 
• Promote and implement reader development, visual and oral 

arts initiatives   
• Provide access to local cultural heritage resources and support 
• Identify and advise on areas for improvement 
• Maintain service at all times. 

 
2. Consult with users and non-users to ensure that the development and 

delivery of customer-focused services are responsive to community 
needs and achieve a high level of customer satisfaction. 

 
3. Represent Libraries NI on appropriate working groups, interagency 

panels, and in meetings with statutory, voluntary and community 
organisations. 
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4. Ensure that services provided in the identified geographical area 

demonstrate Libraries NI’s commitment to the promotion of equality, 
inclusion and diversity and that the policy in this area is actively 
implemented and developed 

 
5. Participate in the community planning process in conjunction with 

statutory, voluntary and community organisations to enhance services 
available in the area and promote equality, inclusion and diversity. 

 
6. Advise the Operational Manager on local developments which could 

provide opportunities for partnership working which meet Libraries NI’s 
Corporate aims. 

 
7. Deliver initiatives on all aspects of building maintenance, refurbishment 

and minor works capital programmes. Act as project leader as required 
in co-operation with relevant Libraries NI departments and outside 
contractors. 

 
8. Contribute to the development, implementation and monitoring of 

appropriate standards for the internal and external library environment 
including health and safety. 

 
9. To maintain awareness of relevant government policies, professional 

developments and recognised standards of good practice and ensure 
that these are reflected in service development, performance 
measurement and benchmarking. 

 
Management of Resources and Systems  
 
Under the direction of the Operational Manager 
 

1. Manage resources in the identified geographical areas eg finance, 
staff, stock, estate, furniture,  equipment and ICT 

 
2. Manage allocated budgets and adhere to financial monitoring and 

control procedures. 
 

3. Monitor all procedures with regard to use of library systems. 
  

4. Carry out risk assessments and maintain relevant Risk Registers. 
 

5. Act as duty officer for the library service as required. 
 
 
This job description is intended to indicate the broad range of responsibilities 
and requirements of the post.  It is neither exhaustive nor prescriptive.  
Libraries NI reserves the right, in consultation with the postholder, to amend 
the job description to meet the changing needs of the organisation. 
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