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IDENTIFICATION
Position Title:  Library attendant 		Position Number: LLB031 (ex Virendra Singh)
Section: Library			Department:  Library
Location:  Library 				Category: Administrative staff 	Grade: 2
Current Incumbent: Vacant 		        Date of substantive appointment:  Upon appointment	
Reports to: Deputy University Librarian      Supervised by:  Senior Library Attendant
    Salary Vote Code:     A1001-VPA50-62000-001 



ORGANIZATION CONTEXT

The University Library is a network of libraries spread across 12 campuses with the Main Library at Laucala Campus. Guided by its Vision `The USP Library: empowerment through excellence in library and information resources and services for the sustainable development of Pacific Island peoples’ and its Mission `To advance the University Mission by providing equitable access to excellent library and information services, resources and facilities for students, faculty and the wider Pacific community’ the Library responds to the information needs of learning, teaching and research guided by international library standards for an international experience by its stakeholders. It is the exemplar academic library in the region.


Organization chart to identify the job’s reporting relationships

Insert organization:


Black:    Reports to U.L.
Blue  :   Reports to DUL                             Updated 20 May 2019; updated Feb 2021, 6 October 2025























PURPOSE
This section describes the overall purpose of the job and the overall significance of the job from the organization’s point of view. Answers the following questions:

It should 	–	Express the ultimate objective of the position.
	–	Be brief, but specific (two or three sentences).
	–	Give the role from the University’s point of view.
Your response should give an overview of why the job exists, rather than day-to-day detail.
NATURE AND SCOPE
This section describes the context in which the incumbent is expected to operate describing the working relationships with both internal and external contacts. A description of the working environment and expected pressures the incumbent will encounter as well as the types of competencies he/she must have to perform the responsibilities of the position successfully.

The overall purpose of the Library Attendant is to carry out the following duties:

· shelving of library materials and looking after the presentation of a section of the library collection
· photocopying, laminating, velobinding, and related tasks
· labelling and marking of library materials
· checkpoint security services on evening, weekend and public holiday shifts
· enforcing library rules and regulations – food/drinks/noise/mobile phones
· answering DIRECTIONAL queries only – where collections/services are located
· minor repairs of print materials (after training)
· identifying damaged/infested books
· performing other duties assigned by the University Librarian.

What would not get done if this job did not exist?

All the above tasks/duties will not be done if this job did not exist. 

Why do we need this job at all?

To ensure that library services provided for University students, staff and other users are adequately met, 
specifically the ones noted above.



















POSITION DIMENSIONS
Give details of staff and total level of costs within the organization under the position’s overall control.

Staff Responsible for: 
Directly: NA     Indirectly: NA    Total Level of Costs: NA
Limits of Authority:
Financial: NA 	Non-Financial: NA

Key Relationships /Internal and External Contacts:
Lists the key inter-relationships that is necessary for effective performance in the job. Also describe the nature of contact most typically expected with those key working relationships

	External
· External borrowers
· Members of the public
· USP Alumni
	Purpose of contact
If any of this group is using the Laucala Library, the following will apply:
· shelve library materials.
· ensure that a section of the library collection is well presented for users.
· handle photocopying, laminating, velobinding and related tasks.
· provide checkpoint security services on evening, weekend and public holiday shifts.
· enforce Library rules and regulations – food/noise/mobile phones.
· answer DIRECTIONAL queries only – where collections/services are located.


	Internal
· USP and library staff
· Students
· Estate and Infrastructure 

	For USP staff and students, all the above duties as well as:
· label, tattle tape, and marking of library materials
· identify damaged/infested books and refer major repairs to Binders
· handle minor repairs of print materials (after training); and 
· collect mails.




KEY RESULT AREAS / KEY ACHIEVEMENT AREAS
Aim: KRAs to have a logical heading. KRAs: 4 – 6.in total Key tasks: 4-5 tasks per KRA. Performance Measures: Identify the performance standards for someone doing the job at the 100% level. Use both quantitative and qualitative measures, Measures the KRA as a whole, not every task. Maximum 3 measures for each KRA Include KRA for Corporate Responsibilities which is generic to all positions









	Key Result Areas Jobholder is responsible for
	Performance Measures Jobholder is successful when

	1. Customer Service
· Meet customer needs
· Attend to tasks promptly
· Pay attention to detail to ensure zero mistakes 
· Contribute to a neatly presented library

	(Keep measures general at this stage, as the precise performance standards can be spelled out as part of the performance management process)
· Shelve  library materials correctly and on time daily
· Ease of access to materials in correct Library of Congress sequence
· A reading environment conducive to study – Books and shelves easily read
Photocopy etc. and related tasks turnaround time within 2 hours or less

	2. Team Work
· Work as part of a team
· Be available for back up when required
· Ability to work under minimal supervision
Report incidents promptly when required
	· Work well with others and demonstrate team skills
· Flexible to attending needs when required 
· Listen and carry out tasks required independently
· Know whom to report incidents 
· Reported incidences of items that should not enter the library
· Reporting of damaged/infested materials

	3. Time Keeping and Attendance 
· Punctual attendance
· Attend and complete required hours of work
· Time management
· Rostered work evening, week-end and public holiday

	
· Arrive on time
· Complete required schedules/tasks
· Specific tasks assigned are completed in line with procedures and on time





TERMS & CONDITIONS

Salary: $17,237.77 - $28, 949.67

Length of Contract: 3 years [renewable]

Gratuity and Allowances:  Nil

Other Benefits:  Nil










POSITION SPECIFICATION

Qualifications (or equivalent level of learning)

	Essential
	Desirable

	· Fiji School Leaving Certificate or equivalent or higher qualification; 
· Preference will be given to those enrolled in a library training qualification or programme.
	Applicants with Library Attendant work experience, working with people, an understanding of customer services, and good interpersonal skills.






Key Skills / Attributes / Job Specific Competencies

The following levels would typically be expected for the 100% fully effective level:

	Expert level
	

	Advanced  level
	

	Working level
	The person should have working level knowledge of key skills and attributes required. 

	Awareness level 
	



APPROVAL

Supervisor name: Liviana Tabalala

Supervisor’s Signature:	Liviana Tabalala			Date: 	21/1/2026

Staff Name:					Staff ID:

Staff Signature:				 Date:


Supervisor name: 

Supervisor’s Signature: 	Date: 

Staff Name:	Staff ID:

Staff Signature:	Date:



Updated January 2026
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