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MOUNT ALBERT GRAMMAR SCHOOL

Job Description

Library Assistant
Responsible to:
Director of Finance and Operations
Director of E-Learning
School Librarian
Primary Objectives:
To assist in the day-to-day operations of the school library
Key Tasks:
As directed by the School Librarian/Director of e-Learning/Director of Finance and Operations
· Assisting students and staff to use the library to access textbooks and other library resources.

· Issuing, returning, shelving books and other library resources.

· Issuing, returning and charging loaner device (iPads/laptops)

· Processing, covering, repairing books and other resources.

· Processing withdrawn books and other resources.

· Attending to telephone queries and requests.

· Processing student library cards.

· Installation of displays in the library

· Tidying and shelving library resources.

· Other duties as required

Hours: 
17.5 hours per week, 12.30pm to 4.00pm.  Term time only.
Pay Rate:
This position is graded as Support Staff in Schools Collective Agreement Grade 1
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