









GREAT DAWLEY TOWN COUNCIL


	Role

	Dawley and Malinslee Community Library

	Place of Activity

	Dawley and Malinslee Community Library

	Days and Times

	Mondays 9am-1pm
Tuesdays 12noon-4pm
Fridays 9am-1pm

Any dates and times to suit your availability – even if you can spare an hour

	Tasks and Responsibilities

	· Issue Library Cards
· Assist customers with loaning and returning of books using self-check out
· Basic use of Library Computer Systems
· Tidying books into relevant sections of book shelves
· Report any faults with the system or operation to Library Service contacts
· Deal with customer enquiries – signpost them to relevant services
· Hand out Dog Fouling Bags
· Report environmental concerns via My Telford App when raised by customers

	Desired Skills for the Role

	· Good Communication Skills
· Work well within a team and on their own
· Use their own initiative 
· Basic IT skills

	Training Great Dawley Town Council can offer for this Role

	Great Dawley Town Council have a range of training opportunities that can be completed online:
· Manual Handling
· Fire Safety
· Child Protection
· Induction and Training with Community Library Assistant
· External Training with Telford & Wrekin Library Services for Computer Systems


Your Great Dawley Town Council contact will be:  

Sarah Houlston 
Deputy Clerk
01952 567910
07876401714
sarah@greatdawley.com
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