
 

 

 

 
Position Description – Library Administration Assistant 

 
 
 
Position Details  

Employee:  
Award: Victorian Catholic Education Multi Employee Agreement 
 Employee Support classification B, Level 1, Subdivision 2-6 
Employment type: Permanent Part time 
Hours of Work: 10 am to 3 pm, Monday – Friday 
FTE: 0.66 – 25 hours per week 
 
About Emmanuel College 

Emmanuel College is a Catholic, co-educational, multi-campus secondary college. In the tradition of the Sisters of Mercy 
and Edmund Rice Education Australia, Emmanuel College has been educating students since 1872. Our mission is to 
educate students to develop to their full potential and make a positive contribution to their community. We provide a 
school environment that encourages a sense of identity, development of faith, personal growth, and enjoyment of 
school life. www.emmanuel.vic.edu.au 
 
Position Summary 

To provide administration support within the Library under the direction of the Teacher Librarian and Library Technician, 
to contribute towards a welcoming, and engaging environment for Emmanuel College staff, students, and school 
community.  The Library plays an integral role in the educative process by meeting the information, literacy and literary 
needs of the College through the provision of a diverse and interesting collection of resources, a welcoming environment 
conducive to study and the enjoyment of recreational reading. 
 
Reporting Line 

Reports to:  Head of Library with a dotted line to the Principal. 
 
Organisational Accountabilities 

Confidentiality 
From both an ethical and a legal stance, confidentiality is critically important to Emmanuel College.  An employee, 
neither during nor after the period of employment/engagement with Emmanuel College, except in the proper course of 
their duties, or as permitted by the organisation or as required by law, divulge to any person any confidential 
information concerning: 
 
1. the business or financial arrangement or position of this organisation or any related entity; and/or 
2. any of the dealings, transactions or affairs of the organisation or any related stakeholder. 
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Occupational Health and Safety (OH&S) 
The welfare and safety of all staff, students, contractors, volunteers, and visitors is vitally important to Emmanuel 
College. Employees should adhere to all the safety standards implemented throughout the organisation. 
 
The staff induction will include a comprehensive introduction to the College’s OH&S Policy on commencement of 
employment. 
 
Code of Conduct 
At Emmanuel College all employees are expected to conduct their roles in accordance with the Safeguarding Children 
and Young People Code of Conduct. All staff are to embrace the following principles: 
 
1. Child Safety – be familiar with and comply with the College's Child Safety Policy, Child Protection Reporting 

Obligations Policy, and Code of Conduct, and any other policies or procedures relating to child safety. Staff will 
assist in the provision of a child safe environment for students and demonstrate a duty of care to students in 
relation to their physical and mental wellbeing. 

2. Respect – have respect for each other and a genuine understanding of each other’s role and the stresses and 
challenges faced. In particular, how staff communicate with each other, and how one would like to be 
communicated with in return. 

3. Pride – not only should staff take pride in their individual roles but understand the importance the College plays in 
the Warrnambool community. 

4. Professionalism/Quality – staff must act professionally with each other and understand the importance of 
providing quality information and service to internal and external stakeholders. 

 
Key Accountabilities 

• Assisting students and teachers to use the library catalogue and/or locate books and resource materials. 
• Assist with stocktaking and general library duties as required, using Access-It library management system and FE 

Technologies circulation program. 
• Monitor and maintain Library resources (with direct supervision); 
• Assist with preparation of publications 
• Effectively communicating with students and teaching and learning staff, face to face, via telephone and email. 
• Assist in the maintenance of facilities, including setting up displays, shelving resources and minor cleaning as 

directed by the Head of Library. 
• Actively assist students and staff to browse the collections, borrow and return items and develop strong reading 

habits through working with students suggesting resources. 
• Maintaining the library environment at a consistent and appropriate level. 
• Providing some active supervision of students in the College Library under the guidance of Head of Library and 

Library Technician. 
• Participate and contribute positively as a team member to achieve the agreed objectives: positive contribution to 

team objectives and positive assistance to team members and other users. 
• Any other general duties as described by the Head of Library or Principal 
 

 
Key Selection Criteria 

• Working in library management system for example, Access-It. 



3 

Page 3 of 3 
 

• Experience working with and an ability to develop a rapport with secondary school students in a positive, sensitive 
and respectful manner. 

• A Commitment to Child Safety including experience working with children, a demonstrated understanding of child 
safety and a demonstrated understanding of appropriate behaviours when engaging with children.  You must be a 
suitable person to engage in child-connected work and must hold or be willing to acquire a Working with Children 
Check card and must be willing to undergo a National Police Record Check. 

• The ability to work autonomously with direct supervision. 
• Possess the ability to plan and organise self. 
• Excellent skills in Microsoft Excel, Word and PowerPoint. 
• Demonstrated ability to clearly communicate across a diverse range of people. 
• The ability to work collaboratively as part of a friendly and enthusiastic team. 
• Willingness to be rostered flexibly. 
• Interest and knowledge of young adult books and reading. 
• Ability to enjoy the challenges of providing the administrative and technical support needed for a Library to function 

effectively and efficiently, always keeping Library users in mind. 
• Previous Library experience would be highly regarded but not essential. 

 
Qualifications 

• No prior experience or qualifications are required, however prior library and/or administration experience would be 
highly regarded; 

• Previous experience in a school environment would be highly regarded; 
• Working with children check; 
• Either possess or be willing to obtain a First Aid Certificate.  
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