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JOB DESCRIPTION
Library Cluster Manager
 Evesham Cluster – Evesham, Pershore and Broadway



Directorate and Section/Unit:	People/Communities/Libraries Scale / Grade:	PO1
Reporting to:	Library Service Delivery Manager
Responsible for:	Library Team Leaders, Library Customer Advisors – dispersed
across 3 sites, volunteers
Main purpose of job:

· Provide leadership and direction to a dispersed team of frontline library staff to ensure a flexible, motivated, resilient and empowered workforce who are clear about their contribution to Council priorities

· Deliver library services across the cluster to a demonstrably excellent standard, ensuring that customers are at the centre of service delivery, that services are responsive to changing customer needs and partner priorities and that they are delivered sustainably and in line with library customer service standards.

Responsibilities, duties and tasks:
· Provide leadership to ensure a flexible, engaged and resilient workforce that is able to respond to the changing needs of the local community and deliver Libraries’ strategic priorities
· Take responsibility for the development of an annual library plan for the library cluster, reflecting service development priorities, including target setting & monitoring and implementing solutions where targets are off track, to ensure objectives are met and services improved
· Manage a dispersed team of library staff across 4 sites - including recruitment, induction, training and development, supervision, communication, delegation of priorities, talent and performance management, and provision of relief cover in other libraries as required
· Contribute to the development of libraries service offer, taking a lead role in working groups, projects and initiatives as required and leading implementing service developments across the cluster
· Using Library Needs Assessment data, ensure that an up to date community profile is in place, reflecting the diversity of the local community, and that services are delivered that engage the whole local community including under-represented groups
· Develop community links and partnerships with local groups and organisations, including volunteers, to achieve wider participation, and ensure sustainability of services
· Ensure that local stock reflects the diversity and needs of the local community and ensure that effective stock management processes are in place
· Ensure that reading is developed through frontline training, readers groups and promotional displays
· Ensure that frontline teams in the cluster are aware of Council and Library Service priorities and – and are clear of their role in delivering these priorities

· Ensure that all frontline teams in the cluster are aware of Council and Library Service standards and that these standards are met and maintained. This includes customer service standards and book presentation standards
· Engage staff and customers in regular evaluations of team performance against customers service standards to promote continuous service improvement
· Develop the use of library facilities including maximising income from room hire and other library facilities
· Manage a local, delegated budget, in line with County Council regulations, including regular budget monitoring and forecasting.
· Take overall responsibility for the physical condition of the library building (where appropriate) and its security including liaison with property and outside contractors
· Take responsibility for the control and monitoring of local library systems, including supporting ICT provision and liaison with IT Service Support
· Work in partnership and support integrated working arrangements where the library is shared with other partners
· Share knowledge and best practice with other library colleagues, bringing forward ideas for service development, transformation and improvement
· Ensure all policies, procedures and guidelines are adhered to and contribute to service reviews
· Provide mentoring to newly appointed staff in libraries, and participate in recruitment as part of a panel, as required
· Participate in all library routines associated with the delivery of front line service, when appropriate

General Duties:
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.

· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.

· To undertake health and safety duties commensurate with the post and/or as detailed in the Directorate’s Health and Safety Policy.

Contacts:
In all contacts the postholder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.
Internal:	Library team – own library, Library Service, wider Communities and People Directorate staff, IT, Finance, HR, Unions, Councillors
External:	Members of the public, partner organisations, media, community groups, schools and colleges, police

Notes:
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility.
· Reasonable adjustments will be considered as required by the Equality Act.
· The duties described in this job description must be carried out in a manner that promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equal Opportunities Policy.
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PERSON SPECIFICATION

Post Title:	Library Cluster Manager Directorate/Division:	People, Communities/Libraries Scale / Grade:	PO1

QUALIFICATIONS/TRAINING:

It is essential that the postholder has:

· Level 5 qualification OR substantial experience in a customer facing service
· Evidence of on-going professional development
· Evidence of former and on-going management development It is desirable that the postholder has:
· A relevant professional qualification
· A Management Qualification

EXPERIENCE/KNOWLEDGE:

It is essential that the postholder has:

· Substantial recent experience of managing the delivery of a customer facing service
· Substantial experience of managing and developing individuals and successful teams
· Significant experience of working in partnership with a range of contacts and groups
· Considerable experience of leading and managing through change
· Knowledge of access and inclusion issues, and experience of implementing strategies to overcome barriers
· Delivered success in projects, initiatives or service development work
· Used a range of performance measures and data to improve the quality of service provision
· Evidence of delivery of service improvements
· A detailed understanding of key drivers relating to the libraries or learning agendas It is desirable that the postholder has:
· Evidence of successful policy implementation

SKILLS AND ABILITIES:

It is essential that the postholder has:

· Proven ability to lead and manage a successful team
· Excellent customer service skills
· A results orientated approach
· Developed problem solving skills
· Proven influencing and negotiation skills, with a range of contacts and groups
· Able to apply lateral thinking and analytical skills to develop new/different ways of achieving goals
· Ability to manage a budget effectively
· The ability to work in partnership with a broad range of internal and external individuals and groups, with an emphasis towards community and partnership working
· The ability to act proactively, use initiative and be self motivated
· High level communication skills

· Competence in the use of ICT

ADDITIONAL FACTORS:

It is essential that the postholder has:

· Commitment to working in a customer focused environment
· A strong commitment to equality of opportunity in employment and service delivery
· The ability to travel to locations across the County
· Ability to work on a rata, that included evenings and weekends
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