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Council overview
Between the city and the sea, Waverley is a vibrant, welcoming, and inspiring place to live, work 
and play with its diverse population, creative culture, enriching lifestyle, stunning natural features, 
and distinctive neighbourhoods. 

Waverley Council provides and supports a variety of services, programs and initiatives to sustain 
and improve the quality of life for the Waverley community. This includes the delivery of 22 main 
services and up to 150 sub-services covering a wide range of activities.

Council values

Care Respect Integrity Innovation Collaboration
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Position Description

Primary purpose of the position

Challenges
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Position Description

Accountabilities
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Position Description

Corporate Obligations 

External relationships

Internal relationships

The position must have a sound knowledge and comply with the following Council 
policies and procedures:

• Work Health & Safety Policy

• Code of Conduct

• Risk Management

• Fraud and Corruption Control Policy

• Equal Employment Opportunity

• Environmental Protection Principles

• Adhere to and comply with other
government legislation as required
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Position Description

Delegation

Budget 

Direct reports and indirect reports

Reports to

No

Yes – Refer to the position’s instrument of sub-delegation

Page 5



Position Description

Essential requirements

Desirable requirements
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	Position Title: Coordinator, Library Resources
	Position Title 1: 
	Directorate: [Community, Culture & Customer Experience]
	Salary: [O]
	Position Number: KLE028
	Location: [Bondi Junction]
	Status: [Permanent full-time]
	Position Level: [Level 5]
	Date approved: 17 July 2024
	Original version 2: 
	Page 1: 

	This review 2: 
	Page 1: 

	Next review 2: 
	Page 1: 

	Purpose: To lead and manage the Library Resource Management' team, comprising of the Local History, Collections and Technology teams,  and contribute to the development and delivery of service excellence. The Coordinator is responsible for ensuring the Library generates high levels of customer satisfaction through its collections and technology provision and maintains and ensures preservation of and access to, the history of the LGA.  They will be accountable for problem resolution and issue management and will work to support and develop staff to be effective in their role.
	Challenges 2: 1. Leading and developing staff.
2. Managing competing priorities and deadlines.
3. Responding to customer needs and demands, including dealing with difficult customers.
4. Ability to keep up to date with current and future developments of technology and industry trends.

	Accountabilities 2: 1. Contribute to strategic planning to achieve Library and Council objectives.
2. Provide strategic advice on Library technology and collections.  
3. Foster a culture of learning, continuous improvement and high performance in the Library to sustain strong levels of customer satisfaction and community engagement.
4. Deliver high quality library services with a flexible approach and a focus on innovation and adaptability to a changing environment.
5. Engage in project management and delivering to deadlines.
6. Manage and develop high performing teams.
7. Deliver and develop Library policies and procedures.
8. Monitor and report on team budget and liaise closely with suppliers for library procurement.

	External relationships 2: Library customers
Suppliers
Council staff

	Internal relationships 2: Manager
Library leadership team
Team members

	Essential requirements 3: 1. University level qualification in Library and Information Studies, Technology or other relevant area of study/experience.
2. 3-5 years’ experience in collection management, budget management, project management and staff supervision, with proven capacity to lead and develop staff within a library environment.
3. Excellent technical skills and a high level of digital literacy.
4. Proven ability to embrace change and engage, lead and inspire others to achieve outcomes for the benefit of the organisation and community.
5. Proven experience in delivering quality customer service and a positive, professional, and cooperative approach to working with others.
6. Demonstrated excellent interpersonal skills with strong conflict resolution skills and the ability to deal with difficult customers.
7. Demonstrated organisational and time management skills with a flexible approach to work and the ability to meet deadlines.
8. Experience in the creation and implementation of policies and procedures for organizational efficiency.
9. Excellent written and verbal communication skills and the ability to interact effectively with a wide range of individuals and organisations.
10. Current Working with Children Check.


	Desired requirements: 1. Current Drivers licence
	Budget 2: Yes
	Direct & indirect reports 3: 3 direct reports
10 indirect reports
	Reports to 2: Manager

	Delegation: Choice1


