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Reading Room Assistant

	Job level
	Organisational Support - Level 1
	Reports to
	Acting Librarian

	Directorate
	Institute of Zoology 

	Function
	Science

	Contract 
	Fixed Term Contract – 12 months; part time (3-days per week)
	Location
	Regent’s Park




Responsibility for resources

	Direct line reports
	None
	Responsibility for other resources
	Access to confidential information about employees, Library visitors, Members and Fellows

	Financial resources
	None
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 

To support the Acting Librarian and Archivist in providing Library services to ZSL’s staff, students, Fellows and visitors. Provide Reading Room services and administrative support during Library open days (Tues-Thurs weekly). Handle routine enquiries related to ZSL’s collections, which include modern and historic books, archives, journals in print and digital form, art works and photographs.

Key responsibilities

· Supporting visitors to ZSL’s Library Reading Room, including visitor arrivals and check-in, recording Library use, handling book loans and returns, assisting visitors in making effective use of the Library, explaining the use of the catalogues, keeping the room tidy
· Compiling monthly statistics for monthly and annual reports
· Handling email enquiries; forwarding specialist enquiries to relevant staff members
· Managing registrations on Library and Archives tours
· Liaising with Facilities team
· Supporting the Acting Librarian and Archivist with tours and public engagement
· Managing interlibrary loans and document supply services
· Monitoring stationery supplies and placing orders as necessary
· Re-shelving and fetching library material as required
· Sending out feedback forms and collating feedback
· Providing administration for meetings of the Library and Archives Advisory Board
The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.

Values and behaviours

· Collaborative: creates an engaging environment where people feel comfortable asking for help or support
· Ethical: creates a culture which ensures everyone is treated fairly with dignity and respect
· Impactful: delivers results on time and to the agreed standards
· Inclusive: makes decisions that promote transparency and inclusion
· Innovative: is forward thinking and able to see the broader picture when planning and organising work
· Inspiring: has self-awareness and seeks feedback to better understand own style, approach and impact on team/staff motivation
Person Specification

	Experience


	Essential
	·  Educated to a minimum of A level
·  Interest in a Library, archives, records or information management
·  Experience of working in customer service


	Desirable
	· Experience of working in a library 


	Knowledge and skills


	Essential
	· IT literate with skills in MS office packages and willingness to learn to use other systems, including the Library Management Systems.
· Ability to communicate effectively both verbally and in writing
· Awareness of good customer care and ability to deal with a wide range of stakeholders
· Diplomacy and discretion
· Ability to work as part of the Library team to provide an effective Library and information service
· Attention to detail and accuracy


	Additional requirements


	Essential
	· Ability to lift and carry books and boxes of library materials, push trollies.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)
· To comply with and promote Health and Safety policies and procedures
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