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Information For Applicants



	Library Technician 

Education Support Level 1-2
Salary Range $56,580 - $72, 460
Position Tenure: 23/02/2026 – 18/12/2026
Time Fraction: 0.8 (Thur to Fri required)
[bookmark: H#H#DI19]Vacancy Number: 1515708
Closing Date:  15/02/2026




INSTRUCTIONS
Applicants are free to structure applications in any manner they choose, but must ensure that the following are included:
· A specific response to all of the selection criteria and position details.  It is suggested that applicants limit their response to not more than 3 pages 
· The names and contact details of up to three referees who can provide information regarding the applicant in relation to the selection criteria

Must register and apply via School Jobs Vic at: https://www.vic.gov.au/school-jobs 

For more information about Balwyn High School’s ethos, programs, and Strategic Plan, visit  https://www.balwynhs.vic.edu.au/


ROLE

Library technicians provide support for students and teachers at Balwyn High School. The School’s aim is to improve educational outcomes and support teaching excellence, including the skills required to engage successfully as life long, self-directed learners in the 21st century.

Balwyn High School’s Library is a fully refurbished, digitally enhanced open teaching and learning space that serves the varied needs of students from Years 7 to 12, along with their teachers and other support staff. It has been purposely designed as a showcase for e5 teaching and learning practices. 

The successful applicant will join a dynamic team committed to developing traditional Library practices into new theories of reading and research in a digital, conceptual age. There are 2 part time teacher librarians and 1 fulltime and 2 part time Library technicians in the Library team. 


RESPONSIBILITIES
[bookmark: _Hlk172623866]
1. Circulation desk duties, including, but not limited to:
· Checking in and checking out library resources
· Reservations, holds and renewals
· Attending to staff and student enquiries, in person and by telephone or email.
This responsibility requires problem solving skills relevant to a highly populated, multi zoned open learning space that caters for a variety of different learning methodologies and the consequent communication demands placed on support staff.

2. Assist with the cataloguing Library resources including books, magazines and ebooks using:
· SCIS cataloguing
· Original cataloguing

3. Contributing to the on-going maintenance of the integrity of the Library Management System database and collection, including
· Updating bibliographic records
· Weeding
· Stocktaking
This responsibility requires an extensive knowledge of Web 2.0 technologies and systems, specifically knowledge of and experience in the current Oliver (Version 5) Library Database Management System. 

4. Shared responsibility of end-processing of library resources including books, magazines, DVDs, ebooks, audio-visual equipment, including the provision of solutions for the end processing requirements of a modern, state of the art multi modal Library eCentre.
This responsibility requires a level of technical expertise and creativity in photography, design and display, along with proficiency in ensuring that different texts are processed, shelved and displayed consistently - and with a level of priority of focus that enhances their own contribution to a digitally enhanced Library resource collection.

5. Shared responsibility of Resource Maintenance as required to support Library staff and other staff and students.
This responsibility requires the ability to keenly observe and measure the viability and life span of a vast collection of traditional and new resource types - from wide reading through to true stories and non-fiction resources, through to magazines, world news, audio visual resources, along with digital devices such as loan stock of student laptops. It also requires knowledge of the operation and function of the School’s digital content management system Click View.

6. Create a welcoming and stimulating environment through displays that promote the library, school events and other notable events. 
This responsibility involves creating displays both online and physical.  This enhances the library’s environment and provides information to students and staff.  This also includes housekeeping and maintenance of the library space. 

7. Any other duties as required by the Head of Library and Principal.

KEY SELECTION CRITERIA
1. [bookmark: _Hlk172623343]Library Technician Qualification that entitles library technician membership to Australian Library and Information Association (ALIA)

2. Demonstrated high level experience with libraries and library management systems in particular the Oliver (Version 5) Library Management system. 

3. Demonstrated high level experience with digital facilities (eg. Click View, ebook platforms) and experience and ability to manage print and online resources.  

4. Demonstrated high level organisational and planning skills with an ability to meet the challenges of a multizone digitally enhanced Library environment with the ability to work collaboratively, and independently with initiative, and be flexible, creative and innovative. 

5. Demonstrate excellent communication and interpersonal skills, including the ability to communicate effectively with a wide range of individuals including colleagues, teachers, and students.

6. Experience with the use and upkeep of Audio-Visual equipment.


Desirable attributes/ skills

· A knowledge of, and interest in, young adult literature.
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