[image: image1.jpg]GROBY

Community Library



Groby Community Library
Volunteer Library Assistant 
Role Description
· Open and close library according to agreed procedures

· Discharge and checkout books and audio books using the LCC computer system

· Label books to be sent to other libraries and place in grey crate

· Re-shelve books and audio books in the correct place
· Check book drop every shift and ensure books are discharged on the system (amending date to previous day)
· Check and find on-shelf items on the LMS and send on to relevant library

· Welcome customers to the library

· Help to answer any queries customers may have

· Refer to Hub for any queries about the library systems

· Help customers to join the library

· Checkout and discharge jigsaws using the GCL paper system

· Tidy bookshelves and regularly check books to ensure the fiction books and large print are in alphabetical order of author and non-fiction in correct numerical Dewey order
· Ensure paperbacks are shelved as near as possible to alphabetical order of author surname

· Ensure the children's fiction and non-fiction are kept in correct order according to each section
· Check leaflet displays and remove and recycle any out of date leaflets

· Check notice boards and remove any out of date posters

· Keep all areas of the library tidy
· Keep children's toys tidy and wipe with anti-bac wipes when necessary
· Clean keyboards with anti-bac wipes

· Dust library shelves when necessary

· Deal with grey crates when received from LCC

· Deal with stock rotation instructions when received

· Ensure new membership forms are sent to the Hub every week

· Keep the counter area tidy including emptying recycling and rubbish when necessary
· Administer the Summer Reading Challenge according to instructions 
· Identify any tatty or dirty books, label and leave on one side for DR to deal with

· Take in volunteer application forms and pass them to the volunteer coordinator

· Help new volunteers to settle in and support them to follow procedures
