POSITION 
DESCRIPTION
 

Position Title:	Coordinator Library Collections and Workforce Capability

Position Number:	205113 

Date of PD:                        14 May 2026

Classification:	7 

Position Purpose
Lead the planning, development, budget management and optimisation of library collections across physical and digital formats, ensuring they are contemporary, inclusive, and responsive to community needs, organisational priorities, and emerging trends in public library services. Strengthen library workforce capability by coordinating training, skills development, and workforce planning initiatives that build staff capacity, support service innovation, and foster a high-performing, adaptable, and customer-focused library team. Support day-to-day branch operations and safety leadership and contribute to strategic direction and innovation within Wyndham City Libraries.
Key Responsibilities  
· Provide leadership for library collections and workforce capability across Wyndham City Libraries, including overseeing planning, development and management of physical and digital collections in line with policy, community needs, access, equity and organisational priorities. 
· Develop, implement and review workforce training, professional development and capability building initiatives, including a consistent staff induction program to support effective onboarding and service delivery. 
· Review and respond to customer feedback and complaints in a timely and effective manner, using service data to inform continuous improvement, planning and reporting for collections and workforce capability. 
· Collaborate with library leadership and specialist teams to support the delivery of programs, initiatives, innovative service models and service improvements that enhance access, inclusion and equity for diverse communities. 
· Lead and support direct reports to meet performance expectations and contribute to strategic and organisational goals, and oversee planning and reporting in accordance with Council policies and legislative requirements. 
· Implement approved collection development and workforce capability initiatives, and support effective governance and continuous improvement through operational data, stakeholder engagement and compliance with health, safety, child safety and risk management frameworks.
· Manage, motivate and develop the Unit staff, including communicating expectations, monitoring performance, providing feedback and fostering a positive and team-oriented work environment.
· Lead by example and inspire and motivate staff to live the organisational values, strive for excellence and efficiency in service delivery and embrace continuous improvement.
· Address and resolve potential workplace issues in a timely and constructive manner. * 
· Identify training needs, provide coaching, support team member development and lead and support staff through change. 
· Develop and maintain positive relationships with key internal and external stakeholders and contribute to a culture of proactive, inclusive and respectful communications.
· Carry out other duties commensurate with skills and abilities as deemed reasonable and appropriate to the role as directed.

Risk Management

Accountable for the implementation and maintenance of sound risk management within the areas of responsibility and in accordance Wyndham’s Risk Management Policy. Create an environment where managing risk is accepted as the personal responsibility of each employee.

Occupational Health & Safety

Prioritise satisfying the requirements of the organisational Health and Safety Policy, the Safety Management System and consistently demonstrate ‘Leading by Example’ to staff, contractors and visitors, consistent with a mature and effective safety culture. This includes but is not limited to supporting and monitoring the effect of targeted Health and Safety initiatives, sponsoring continuous improvement, and acknowledgment of good safety practice throughout their area of responsibility.

These responsibilities include (but are not restricted to):
· Holding staff in supervisory or team leadership roles accountable for proactively managing Health and Safety matters within their areas.
· Participation and contribution to important Health and Safety meetings and organised events which promote Health, Safety and Wellbeing.
· Ensuring injury management and return to work processes are adhered to.
· Participation (where requested) in safety toolbox talks, incident investigations and role specific training.
· Understanding, sharing and seeking to improve on Health and Safety KPIs.
· Establishing effective and regular engagement with Health and Safes Representatives whose Designated Work Group (DWG) intersects with functional accountability.

Child Safety

Wyndham City Council is committed to being a Child Safe organisation and has zero tolerance for child abuse. Employees must report any concerns relating to child safety to their supervisor. All allegations and safety concerns will be treated seriously in line with our policies and procedures to uphold our commitment. It is the responsibility of each employee to familiarise themselves with the Child Safety and Wellbeing Code of Conduct and the Child Safety, Wellbeing & Reportable Conduct Policy. 

Accountability and Extent of Authority

· The freedom to act is governed by policies, objectives and budgets with a regular reporting mechanism to ensure achievements of goals and objectives.
· Decisions and actions taken at this level may have a significant effect on the programs or projects being managed or on the public perception of the wider organisation. 
· Decisions made or advice given to clients may have a substantial impact on individual clients or classes of clients. 
· Input into policy development within the area of expertise and/or management. 
· All work undertaken must comply with the organisation’s Continuous Improvement system processes and relationships. 

Judgement and Decision Making

· This position is essentially problem solving in nature. 
· The nature of the work is specialised with methods, procedures and processes generally developed from theory or precedent. 
· The problem solving process comes from the application of these established techniques to new situations and the need to recognise when these established techniques are not appropriate.
· Guidance is not always available within the organisation. 
· In positions where the prime responsibility is in policy formulation, the primary challenge will be intellectual and will typically require the identification and analysis of an unspecified range of options before a recommendation can be made. 

Management Skills

· Skills in managing time, setting priorities and planning and organising one's own work and where appropriate that of other employees so as to achieve specific and set objectives in the most efficient way possible within the resources available and within a set timetable despite conflicting pressures. 
· An understanding and an ability to implement personnel policies and practices including awards, equal opportunity and occupational health and safety policies, recruitment and selection procedures and techniques, position descriptions and employee’s development schemes. They would be also expected to contribute to the development and implementation of long-term staffing strategies. 

Interpersonal Skills

· Ability to gain co-operation and assistance from clients, members of the public and other employees in the administration of broadly defined activities and to motivate and develop employees. 
· Ability to liaise with their counterparts in other organisations to discuss and resolve specialist problems and with other employees within their own organisation to resolve intra-organisational problems. 
· Excellent verbal and written communication skills.
· Our organisation is representative of our diverse community. All our positions therefore require an understanding and respect for people from diverse backgrounds and the ability to work and build relationships in diverse and cross-cultural environments.   
· Demonstrated high level interpersonal skills, verbal, and written communication skills, with an ability to prepare a wide range of reports and correspondence. 
· Ability to lead innovation and flexibility in seeking and encouraging the adoption of change which will be of benefit to the organization and its customers. 

Specialist Skills and Knowledge

· Proficiency in the application of a theoretical or scientific discipline in the search for solutions to new problems and opportunities. 
· An understanding of the long term goals of the wider organisation and of its values and aspirations and of the legal and political context in which it operates. 
· Proficiency in the Microsoft Office suite and the ability to apply computer literacy skills to a range of new/different software programs in the performance of duties.
· Knowledge of and familiarity with the principles and practices of budgeting and relevant accounting and financial procedures. 
· Detailed knowledge of library practices and procedures with the ability to provide on-the-job training to library staff.
· High level stakeholder management skills and the ability to develop strong relationships both within and outside the organisation. 
· Understanding of current library operational and collection trends and practices. 
· Knowledge of library operational and collection issues. 
· Analytical and investigative skills are required.

Qualifications and Experience

· Degree or diploma course in Library Services or other relevant discipline with several years of subsequent relevant experience. They might also be acquired through higher formal qualifications either in the field of specialist expertise or in management, together with a shorter period of experience, or they might be acquired through lesser formal qualifications with extensive relevant experience. 
· Demonstrated experience in library operations and collection development.
· Experience developing and managing processes. 
· Extensive experience in staff management and leadership.
· Experience developing and implementing operational improvements and policies.
· A current driver’s licence is required.
· A current Working with Children Check is required.

Inherent Physical Requirements of Position	

This section lists the demands and work environment in order to perform the essential functions of this position. Wyndham City Council is committed to providing reasonable adjustments to ensure that all employees, including those with disabilities, have equal opportunity to perform the essential functions of their role.

	Task
	Description 

	Office Duties
	· Using a workstation with adjustable office furniture, general office-based work such as handling files, attending phone calls and customer enquiries and using a computer for up to one hour at a time, followed by a break.

	Standing/Walking

	· Required to walk on sites, possibly on uneven surfaces


	Climbing
	N/A

	[bookmark: _Hlk32922600]Driving
	Required to drive private or Council owned vehicle

	Commuting
	Rquired to travel within the Municipality to undertake Council business (as required)


	Carrying/Lifting

	Occasional lifting and carrying of items 

	Pushing/Pulling
	N/A
Click here to choose an item.

	Bending/Stooping & Reaching 
	Required to bend and reach occasionally

	Kneeling/ Squatting
	Required to kneel and/or squat occasionally
Click here to choose an item.

	Work Environment
	N/A

	Other:  
	· N/A     



Other Relevant Information 

Employment is, and remains, subject to the presentation of the right to work in Australia.  
Appointment is subject to a satisfactory completion of a police check and can be requested to be renewed from time to time.
· May be required to work at other sites across Wyndham City to meet operational and business requirements.
· Flexibility to work occasional after hours and weekends/public holidays as required /in accordance with the relevant roster.

Key Selection Criteria

· Degree or diploma course in Library Services or other relevant discipline with several years of subsequent relevant experience or lesser formal qualifications with extensive relevant experience. 
· Demonstrated experience implementing approved collection development and workforce capability initiatives within a public library or similar service environment. 
· Demonstrated ability to support effective governance and continuous improvement by contributing operational data, stakeholder engagement and compliance with established health, safety, child safety and risk management frameworks.
· A current driver’s licence is required.
· A current Working with Children Check is required.














This Position Description has been developed in accordance with Band 7 Descriptors and Classification Definitions contained within the Wyndham City Enterprise Agreement and Local Government (Victorian Local Authorities Award) Descriptors (as applicable at time of position creation or position review). Concluded Band 7. 
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