
 

 

 

 

Job description for the post of:    

  

Student Assistant (Library and Learning Services) Casual  

LIB001  

  

Accountable to: Dean of Learning Services  

Responsible to Facilities Co-ordinator  

 

Main purpose of the post  

  

Working within Catalyst, Student Assistants will be involved in ensuring returned 

library stock is processed and returned to the shelves in a timely manner, 

monitoring usage of learning spaces, and signposting students to help and support 

where appropriate.   

  

Duties and responsibilities.  

  

1. To process library stock returned through the self-return machine ensuring it is 

filed on trolleys in accurate numerical order.  

2. To process reservations and stock belonging to other library sites, to process 

and package items for the postal loans service.  

3. To shelve returned and new material in the University Library in accurate 

numerical order.   

4. To shelf tidy library stock to ensure customers can easily locate items on the 

shelves.  

5. To contribute to stock moves and support processes for withdrawing old stock.  

6. To monitor noise and inappropriate use of learning spaces, reporting issues to 

the Helpdesk team.  

7. To contribute to the maintenance of a secure and tidy environment including 

the monitoring and control of student behaviour.  

8. To support the facilities framework within Catalyst including filling MFDs when 

required, and general housekeeping.  

9. As welcome staff to act as first point of contact as users enter Catalyst to 

signpost to Helpdesk or other areas as appropriate 



10. Having an overview of all 3 services within the building, Learning Services, 

Student Services and Careers to ensure correct signposting when required.  

11. To answer basic library enquiries, signposting to Catalyst Helpdesk team where 

suitable.  

12. To collect statistical data and record it electronically.  

13. To participate in User Experience (UX) projects.  

  

  

In addition to the above all staff are required to:  

  

1. Adhere to all Edge Hill’s policies and procedures, including Equal Opportunities 

and Health and Safety & GDPR. 

2. Respect confidentiality: all private information should be kept in strictest 

confidence and not released to unauthorised persons.  

3. Undertake appropriate peer review and training as required.  

4. Demonstrate excellent Customer Care in dealing with all customers 

 

 

 Hours of work: Flexible - up to 15 hours per week  

     Working patterns range between 8am and midnight  

     (Monday to Sunday) 

    Working patterns will be agreed with the successful candidate  
   

Salary Range: £9.00 per hour (Casual Rate) 

  

The post holder will form part of a bank of staff that provides support as required. It is 

expected that the post holder will work flexibly according to the on-going demands of 

the Service.  

Candidates should note that shortlisting will be based on the information provided on 

the application form.  

      

  



 

 

PERSON SPECIFICATION  

  

JOB TITLE: Student Assistant (Library and Learning Services) Casual  

  

CRITERIA: Applicants should provide evidence of their ability to meet the following 

criteria:  

  

  Essential  Desirable  

Qualifications      

Currently studying at Edge Hill University *    

Educated to A level or equivalent *    

Experience and Knowledge      

Experience of working in a library or learning resource centre    *  

Experience of working in a customer services environment *    

Experience of the using a library catalogue to locate information 
resources, both print and electronic  

*    

Abilities/Skills      

Ability to work on own initiative as well as part of a wider team  *    

Good interpersonal and communication skills  *    

Able to demonstrate flexibility and reliability  *    

Ability to empathise with student issues  *    

Accuracy and attention to detail  *    

Other      

A clear commitment to Equal Opportunities *    

A commitment to participate in training and development  *    

  

  

  


