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ROLE PROFILE

	General Details

	Role
	Librarian Assistant

	Vacancy Number
	VN0163/26

	Department
	Student Support

	Reporting to
	Student Support Manager

	Place of work
	Telford College

	Tenure
	Permanent

	Hours/FTE
	37 hours per week 42 weeks per year

	Salary
	£25,015.10 (£27,401 FTE)

	Terms & Conditions
	Business Support

	DBS
	Enhanced



Our Vision is to be a world class college underpinned by our core values of  ambition, respect and connection

Our Mission is to deliver the highest quality of education and training for our communities.

The Role
The purpose of this role is to:
To support the operational management of the library service, ensuring it provides an academically focused, supportive and organised space. The postholder will help coordinate library services, digital resources, reprographics provision, and deliver study-skills support and academic workshops to enhance learner attainment, independence, and readiness for higher education or employment.

The role will also support wider college activities and events including open evenings, enrolment, results days, transition events, and other cross-college initiatives as required, contributing positively to the wider student experience and college community.


Main Duties and Responsibilities
The successful applicant will be expected to:
Library Operations

· Manage the day-to-day operation of the Library, ensuring a calm, inclusive, and academically focused environment that supports independent learning, study, and student engagement.

Academic Skills & Student Support

· Provide targeted 1:1 and group study-skills support, delivering workshops and interventions that improve academic resilience, independent learning, and learner attainment across sixth-form pathways.




Learning Resources & Digital Provision

· Oversee library resources, digital platforms, and learning materials, ensuring students can effectively access, navigate, and utilise high-quality academic and enrichment resources.

Reprographics

· Manage reprographics requests across the college, producing high-quality printed and learning materials to support curriculum delivery and college operations.
· Operate and maintain printing and finishing equipment including digital printers, booklet makers, laminators, binding machines, and guillotines, ensuring efficient print-job management and timely turnaround through a digital ticketing system.
· Complete finishing work including binding, laminating, trimming, stapling, and booklet production, while monitoring stock levels and consumables across both campuses

Careers Information, Advice & Guidance (CIAG)

· Deliver impartial careers guidance and progression support, including HE, apprenticeships, and employment pathways, through workshops, signposting, and student-centred guidance aligned to Gatsby benchmarks.

Cross-College Collaboration

· Work collaboratively with curriculum, pastoral, SEND, Student Services, Careers, and Learning Resource teams to ensure a consistent and high-quality learner support offer across campuses.

Data, Reporting & Quality Assurance
· Monitor library usage, student engagement, and intervention impact, maintaining accurate records and contributing to reporting, quality assurance, and Ofsted readiness.

Student Engagement & Enrichment

· Promote engagement with library services and lead enrichment activities that support reading, revision, academic progression, and wider student development.

Professional Responsibilities

· Maintain high standards of safeguarding, equality, professionalism, confidentiality, and continuous improvement, contributing positively to the wider college community.

Other Corporate Responsibilities
· Reflect the vision, mission, aims and values of the College.
· Always strive for continuous improvement in your professional practice and delivery of outcomes. 
· Commit to the safeguarding and promotion of the welfare of children, young people and vulnerable adults.
· Participate in the College’s Performance Development Review and engage in continuous professional development.
· Continually improve teaching, learning and assessment through proactive CPD and sharing best practise.
· Support enrolment procedures as appropriate and cover for absent colleagues as appropriate.
· Be compliant with Data Protection Act arrangements and confidentiality.
· Identify the financial, health and safety, equality, safeguarding, confidentiality or other risks associated with the post’s sphere of responsibility and to define and take positive action to manage these risks.
· Carry out such other duties as may reasonably be required from time to time.
This role profile is current as the date shown. It is liable to variation to reflect changes in the role.








PERSON SPECIFICATION


EVIDENCE KEY

	A  =
	Application

	I   =
	Interview

	C =
	Certificate

	Or a combination



	
	Essential
	Desirable
	Evidence

	1. A good standard of formal education with a minimum of 5 GCSEs or equivalent (including Maths and English) grades A-C.)
	✓

	
	

	2. Minimum Level 4 qualification related to education, youth work, libraries or relevant field.
	✓

	
	

	3. Level 6 Diploma in Career Guidance and Development
	
	✓

	

	4. Excellent communication and interpersonal skills and the ability to convey accurate information and respond well to individuals at all levels.
	✓

	
	

	5. Ability to work effectively on your own initiative as well as being part of a team.
	✓
	
	

	6. Confident disposition - able to deal with all levels of staff, contractors and students and be able to deal with challenging situations where necessary.
	✓

	
	

	7. Ability to meet targets and deadlines and be able to respond quickly to the varying needs of the service.
	✓

	
	

	8. Professional approach to duties and presentation. Commitment to working to high standards and providing a quality service.
	✓

	
	

	9. A strong commitment to equality, diversity, inclusion, and promoting equitable opportunities for all learners.
	✓

	
	

	10. Experience delivering academic study‑skills or academic mentoring training
	✓

	
	

	11. Previous experience of working in an educational environment.
	
	✓

	

	12. Knowledge of and the ability to effectively use a variety of software and data management systems including LMS, such as Heritage
	
	✓
	

	13. Knowledge of careers education, information, advice and guidance (CEIAG) frameworks (e.g. Gatsby Foundation Benchmarks)
	✓
	
	

	14. Experience delivering careers-related workshops (e.g. CV writing, progression pathways, HE/apprenticeships)
	

	✓
	

	15. Strong commitment to safeguarding and able to demonstrate student-centred practice
	✓
	
	



            



ADDITIONAL INFORMATION
Conditions of Appointment
All Appointments to the College are subject to:
· Verification of relevant qualifications
· Receipt of references considered suitable by the College
· Verification that you are legally permitted to work in the United Kingdom
· Disclosure & Barring Service (DBS) Checks
The College’s policy is to have an enhanced disclosure check for all posts. As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of trust, the College complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  The College has a written policy on the recruitment of ex-offenders which is available from Human Resources.
Equality and Diversity 
The College is an equal opportunities employer and encourages applications from all sections of the community.
The College welcomes applications from persons with disabilities and will interview any person with a disability who meets the essential criteria for the role as outlined in the person specification.
Safeguarding
The College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment.
Location
The postholder will be required to carry out their duties on the College premises.
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