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Position Description 
Digital Services Librarian 
Libraries and Creative Industries 
Community Services 



 

Document Number: 1695921   
2 

ABOUT THE LIBRARIES AND 
CREATIVE INDUSTRIES 
BRANCH 

 

Growth  

Diversity  

Service  

The Lib rar ies and  Creat ive Ind ust r ies Branch  

p rovid es qualit y l ib rar ies and  creat ive ind ust r y 

services t hat  m eet s com m unit y need s. These 

services are p rovid ed  t h rough: 

Branch Management  

Provid ing overall m anagem ent  t o  t he b ranch  in  

resp ect  t o  t he areas o f  f inancial d ir ect ion , 

cust om er  service, lead ersh ip , cu lt ure and  

service d elivery. 

Creative Industries program 

Making a d if f erence t h rough engaging our  

com m unit y in  insp ir ing ar t  and  cu lt ural 

exp er iences and  op p or t un it ies. 

Library Client Services program 

Provid ing cust om er  assist ance in  t he d elivery o f  

f r ee lib rary services t o  t he com m unit y. 

Library Technical Services program 

Provid ing lib rary co llect ions, resources, f acilit ies 

and  t echno logy f o r  t he com m unit y. 

Lib rar ies and  Creat ive Indust r ies Branch  

em b races d iversit y and  inclusiveness w it h in  our  

w orkf o rce t hat  sup p or t s t he cu lt ures and  

asp irat ions o f  Logan 's com m unit y. 
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TITLE: 

Digital Services Librarian 

 

POSITION NUMBER(S): 

5116, 5142, 5157, 5167, 5179, 5280, 5296, 5152, 5188 

 

CLASSIFICATION LEVEL:  

Graduate Scale 

 

AWARD:  

Queensland Local Government Industry (Stream A) Award ï State 2017   

 

REPORTS TO:  

Regional Librarian 

 

JOB PURPOSE 

To assist the Regional Librarian in the effective operation of the Library, the provision of consistently exceptional customer 

service, supervision of staff and the delivery of innovative programs and training to the community and staff. 

 

EXTENT OF AUTHORITY 

This position receives guidance from established policies and procedures. 

 

Officers are able to achieve objectives by exercising a degree of initiative. 

 

DIRECT REPORTS 

N/A 
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ASSIST THE REGIONAL LIBRARIAN IN THE EFFICIENT & EFFECTIVE LIBRARY OPERATION 

Contribute to the delivery of library services by undertaking library and customer service duties as rostered. 

 

Support the Regional Librarian in their day to day activities and to act in the Regional Librarian role if required.  

 

Contribute to library collection management. 

 

Action relevant tasks resulting from library system generated reports. 

 

Undertake accurate and efficient rostering, cash reconciliation, statistical collation, facility management and/or other 

administrative duties commensurate with the role.  

Performance Criteria 

¶ Effective supervisory skills capable of competently managing the day-to-day operation of a public library. 

¶ High level literacy, numeracy, communication and organisational skills. 

¶ Well-developed knowledge of collection management practices. 

¶ An ability to work effectively with customers by understanding and anticipating their needs. 

¶ A capacity to appropriately apply library policies, guidelines or procedures into the delivery of library services to 

customers. 

 
 
DEVELOP AND IMPLEMENT INNOVATIVE LIBRARY PROGRAMS DESIGNED TO ENGAGE 
THE COMMUNITY & ENCOURAGE INNOVATIVE LEARNING  

 

Apply well-developed analytical and problem-solving skills related to current technologies to design and deliver customised 

digital training programs to the public and library staff. 

 

Develop and deliver relevant programs that promote library resources and services. 

 

Coordinate the administrative tasks for monitoring and reporting on library programming. 

 

Proactively promote library services widely in the community. 

 

Contribute to all-of-library service programming initiatives.  

 

Maintain professional development through an awareness of emerging technologies and contemporary trends in libraries.  

Performance Criteria 

¶ A comprehensive knowledge of the range of Logan City Council library services and resources. 

¶ Well-developed knowledge of technology, digital resources and high level ability to deliver digital literacy programs. 

¶ Expertise in the principles of library programming and community engagement and a demonstrated capacity to support 

people with a diverse level of knowledge and capability.  

¶ A demonstrated knowledge and interest in the latest developments in public library trends and information technology. 
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PROVIDING EXCEPTIONAL CUSTOMER SERVICE IN A CHANGING ENVIRONMENT 

Lead by example by providing a consistently high level of customer service in an environment of constant public contact. 

 

Provide customers with up-to-date and relevant information about Logan City Council library services. 

 

Assist in the provision of information and reader's advisory services to library customers. 

 

Respond to escalated customer enquiries to achieve an effective resolution. 

 

Performance Criteria 

¶ Can demonstrate a strong customer service focus and a commitment to providing quality customer service. 

¶ Has a proven ability to understand the information needs of customers, their capabilities and constraints. 

¶ Is proactive in the response to customer enquiries by taking the initiative to resolve problems as they arise by 

appropriately applying judgement, discretion and relevant library policies, guidelines or procedures. 

 

 

PROVIDING SUPERVISORY SUPPORT OF THE BRANCH LIBRARY TEAM 
 

In the absence of the Regional Librarian, take responsibility for supervision of library staff, decision making on operational 

matters. 

 

Contribute to the successful operation of the library service by supporting library staff to meet the objectives, goals and 

strategies of the Branchôs Business Plan and Councilôs Corporate Plan. 

 

Demonstrate flexibility in the workplace and an ability to be a positive team influence in a dynamic and changing work 

environment. 

 

Maintain a high level knowledge of Logan City Councilôs policies, directives and procedures and a capacity to direct and support 

staff in their application of them. 

 

Proactively adhere to Logan City Councilôs Workplace Health and Safety obligations by maintaining personal safety and the 

safety of others. 

 

Actively contribute to team work through participation in staff meetings and team development opportunities.  

 

Contribute to team and individual activities such as planning, development and performance evaluation. 

 

Develop and conduct training sessions for the staff in relation to library services, resources and technology. 

 
Performance Criteria 

¶ Proven capacity to assume a leadership role within a work team to contribute to the delivery of business outcomes and 

support change management. 

¶ Well-developed skills in managing time, setting priorities and an ability to lead, plan, organise, supervise and motivate 

staff to achieve agreed service standards and meet deadlines. 

¶ Proven capacity to work flexibly and effectively in a professional team environment. 

¶ Demonstrated ability to utilise safe work practices and provide direction to staff in adhering to Workplace Health and 

Safety obligations. 

  


