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Management Group: Place
Department/Section: Libraries and Archives
Job Title: Stock, Reader Development and Activities Manager
Reports to: Library Services Manager
Grade:	 Bexley14
Purpose of the job

To take the lead on all aspects of library stock: including purchasing, management and development of adults and children’s stock and resources.  To lead on the development of the events, activities and programmes run in libraries for adults and children:  

To be the lead officer for the library service in developing plans and projects that improve literacy in the population, including through internal and external partnership working.  This includes organising and delivering the annual summer reading challenge.

To build strong relationships within the library service to develop a collaborative approach across the whole team to stock management and delivering events and activities.

To ensure that Council libraries have regular, well attended and appealing events, activities and programmes for adults and children, building on an already established programme and regular work.

To lead on the development and implementation of stock and reader development plans which will enable the Resources Fund to be used in the most cost effective way to meet community needs. To manage and develop bibliographic services so that stock is purchased, catalogued and placed in libraries speedily and efficiently. To investigate, research and evaluate reading and literature initiatives to develop reader development programmes which will contribute to lifelong learning and a greater enjoyment of the written word.

To be responsible for the management of all aspects of stock purchase, including a high quality cataloguing service via automated stock supply systems, in order to provide up to date, timely and accessible stock to meet customer needs, and in accordance with agreed standards, targets and objectives within Financial Regulations, Audit requirements and current contract agreements.

To effectively manage supplier contracts to ensure the Council gets best value, including for book supply and the supply of online resources and platforms.  To lead on procurement of new contracts in these areas as when required.

To lead on stock management plans and delivery across the libraries, including plans to weed, transfer and display stock.


To develop, implement and promote library and information services to children, young people and families, working in close co-operation with other specialists and the wider community to ensure the provision of library services to children and young people that support education in the widest sense and provide the basis of life long enjoyment of reading and literature.

To develop, implement and promote information services to all sections of the local community, making the most effective and efficient use of information resources, including electronic resources, in accordance with agreed standards, targets and objectives.
To actively look for opportunities to improve services, establish new projects and form new partnership that will effectively deliver on the aims of Bexley’s Library Strategy.

To be an expert user of the Library Management System and to use it to produce management information reports relating to customers and stock as needed to support the service with its development and understanding of issues and opportunities.

To lead on developing effective plans for the layout of stock in libraries – both when minor changes are made to library layouts and when full refurbishments are planned requiring a completely new stock layout plan to be prepared.
Principal accountabilities 
Direction
To assist the Head of Libraries and Communities and Library Services Manager in formulating strategies and service development proposals that will enable library services to deliver outcomes that meet corporate and resident needs, such as advising on and developing scheme to improve literacy and to use reading and libraries to foster better community engagement.

To prepare properly evaluated, integrated and costed work plans, service development bids and project plans for the Libraries and Archives Service within agreed objectives and available resources.

To lead and direct the work of the team of professional Librarians in developing the service and implementing new initiatives and responding to national, regional and local policies and priorities

To work as a team member with other senior managers to ensure effective communication and service operation.

Implementation
To assist the Library Services Manager in the implementation of projects to improve and modernise libraries in the borough, including refurbishment and new builds.

To prepare reports as required and play a key role in the planning and future development of Libraries and Archive Services as a whole, identify deficiencies and recommend/implement improvements, in consultation with other senior managers as appropriate.

To ensure the effective management of allocated budgets and other resources 

To provide advice and support as required to Members, Corporate Leadership Team, Deputy Directors and Heads of Service on the full range of issues within the scope of this job. 

To establish policies for collection development, including the procurement and management of stock. 

To lead on the annual library stock and reader development plan, allocating resources
accordingly, and ensuring effective implementation.

To be responsible for all stock procurement contracts, ensuring that stock is purchased so as to achieve the best possible value for money and maintaining an effective interface with library suppliers.  To represent Bexley on consortium contract steering groups when appropriate.

To be responsible for managing the library’s database of stock, ensuring its quality, accuracy and currency. To develop and ensure maintenance of EDI and the direct delivery of stock to branches.

To investigate and evaluate national and regional initiatives in the promotion of reading and literature.

To respond to customer complaints about stock and activities

To draft responses to FOI enquiries about stock, including liaising with the LMS supplier if additional information is needed to complete responses..

To keep up to date and regularly review the Stock Policy for Bexley Libraries

To be responsible for debt collection policies for the retrieval of stock and the implementation of these in the library service

To lead and co-ordinate initiatives as required and to undertake and contribute to other projects/tasks that will enable the delivery of the Council's services to be made as effectively and efficiently as possible. 

To be responsible for planning and monitoring the spending of designated budgets and ensuring the Council receives value for money and to manage related contracts with external service providers.

To ensure the quality of professional advice and guidance to members of the public, Council Departments and outside organisations in any matters relating to stock and reader development.

Organisational Control and Development 
a) To keep under review and develop the structures, procedures and working methods for which the post holder is responsible to ensure an integrated, effective and efficient approach to the delivery of services.
b) To ensure that working practices and processes are developed that maximise the use of new technology to ensure efficient and effective delivery of services to residents.
c) To be fully conversant with the relevant provisions of the Councils Constitution & Financial Regulations, legislation and policies relating to Library Services so that appropriate advice and support may be given.
Staff Management and Development 
a) To ensure that staff are recruited, managed, appraised and developed, and that effective arrangements are made for the training and development of all staff within the department so as to meet service needs and to provide equality of opportunity for all employees.
Personal Effectiveness 
a) To present timely and relevant advice and information to Members and to ensure that Group Leaders are briefed on major and sensitive issues.
b) To deal promptly with all matters requiring the post holder’s personal attention.
c) To be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post. 
d) To establish and develop effective working relationships and productive partnerships with all the relevant partners.


Person Specification

Management Group: Place
Department/Section: Libraries & Archives
Job Title: Stock, Reader Development and Activities Manager
Job Family: Professional 2

	Selection Criteria
	Essential/Desirable (E/D)
	Method of Assessment (see key)

	(a) Education and formal training

A degree

Qualified Librarian

A management qualification

A finance qualification
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	(b) Relevant technical experience, knowledge & skills/abilities

Experience of working in a senior post in a public library authority

Experienced in managing and developing staff and implementing organisational change.

Knowledge and clear understanding of the developing role of the public library service

Good analytical skills and the ability to prepare clear and concise reports on complex issues 

Flexible in approach and able to work to tight deadlines

Self-motivated and capable of working independently with a minimum of supervision
Able to lead or work effectively as part of a team and deliver allocated tasks

Able to develop project plans and monitor their implementation

Highly literate and numerate and capable of using a range of ICT including MS Office and information systems

Able to resolve problems effectively

Able to demonstrate a commitment to equal opportunities 

Able to demonstrate a strong commitment to customers and to promote the service effectively

Able to work effectively with organisations and individuals outside the Council in developing library services to the local community. 

Proven Experience of managing budgets and monitoring expenditure 
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	(c)  Other Additional Requirements

May be required to work in any library or in any council building across the borough.
weekend and evenings working as required.

	
	



KEY: 
I = Interview, A = Application Form, AT = Ability Test, PQ = Personality Questionnaire,
P = Presentation, PE = Practical Exercise, DBS = Disclosure & Barring Service, DL = Driving Licence
Applicants will be assessed against these criteria and the following high-performance indicators throughout the recruitment process.


High Performance Indicators
	Values
	Behaviours for staff
	Behaviours for managers

	Innovation
	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward

	Collaboration
	I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on  them

I empower staff to make decisions and changes to improve value for money, customer service and productivity

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners
	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact
	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion and experience, informed by a range of information and evidence
	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives

I deal with poor performance
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