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Library Services Co-ordinator









Library Services Co-ordinator – 40 hours per week
HMP Addiewell, West Lothian
Salary – circa £28,000 depending on experience plus excellent benefits (including free meals and parking, group discount schemes and pension with 28 days holiday pro-rata) 

Sodexo Government is a custodial services company with a reputation for delivering high quality services through its philosophy that everyone can develop and make changes for the better.  HMP Addiewell is a learning prison, with a strong and concerted focus on learning not to reoffend, relevant skills training and employability and we work with all areas of the wider community to ensure prisoners have the best possible chance of leading positive lives following release.

The Learning Department caters for a wide range of educational and vocational needs for the 724 prisoners.
We are looking to appoint an enthusiastic and motivated Librarian who will be able to develop the library to its full potential and work strategically to ensure outstanding provision. Reporting to the rehabilitation team leaders, key responsibilities include:


To coordinate the delivery of a quality library service to our prisoners and staff.
Provide academic liaison, resource procurement, and direct prisoner support
Ensure effective provision of resources to support learning and purposeful activity.
To promote the benefits of language and literacy provision both in the library and prison wide.
Facilitate the library induction process to ensure prisoners effectively use library resources.
Work with the rehabilitation team to ensure that resources support curriculum developments.
Organise library resources in line with current standards and best practice
Maintain area records and statistical information.
Represent the Library at internal and external committees and meetings.
Manage overdue library books, including communication with prisoners
Develop and deliver library-based sessions to promote language, literature and culture.
Work closely with Rehabilitation instructors/ Tutors to facilitate in classroom activity when needed.

Experience required: 

Experience in a Library/ Community services environment.
Excellent communication skills.
Proficient IT skills.
Proven approach to service delivery and maintaining customer care standards.
Flexibility of work: 40hrs with occasional evening and / or weekend work
Knowledge and understanding of developments in information literacy
Experience of monitoring service level agreements and/or Library ’customer’ service charter.
Ability to work under pressure; think clearly and act decisively.
Good personal organisation skills.
Good problem solving skills.
Team Player;
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