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JOB TITLE: 
Explore Reading and Learning Advisor  

 

REPORTS TO (Job Title): 
Team Leader  
 

Current Grade  
(for ref): 4 

Job Description 
reviewed by: 

Post holder  

Name of Manager 
 

Date 
 

1. MAIN PURPOSE OF JOB  
To deliver the full range of Explore public services: working co-operatively so 
that all services are available at the publicised times. 

2. CORE RESPONSIBILITIES, TASKS & DUTIES: 
 

 i.  To actively engage with all customers: making all feel welcome  

 ii.  At the beginning of every shift, the post holder must ensure they make 
themselves aware of everything that is happening in the building that day 
so they might better assist the public 

 iii.  To actively promote reading, ensuring displays and book promotions are 
topped up and changed accordingly. To utilise social media for the 
promotion of library services, events, learning sessions, activities, etc,  
alongside the face-to-face promotion 

 iv.  To ensure all public areas are kept tidy and to assist in ensuring rooms 
are prepared to the specification of the hirers. 

 v.  To support the delivery of a range of events, activities, service initiatives 
and promotions as determined by service priorities by actively promoting 
them to customers and providing staffing support as required. These 
include but are not limited to under 5’s storytimes, delivery of the 
Bookstart scheme, Summer Reading Challenge, Big City Read and 
author events 

 vi.  To actively contribute to learning and work information, advice and 
guidance to ensure effective customer referrals are made; including 
recording enquiries and working with York learning staff. 

 vii.  Assist and supervise researchers who are using original archives and 
rare local history material in the Archives Reading Room by explaining to 
them the codes of conduct which apply to the use of these collections so 
that the service complies with the Data Protection Act, the Freedom of 
Information Act and other relevant national standards; supervising them 
to ensure that they are complying with the codes of conduct and to 
protect the collections being used from damage or loss; use; and 
retrieving documents from the archives stores in response to customer 
requests. 

 viii.  To undertake customer enquiry work across all aspects of service, 
including archives and local history service, efficiently retrieving a range 
of printed and electronic information resources.  To ensure that enquiries 
are referred to the relevant specialist as appropriate 

 ix.  To provide basic, practical assistance to customers on how to use 
equipment such as microfilm readers, self-service RFID machines, IT 
hardware and software, including e-readers and e-books.  

 x.  To participate in the maintenance and effective management of stock in 
line with the stock policy, including the processing of new stock and 
donations as appropriate. 
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 xi.  To support service users to get online including the delivery of 1 to 1 
basic IT starter sessions and small group IT sessions to members of the 
public. 

 xii.  To be aware of customer behaviour around the building so that 
intervention at an early stage can be taken if necessary 

 xiii.  To undertake public service duty in all areas of the centre (including the 
café and archives) to ensure services are available at the publicised 
times. 

 xiv.  To undertake day-to-day financial processes accurately to ensure 
financial regulations are adhered to. 

 xv.  To work co-operatively, communicate and consult with colleagues within 
the service and beyond to ensure effective working relationships are 
maintained. 

 xvi.  To participate in the supervision/training of new staff, relief staff, 
volunteers and other colleagues as appropriate to ensure they are 
confident in delivering services. 

 xvii.  To participate in the Performance Development Review process, 
personal learning, team working and job enrichment to ensure agreed 
service priorities and targets are delivered. 

3. SUPERVISION / MANAGEMENT OF PEOPLE 
No. reporting -  Direct  None  Indirect: None  
             
The post holder may be asked occasionally to participate in the 
supervision/training of new staff, relief staff, volunteers and other colleagues as 
appropriate to ensure they are confident in delivering services. 
                                       

 

4. CREATIVITY & INNOVATION 
The post holder is expected to adhere to agreed quality standards and policies, 
procedures and practices. 
 
In agreement with his/her line manager the post holder is expected to take 
personal responsibility for contributing to the: - 

 improvement of existing services and quality standards 

 development of new services and quality standards 

 improvement of existing policies, procedures and practices 

 contribute to the development of new policies, procedures and practices 

 planning & delivering under 5s activities and create a welcoming 
environment 

 planning events and displays 

 promote reading initiatives 
 
The post holder is expected to use initiative to resolve any issues that arise on 
a day-to-day basis but may ask an appropriate colleague for support or advice 
if necessary. 
 
The post holder often needs to probe and be creative in the way requests for 
help or information are handled.  This can involve overcoming communication 
barriers and dealing with varying levels of understanding.  Finding answers to 
queries raised by members of the public can require ingenuity.   
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5. CONTACTS & RELATIONSHIPS 
Explore Libraries and archives services are often the first port of call for 
members of the public wanting to find out about Council services, tourist 
attractions, learning, I.A.G. and other local information.  The post holder is 
expected either to know or be able to find out the answer to a huge range of 
enquiries. Explore Libraries and archives attract a wide variety of customers 
from all sections of the community. 
 
Daily contact with customers, library service colleagues, York Learning staff, 
and other council departments by telephone, e-mail, in writing or in person.  
Daily contact with room hirers 
 
Occasional contact with colleagues from Council departments, elected 
members, partners and suppliers. 
 

6. DECISIONS – discretion & consequences 
The post holder is expected to adhere to agreed quality standards, policies, 
procedures and practices and at the same time to treat customers as 
individuals and use discretion in being responsive to particular needs.  This 
may involve  for example waiving overdue charges for someone who has been 
in hospital.  
 
The post holder is also required to make decisions about withdrawing stock 
using stock maintenance guidelines.  Incorrect decisions could lead to a 
reduction in quality of the Library stock e.g. unable to replace out of print items. 
Stock matters may also be referred to appropriate Librarians. 
 
The post holder is expected to use initiative to resolve any issues that arise on 
a day-to-day basis and is expected to discuss with his/her line manager issues 
which have a wider implication for the service and which do not require an 
immediate response. 
 
The post holder may on occasions be required to supervise staff in the 
absence of the Manager.  This may involve decisions on prioritising work, 
reporting building problems, dealing with Health and Safety issues, answering 
e-mails & other enquiries and generally being in charge of day to day tasks. 
Failure to ensure security of the building could lead to break-in’s, theft and 
vandalism. 
 
The post holder is dealing with sensitive and confidential information on a daily 
basis and needs to be aware of appropriate data protection legislation and 
guidelines relating to this. Failure to do so could lead to serious reputational 
damage to the service 
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7. RESOURCES – financial & equipment 
(Not budget and not including desktop equipment.)  
Description Value  
  
To undertake day to day financial processes accurately to ensure financial 
regulations are adhered to. 
 
Daily cashing up and banking as timetabled up to a value of £2000. (This 
amount can be considerably more after regular events e.g. booksales) Keeping 
and maintaining accurate records using excel spreadsheet. 
Cashing up at the end of each day and ensuring that the cash matches the till 
amounts and that cash is deposited in the safe. 
 
Responsible as timetabled for security of buildings. This can include locking 
and unlocking of buildings  
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8. WORK ENVIRONMENT – work demands, physical demands, working 
conditions & work context 
 
Work demands 
If timetabled to do so the post holder will ensure that the library opens and 
closes at the times publicised. 
 
The post holder may be asked to cover shifts at any of the Explore York 
Libraries at short notice to cover an absence or vacancy, including the mobile 
library.  
 
Due to the unpredictability of customer needs, the post holder may 
occasionally need to reschedule planned work in order to remain customer 
focused. 
 
The post holder is expected to apply good customer service principles and use 
initiative to resolve any issues that arise on a day to day basis, but may ask an 
appropriate colleague for support or advice if necessary. The post holder is 
expected to discuss with his/her line manager issues which have a wider 
implication for the service and which do not require an immediate response 
 
 
The post holder may occasionally be asked to respond to a request from a 
colleague or his/her line manager to complete a task by a target date.  If the 
post holder thinks this target date is unachievable or conflicts with other 
priorities, he/she is expected to discuss this with the colleague concerned or 
his/her line manager in order to reach agreement. 
 
Physical demands 
Although height adjustable chairs can be provided for counter areas, the nature 
of the work means that the post holder will be required to stand, walk, bend 
and lift when directly delivering services to customers. 
The post holder is required to work with computers and adaptive technology 
can be provided if this is helpful. 
 
There is a significant amount of moving around of stock – books and AV 
material.  Whilst trolleys are provided to move large amounts of stock, these 
can often be heavy and difficult to move.  It is also often necessary to lift heavy 
loads on to trolleys and tables. 
 
The setting up of room hire will involve moving tables and chairs. 
 
The setting up of the library for events and activities will involve moving 
shelving and other furniture items. 
 
Working conditions 
Library environments are generally comfortable in which to work.  If the post 
holder becomes aware of any issues that may occasionally arise, he/she is 
expected to discuss this with his/her line manager or other appropriate 
colleague. 
The post holder will regularly be working in a kitchen operating equipment such 
as coffee machines, grills and microwaves 
 
Work context 
Library environments generally provide low risk to health and well-being.   
The customer base is drawn from all sections of the community.  Because of 
the open access policy of public libraries there is always a potential risk of 
verbal and physical abuse.   
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9. 
 

KNOWLEDGE & SKILLS 
 

 Ability and willingness to engage with customers – making all feel 
welcome 

 A well-rounded understanding of the purpose of modern library and 
archives services in general and the services available through 
Explore York Libraries and Archives specifically 

 An understanding of the services available through York Learning.  

 Excellent ability to use IT resources effectively, including the use of 
social media to promote the service and to be fully engaged with 
modern technology, including taking an active interest in new 
devices, platforms, apps and developing trends in social media  

 Information and Library Services NVQ Level 2 desirable 

 Information Advice and Guidance Level 3 desirable 

 Awareness of data protection legislation 

 An understanding of what it means to deliver and contribute to the 
development and promotion of quality customer focused services 
and the ability to demonstrate this on a daily basis 

 Confident and willing to communicate and engage with a wide range 
of people, including children and young people 

 Excellent verbal and written communication skills 

 Ability to develop with training, the core skills for working with 
children. 

 An active interest in information, learning and reading 

 A good general standard of education to Level 2 including literacy, 
numeracy and ICT 

 Ability to apply solution focused thinking by:- 
o using appropriate goal setting techniques 
o possibility thinking 
o prioritising 
o planning time 
o involving others  
o taking personal responsibility 

 

 Ability to adhere to agreed service standards, policies, procedures 
and practices. 

 

 Commitment to, and enthusiasm for, challenge and change. 
 

 Confidence in self and ability to present oneself positively to others. 
 

 Commitment to personal development and the development of 
others including customers. 
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10. Position of Job in Organisation Structure 
 
 
 
 
 
 
 
 
 
 
 

 

Job reports to: Team Leader 

THIS JOB 
Other jobs at this level 

Jobs reporting up to this one:  None 


