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	Job details

	Job title
	Assistant Library Manager

	Job Reference
	23900

	Grade and Salary
	Grade 4 - £ 28,598 per annum (pro rata)
This role includes performance related pay progression

	Service and Team
	Public Health, Communities and Public Safety; Suffolk Community Libraries; Bury St Edmunds Library


	Location
	Bury St Edmunds Library
Sergeants Walk, St Andrews Street North, Bury St Edmunds, IP33 1TZ – On-site working
 

	Hours per week
	32.88 hours per week to be worked:

Week 1
Tuesday 8.00-5.00 (8 hours)
Wednesday 8.30-5.45 (8. 25 hours)
Thursday 8.00-5.45 (8.75 hours)
Friday 8.00-4.30 (7.5 hours)

Week 2
Tuesday 8.00-5.00 (8 hours)
Wednesday 8.30-5.45 (8. 25 hours)
Thursday 8.00-5.45 (8.75 hours)
Saturday 8.00-5.15 (8.25 hours)



	Status
	Permanent 

	This role may offer the following flexible working options

	· Working compressed hours (eg a nine-day fortnight)
· Use of flexitime / time off in lieu
· Working adjusted core hours (eg starting later and finishing later or other patterns)





	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


The Assistant Library Manager plays a key leadership role in supporting the delivery of high-quality library services within Suffolk Community Libraries. Working closely with the Library Manager, they help oversee daily operations, supervise staff, and ensure the library remains a welcoming, inclusive, and well-organised space for all users.

They are responsible for maintaining service standards, supporting staff development, and promoting the library’s offer to the local community. This includes managing stock, coordinating activities, and ensuring compliance with health and safety and financial procedures. The Assistant Library Manager also acts as a point of contact for staff, volunteers, and partner organisations, helping to foster positive relationships and smooth service delivery.

As a visible and influential figure within the branch, they are expected to model excellent customer service, demonstrate initiative, and contribute to the continuous improvement of the library. Their leadership helps shape the experience of library users and supports the broader goals of Suffolk Community Libraries in promoting access to learning, information, and community engagement.

	[bookmark: _Hlk34906451]About the team 


Assistant Library Managers work within Suffolk Community Libraries’ local branches, supporting community engagement and delivering frontline services. The team collaborates with volunteers, community groups, and other council services to promote inclusive access to learning and information.

	What you will be expected to deliver in the role


Day to day tasks may include:
· Deliver excellent customer service by welcoming and assisting library users in a safe, well-equipped environment.
· Supervise and support library staff, including setting daily priorities, coaching, conducting 1-1s, and managing performance.
· Covering as Manager for periods of absence such as annual leave or sickness
· Maintain library standards by ensuring the space is clean, organised, well-stocked, and secure.
· Promote library services to a diverse local community and plan activities to increase engagement.
· Manage stock and layout in line with guidelines to improve service delivery.
· Ensure compliance with health and safety and financial procedures.
· Handle operational issues promptly, escalating when necessary.
· Collaborate with partners sharing the library space to ensure smooth service delivery.
· Participate in recruitment and staff development activities.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team



Qualifications and professional memberships

Educated to level 3 or equivalent level of experience

Values and personal qualities
1. Demonstrates a passion for making a positive difference for Suffolk.
2. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
3. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
4. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
5. Brings creativity into their work through innovation and openness to change.
6. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience
7. Developed understanding of customer service principles and practice.
8. Excellent communication skills to be able to communicate effectively with customers, volunteers, community group members, other partners, work colleagues and external organisations 
9. Confidently uses a range of digital tools and technologies—including Microsoft Office applications (such as Outlook, Word, Excel, and Teams), to support library operations and deliver excellent customer service.
10. An interest and awareness of how to identify current publishing trends, reader recommendations, and titles for a variety of reader needs and capabilities. 
11. Ability to understand and interpret customer information or advice needs and tailor the response accordingly.
12. Good understanding of Suffolk Community Libraries services, products, online sources and the library website
13. Local knowledge, and the ability to identify local events, facilities and services.
14. Knowledge of data protection
15. Knowledge of safeguarding
16. Knowledge of and a commitment to equalities
17. Ability to remain calm when dealing with customers under stress and in challenging situations.
18. Able to work as part of a team relating well to other team members/volunteers/library events/groups/school visits and the ability to work alone and use initiative. Contribute well to team planning and staff meetings showing respect for colleagues 
19. Able to delegate and prioritise in the absence of line manager.
20. Competent cash handling, banking and general cash procedures, attention to accuracy.
21. Able to organise and prioritise work.

Additional requirements 

22. This role involves regular lifting, carrying, and bending. Manual handling training will be provided. 
23. Weekend and evening work may be required
24. Flexibility to support other branches when required

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.


	Travel requirements


:
· Frequent Travel Desirable - You may need to operate across a wide and rural area, so it would be beneficial for you to either hold a full and current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means. 


	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]

At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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