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Disability Service
Library assistant
Job description
The role of a library assistant is to help the student search, retrieve, borrow, return and photocopy materials from the Library.
Person specification
· Library assistants are expected to work in accordance with the ‘Terms of Registration for Educational Support Workers’.
· Excellent interpersonal and communication skills are essential.
· It is a condition of this role that you will familiarise yourself with, and abide by –
The College’s Safety Regulations: Link to the College Safety Regulations 
The College’s Health and Safety Policies:  Link to the College Health and Safety Policies  and may we draw your attention to the college’s Policy on Bullying and Sexual Harassment details of which can be found on the following website: Link to the College’s Policy on Bullying and Sexual Harassment Details  
Please also be familiar with the College Code of Conduct for users of the Trinity College computing facilities: Link to the College Code of Conduct for users of the Trinity College Computing Facilities


Guidelines for Library Assistants
Scheduling 
· Agree a time(s) that you will go to the Library each week.
· Allow the student to plan their study regime around the routine of accessing the Library in your weekly session / regular session.
Reading lists
· Assist the student in searching for texts from their reading lists or references in books/articles.  Some students may find the Library disconcertingly large and may not be at ease using it.
· It may be beneficial to the student to examine their reading list with them as early as possible and identify key texts and texts that may be in high demand, so that provision can be made for the student to access the information (reading early or scanning/photocopying the material).
Accessing and Borrowing Library Texts
· Assist with borrowing, retrieving, returning and carrying of books.
· In some cases, library assistants may borrow books for students but the books will be on loan to the student. 
· Students and library assistants should be aware that some materials will be available in Stacks/Santry and that there may be a delay in accessing these materials. 
· If material has been ordered from Stacks/ Santry which a library assistant will be borrowing on behalf of a student, ensure that the Library sends the electronic notification to the library assistant.
Photocopying, Scanning, Reading
· It is often more convenient to photocopy or scan text rather than carry books.  The student will have a supply of photocopy cards / photocopy credit for this purpose.
· Students may wish to view the texts and then decide on scanning/photocopying requirements and then return them to you with these requests. 
· A library assistant for a student with a visual impairment will have to read chapter summaries, articles and introductions to the student so that they can then decide which ones are to be scanned and stored electronically. Provision will need to be made for where this reading will take place, due to Library regulations with regards to acceptable noise within the Library. 
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