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LEEDS COMMUNITY HEALTHCARE NHS TRUST
JOB DESCRIPTION

	Job Details

Job Title:


Library Trainee
Banding:


Admin Band 3 

Specialty/Department: 
Community Informatics Department
Reports to:                        Library Services Manager



	Service Description:

This post is part of the Library & Information Services Team within the Community Informatics team at Leeds Community Healthcare NHS Trust.  The team consists of a Library Services Manager, Assistant Librarian and Library Trainee.

The mission of the team is “to enable improvements in patient care, through the provision of a high quality and responsive library and information service, supporting all staff”
The team achieve this through provision of 

· Electronic access to the knowledge base of health and health care 
· Access to full-text electronic journals and electronic books
· Access to, and support in using, evidence-based resources, including administration of NHS OpenAthens accounts
· Literature searching support and training

· Information skills training (including critical appraisal) for groups and individuals

· Current awareness and proactive information services

· Enquiry service

· Document supply service

· City-wide NHS library catalogue (via the www.leedslibraries.nhs.uk website)

The library team provide information support to all members of LCH staff, no matter what their role, plus all staff covered by Service Level Agreements.




Job Purpose

· The post incorporates a wide range of library duties including customer service, maintaining the day to day library processes and procedures, promotion of library services, library project work and providing administrative support to the Library Services Manager and Assistant Librarian.

· This post is particularly suitable for someone committed to a career in librarianship and information work.

Key Responsibilities 
1. Administration

 
Counter Services and promotion of library services

1.1
Provide library counter-services, including the issuing, discharging, renewing and reserving of items using the YorCat library management system.
1.2
Undertake general enquiry work and provide assistance to library customers in the use of all library resources, equipment and IT facilities.
1.3
Assist customers in person or by phone, post or e-mail, giving a timely response and ensuring that a professional image is projected and maintained at all times.
1.4
Maintain the inter-library loans service (obtaining books and journals), including photocopying and downloading journal articles, processing and receipting of requests using inter-library loans software, and maintaining copyright documentation.
1.5
Produce reminders in respect of overdue books and journals and raise invoices for unreturned items.  
1.6
Promote general care of the book-stock, including shelving, shelf tidying, repairing, withdrawing and processing items.
1.7
Assisting with collection management, e.g. de-selection of stock, deletion and amendment of database records at the request of professional library staff, identifying bibliographic details for acquisitions, accessioning and processing new stock items.

1.8
Raise awareness of national/local marketing campaigns by creating displays and ensuring appropriate resources are available.
1.9
Collate and produce analysis of marketing campaigns and produce statistics and reports as appropriate.
1.10
Requisitioning of stock and non-stock items.

1.11
Responsible for equipment (laptops and projectors loaned to users)

Specialist Services & Project Work

1.12
Support the librarians in the delivery of detailed enquiry work, understanding the roles and responsibilities of all members of the team, so that customers can be referred to the appropriate person if required.
1.13
Assist in the preparation of leaflets and library customer guides.
1.14
Assist in the maintenance of the library websites.
1.15
Support the librarians in providing information skills training sessions, including giving an introduction to new users on how to use the library service and providing basic advice and training in use of internet, databases and library catalogues.

1.16
Collect basic usage statistics to contribute to the evaluation of the service.

1.17
Maintain the Library Service in the absence of the Library Services Manager and Assistant Librarian
1.18
Maintain and administer NHS OpenAthens accounts.
1.19
Put forward ideas & new initiatives for improvement and development of the library service within own work area

1.20
Work proactively on a day to day basis within general guidelines, priorities and objectives.
1.21
Undertake any administrative duties or library project work, appropriate to the post, as requested by the librarians.

2. Leadership
2.1. Ensures that a professional service and image is maintained at all times, thereby acting as a role model to all staff.

2.2. Supports a leadership style which is underpinned by strongly held values around equality, diversity and openness; effectively builds and maintains relationships with team members.

2.3. Inspires others to be positive in their support of continuous improvement.

2.4. Ensures that individual objectives are clearly defined within the wider directorate framework and in line with Trust’s objectives, using the appraisal process as a vehicle for this.

2.5. Implements policies and procedures within own service area. Identifies and suggest improvements to benefit the team.

2.6. Ensures the effective and efficient use of resources within their own sphere of responsibility.
2.7. Takes responsibility for their own and others’ health and safety in the working environment. Reporting and investigating incidents on Datix if necessary.

2.8. Prioritises their own workload within agreed objectives deciding when to refer to others as appropriate. 
2.9. Complies with the policies and procedures of the Trust.
3. Learning and Development
3.1. Undertakes any training required to develop or maintain their competence within their service area.
3.2. Evaluates own practice and identifies areas of development by setting appropriate objectives via the appraisal process.

3.3. Contributes to learning opportunities with students, junior staff, new team members and other agencies in order to develop self and others e.g. demonstration of own role.

4. Partnership and Team Working
4.1. Actively works towards developing and maintaining effective working relationships both within and outside the Trust.

4.2. Actively contributes to the multi-disciplinary team, internally and externally, supporting the service user; acting as a credible source of information for other agencies/professionals.
4.3. Fosters and maintains strong links with all Services across the Trust, developing key contact points within Care and Corporate services.
4.4. Explores the potential for collaborative working and takes opportunities to initiate and sustain such relationships.
5. Innovation and Quality
5.1. Works with managers and colleagues to continually improve the quality of services within the overall organisational governance frameworks and corporate objectives.
5.2. Works with managers and colleagues to identify, manage and minimise risks within the overall organisational risk management framework. This includes understanding and applying knowledge of role in safeguarding and incident management.
5.3. Acts as an advocate for service users recognising the boundaries of their knowledge; liaising and referring on to other services / agencies as required.

5.4. Ensures that service user experience is core to all service development gaining support from the appropriate corporate teams as required

In addition to these functions the post holder is expected to:

· In agreement with their line manager carries out such other duties as may be reasonably expected in accordance with the grade of the post.
	Effort Factor Information

	PHYSICAL EFFORT

What physical skills needed in the role require, speed, accuracy, dexterity and or manipulation of objects (includes both clinical and non-clinical posts)?  Please provide specific examples.

Is the post holder required to lift equipment?  If yes, please specify type of equipment, weight (approx kilos) and frequency of the requirement.  Please provide specific examples.
	There is a frequent requirement for sitting in a restricted position for a substantial proportion of the working time.  

Advanced keyboard skills.

Required to lift / move books and journals (max weight 5 kg) on a frequent basis and move library trolley

Occasional physical effort carrying laptop and promotional materials including display stand (max weight 6-8 kg) to meetings and training events held away from work base
Occasional requirement to stand for long periods while delivering training / promoting the service at stand meetings



	MENTAL EFFORT

Describe the amount of concentration required within the day-to-day job.  What is it the employee will have to concentrate on?  Please give examples of how often and for how long this concentration occurs.  Please provide specific examples of when mental effort is required.

Is the post holder required to drive a vehicle?  If so please specify duration and frequency.
	There is a frequent requirement for concentration e.g. dealing with inter-library loans, dealing with Athens accounts.  

There is an unpredictable workload with frequent interruptions (e.g. requests for documents / answering enquiries) which may result in the need to meet tight or urgent deadlines and to reprioritise

The post holder may be required to travel to meetings or events across Leeds.

	EMOTIONAL EFFORT

Does any part of the job require any emotional effort?  What elements of the role expose the employee to emotional effort?
How often does this happen?  Please provide specific examples.  E.g. exposure to child protection issues
	Post holder required to act assertively when dealing with enquiries / requests

Frequent indirect exposure to distressing or emotional circumstances (through distressing images in books and journals, and by carrying out enquiries on topics or conditions of a distressing nature, e.g. in relation to child protection issues).



	WORKING CONDITIONS

Is the post holder required to work in extreme heat or cold, with smells, noise or fumes which are unavoidable, even with the strictest health and safety controls?  Does the post holder work with clients or patients who express aggressive verbal or non-verbal behaviour or similar.  Please describe the requirement and the frequency with which this may occur.
	The employee is exposed to office-working conditions. 

Most of the work of the employee is based around the computer there are some tasks that do not require VDU input.

May encounter occasional exposure to verbal aggression from users of the library service


TERMS AND CONDITIONS OF SERVICE
	Band:
	Band 3

	Hours:
	37.5 hours per week

	Contract:
	Fixed term until 24th November 2025

	Salary:
	£24,071 to £25,674 per annum

	
	New staff will normally be appointed to the minimum of the pay band.  Staff transferring from one post to another in the same pay band within the NHS will enter the band at the same point that they were previously on.    Staff promoted within the NHS will enter the new pay band at the minimum or the first point of the new pay band that gives them an increase in salary. Any previous NHS service will be subject to confirmation by the Payroll Department.

	Annual Leave:
	The annual leave year runs from 1 April to 31 March following.

 The full entitlement being 27 days for a full year and pro rata

for an incomplete year's service. An additional 2 days will be 

awarded after 5 years service plus a further 4 days after 10 

years service. This is in addition to 8 public and statutory days 

holiday.



	NHS Pension:
	The post is pensionable unless you opt out of the scheme or 

are ineligible to join and your remuneration will be subject to 

deduction of contributions in accordance with the National 

Health Service Pension Scheme.  In the event of you not 

wishing to join the scheme you should complete form SD502 

on your commencement date.



	Medical:
	The appointment maybe subject to you completing a declaration of health form, which may lead to a full medical examination upon request.



	Notice:
	Giving notice – you are required to give the Trust 4
weeks written notice of termination of your employment.

Receiving notice – with the exception of ‘Summary Dismissal’ you will be entitled to receive notice of 4 weeks or your statutory notice entitlement whichever is the greater.

Statutory entitlement is:

For staff with more than 4 weeks continuous service, entitlement to notice is 1 week for each year of completed service up to a maximum of 12 weeks.



	PROFESSIONAL REGISTRATION


Where it is a requirement as part of this job role to be registered with a Professional Body, you are required to maintain and update your registration in line with the Trust’s Professional Registration Policy.  
You are required to provide proof of your registration status on your appointment, at renewal of registration or at any other time as requested by the Trust.  It is also a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

It would also be a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

SECTION 11 COMPLIANCE

Safeguarding Children and Vulnerable Adults

All employees are required to act in such a way that at all times safeguards the health and well being of children and vulnerable adults.  Familiarisation with and the adherence to the Trust’s Safeguarding policies is an essential requirement of all employees as is participation in related mandatory/statutory training.

ORGANISATIONAL AND STATUTORY REQUIREMENTS

All employees should understand that it is their personal responsibility to comply with all organisational and statutory requirements, e.g. Health and Safety; Equal Treatment and Diversity; Confidentiality; Infection Prevention and Control.
MENTAL CAPACITY ACT (MCA 2005 CODE OF PRACTICE) 

This Act applies to all persons over the age of 16 who are judged to lack capacity to consent or withhold consent to acts which are considered by health and social care professionals to be in the best interests of their welfare and health. 

The Mental Capacity Act 2005 imposes a legal requirement on health and social care professionals to ‘have regard to’ relevant guidance within the Code of Practice when acting or making decisions on behalf of someone who lacks capacity to make the decision for themselves. Furthermore, they should be able to explain how they had regard to the Code when acting or making decisions. 

Detailed guidance is available in the Mental Capacity Act 2005 Code of Practice http://www.dca.gov.uk/legal-policy/mental-capacity/mca-cp.pdf

NOTE

This job description does form a part of the contract of employment and indicates how that contract should be performed. The job description will be subject to amendment in the light of experience and in consultation with the postholder.   

JOB SHARE

This post is suitable for job sharing and when filled on this basis will attract all normal terms and conditions of service outlined above, but on a pro rata basis if appropriate.

SMOKING

The Trust operates a no smoking policy and is smoke free.


LEEDS COMMUNITY HEALTHCARE NHS TRUST 

PERSON SPECIFICATION – Library Trainee
	Attributes
	Essential
	Desirable
	Method of Assessment

	QUALIFICATIONS
& TRAINING
	English & Maths to GCSE level A to C or equivalent qualification / experience. 
Educated to NVQ level 3 level.
Level 2 IT skills i.e. OCR (formerly RSA) or equivalent experience. 
Must be willing to participate in any relevant training identified to develop skills required to carry out duties
	NVQ level 3 library and information services or equivalent qualification / experience
	Application Form

Interview



	EXPERIENCE

	Experience of working in a busy office environment where working to deadlines and multi-tasking is essential.
Experience of working in a customer service environment

Experienced at using the internet and conducting searches.
	Experience of working in a library / information environment or similar setting

Experience of administration work


	Application Form

Interview



	KNOWLEDGE & UNDERSTANDING
	Awareness of data protection, copyright and confidentiality
Willingness to undertake comprehensive on the job training

Willingness to attend CPD events / training as required


	Knowledge of information resources for health
Understanding the role of NHS libraries
	Application Form

Interview



	PRACTICAL & INTELLECTUAL SKILLS
	Ability to organise and plan to meet deadlines and manage time effectively.

Ability to work without direct supervision, prioritising work and acting on own initiative where appropriate; pre-empting problems and working to solve them in an appropriate manner.

Excellent communication skills; written and verbal – articulate, legible and meaningful and able to adjust communication style and content to the audience when dealing with all queries from service users and internal/external bodies.

Competent in the use of Microsoft office packages 
Attention to detail and accuracy
Committed to professional development and the provision of a high quality service

Enthusiasm to contribute towards the development of the library service
	Ability to introduce change to enhance efficiency of the work environment


	Application Form

Interview

Test

	ATTITUDE & BEHAVIOUR
	Sensitive to the needs of others and has an awareness and responsiveness to other peoples feelings and needs

Values differences; regards people as individuals and appreciates the value of diversity in the workplace

Able to work as part of a team, co-operating to work together and in conjunction with others and willing to help and assist wherever possible and appropriate.

Able to develop, establish and maintain positive relationships with others both internal and external to the organisation.

Able to work under pressure, both alone and as part of the team, dealing with peaks and troughs in workload.

Positive attitude to dealing with change; flexible and adaptable,  willing to change and accept change and to explore new ways of doing things and approaches

Highly motivated and reliable

Has a strong degree of personal integrity; able to adhere to standards of conduct based on a sense of right and wrong and be dependable and reliable
Demonstrates values consistent with those of the Trust

Ability and willingness to adopt a flexible approach to work on the occasions it may be required.
	Interested in pursuing a career in the library / information sector

	Application Form

Interview
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