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Librarian Draft Job Description - temporary
 
Job Title – Librarian
Grade / Role – Professional 3A
Reports to – Leadership Development Manager
Section – People Development
Department – People Support Services
 
Job Summary
To provide library information services for all staff, covering a wide scope of learning and information requirements. 

Responsibilities and Duties 
Provide library information services to meet the needs of all areas of learning required across the Service to ensure that all staff have access to relevant information, knowledge, and guidance.  
Manage the library database, EBSCO, BSOL and access to relevant journals effectively to meet the needs of all areas of learning and qualifications.
Ensure that information can be accessed and located quickly and easily to support our staff to develop their practice, self-awareness and knowledge of all areas of work within the Service.  Examples include management and leadership, Fire Safety, Breathing Apparatus and Fire Behaviour research, amongst many other areas.   
Use strong facilitation skills to develop and implement both in-person and virtual programs, workshops, and events to promote learning
Catalogue the Heritage collections housed in Aston - a collection of historical documents, photographs and equipment to ensure the Brigade’s legacy remains visible for future generations. 
Produce reports as required on the library information service use in order to identify trends and patterns for improvement to enable the Library Service to operate efficiently and effectively.
There is also potential to support the People Development Team with administration duties such as managing delegate invites, evaluation and feedback and training resource preparation.
Special Conditions
The role is based at 3 locations: HQ, Oldbury fire station and Aston fire station and will require the ability to travel across the Service, as required.
 
Role Related Skills and Experience
Essential
· Able to effectively communicate with different audiences
· Able to problem solve and use own initiative
· Experienced collaborator and networker, able to work as part of a team effectively
· Experience of arranging events and conferences 
· Experience of effectively managing library information services to meet Service-wide needs.  
· Experienced trainer, able to design and deliver inclusive and interactive training delivery to groups.
· Able to produce comprehensive reports on a range of subjects.
· Experience in providing study skills support and training to groups and individuals

Desirable
· Demonstrable experience of working with the conservation and collation of Heritage collections
 
Qualifications - Essential
· Library qualification – educated to at least L6 Postgraduate Diploma in Library and Information Management

 
Level of DBS Required
Basic DBS required
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