Guildford Grammar School

POSITION DESCRIPTION

Position Title: Library Officer — Hamersley Resource Centre
Date: August 2026

Reports to: Learning Innovation Coach

SLT: Director of Technology

POSITION OVERVIEW

Under supervision of the Director of Technology, the Library Technician will provide para-
professional support in the daily operations of the Hamersley Resource Centre and work
collaboratively with other library staff over both campuses to ensure that we offer a best practice
library and information service to all Guildford Grammar School staff and students. The Library
Technician will contribute mainly towards the operational, audio-visual and technical aspects of
the library and will be strongly focussed upon the day-to-day business of providing on-going, high

quality library services.

KEY RESPONSIBILITIES AND TASKS

These include, but are not limited to:

1.

Library System
1.1 Coordination and maintenance of the library system.
1.2 Produce reports from the system as per Director of Technology requests.

1.3 Provide statistical usage reports as required.

Facilities and Resource Bookings
2.1 Manage and maintain the booking system.
2.2 Make bookings for staff and students.

2.3 Produce reports as required.
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7.

2.4 Coordinate change of timetabled booking times with relevant staff.

Resource Management

3.1 Ordering and receiving resources for the library and school departments.

3.2 Accessioning and cataloguing of school resources.

3.3 Original and copy cataloguing as needed.

3.4 Processing of resources.

3.5 Stock-take library and department teacher text resources on a regular basis and generate
any necessary reports.

3.6 Weeding of collection in consultation with Director of Technology.

3.7 Manage library subscriptions and memberships.

ClickView

4.1 Record programs as requested (including checking for relevant ones when teachers have
asked for videos on a topic.

4.2 Review new additions to the ClickView Library and email departments to highlight relevant

resources for their subjects.

Staff and student instruction
5.1 Staff instruction/training (e.g., use of Oliver app).

5.2 Student instruction (e.g., use of the Oliver app).

Circulation, Inquiries and Shelving

6.1 Assist with general reference inquiries from staff and students.

6.2 General circulation tasks such as borrowing, loans, reservations, etc.
6.3 Shelving and shelf checking.

6.4 Maintenance of Library processes e.g., overdue books, student charges, etc.

Print Services

7.1 Assist staff and students with the use of the printer/photocopier.

General Duties
8.1 Assist with displays, including promotional posters for events in the library and create content

for library digital signage.
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The

8.2 Maintain and order stationery supplies for the library through Hamilton library.

8.3 Equipment maintenance (e,g .book covering machine, laminator, printer/photocopier).

8.4 Assit with the daily operations and report problems via ticketing system in co-operation with
Tech Centre staff as necessary.

8.5 Work with the Tech Centre to improve services originating in the library.

8.6 Keep the library tidy, including cleaning shelves regularly.

8.7 Assist duty teacher at morning and afternoon play, including setting up and packing down
activities.

8.8 Other duties as required by Director of Technology.

REQUIRED COMPETENCIES AND SKILLS

successful applicant must:
Demonstrate a commitment to the Purpose and Values of the School.

Be supportive of the ethos and values of the Anglican tradition of the School.

Approved library qualifications, either tertiary or TAFE

Experience with managing an automated library system.

Highly developed interpersonal and organisational skills.

Flexibility in terms of the role and collaboration with others.

Basic knowledge of Microsoft Office.

Demonstrates an open mindset with innovative and entrepreneurial thinking.
Well-developed interpersonal, communication, presentation, and negotiation skills.
Ability to work as a team member and believe in lifelong learning.

Demonstrate a passion and commitment to the vision and values of GGS.

Committed to striving for continuous improvement and achieving exceptional outcomes.
Demonstrate initiative.

Be reliable and punctual.

Demonstrate high levels of confidentiality.

Cultivate trust, credibility, and honesty.

Demonstrates a respect for and acceptance of difference in students, parents, and staff.
Displays empathy, enthusiasm, commitment, and is highly motivated to contribute.
Possesses a strong work ethic.

Exercises ownership and concern for quality of own work reflected in accuracy, attention to

detail and academic honesty.
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o |s flexible and has an ability to adapt and operate effectively in a challenging and changing
environment.

ESSENTIAL REQUIREMENTS

e Hold current Working with Children Check (or the ability to obtain).
o Have the right to work in Australia.

¢ Provide a current police clearance.

This position description is intended as a guideline to illustrate the main job
responsibilities. It is not intended to be an exhaustive list and may change within the
scope of the role at the Manager’s discretion. Employees may also be required to
undertake other reasonable duties as directed.
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