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Library Assistant, Kensal Rise Library 
Location: Kensal Rise Library, London NW10 
Hours: Starting September 1, six-month Fixed Term Contract for 12 hours a week. The contract will end after six months unless extended by mutual agreement. Any extension will depend on funding, operational requirements and performance.
Reports To: The Chair of Trustees (or another nominated trustee), acting on behalf of the Board.
Background and Context 
Kensal Rise Library is a community run library, serving the people of Brent with a focus on the wards of Harlesden & Kensal Green, Queens Park and Brondesbury Park.

Our vision is to be the beating heart of our connected, creative community – run by us. 
Our mission is to foster an innovative library and public space at the heart of our neighbourhood that is free and welcoming to all, offering a range of services for both adults and children to further literacy, the arts and community cohesion.

We have 3 core aims:
1. To promote love of reading, especially among children
2. To offer a free, warm and safe space for all residents to study, meet up and recharge.
3. To provide a welcoming hub for learning, activities and community engagement.

The library is governed by the Trustees of the Friends of Kensal Rise Library, a charity that was formed in 2011 to campaign against the closure of the historic Kensal Rise Library as a public library by Brent Council. The library was opened by American author Mark Twain in 1900. The refurbished library opened its doors to the public in autumn 2019 and operates independently of the local authority. The library relies on volunteers, grants, and donations to keep it going.
The Library Assistant is the only paid employee position at Kensal Rise Library.
Job Purpose
Kensal Rise Library is seeking a reliable and organised Library Assistant to provide administrative and operational support for the smooth day-to-day running of the library. The role focuses on assisting KRL trustees to maintain library premises, ensure equipment and facilities are functioning correctly, administer room hire, monitor the library’s main enquiries email inbox and support the efficient operation of the library environment.
Key Responsibilities
· Work with volunteers, providing practical support and acting as a key operational contact, while responsibility for volunteer management remains with the Volunteer Action Group. 
· Manage room hire for library including: 
· Correspondence with customers 
· Processing of invoices  
· Monitoring incoming payments  
· Checking bank payments and maintaining accurate financial records  
· Processing refunds and return deposits as required.
· Organising rota of volunteers to “open up” library to first time hirers.
· Monitor general inquiries email inbox of library and escalate, as appropriate, messages to trustees. 
· Liaise with suppliers, contractors, and service providers regarding equipment maintenance and repairs.
· Maintain financial and administrative records and prepare information for trustee approval.  
· Ensure library equipment, including public computers, photocopier, dishwasher and other machinery, is operational and report faults promptly.
· Monitor and maintain stocks of stationery and office supplies, ordering replacements when required.
· Monitor the general condition of the library premises and report any maintenance issues. Assist trustees in monitoring health and safety compliance and reporting issues.
· Help ensure the library remains a safe, organised, and welcoming environment for volunteers and patrons.
· Comply with the charity's data protection and confidentiality policies.
Person Specification
Essential
· Strong organisational and administrative skills.
· Good attention to detail and ability to maintain accurate records.
· Competent IT skills, including Microsoft Office applications and email.
· Ability to identify and resolve routine operational issues.
· Good communication skills and a professional approach.
· Ability to work independently and manage priorities effectively.
· Reliable, proactive, and practical in approach.
Desirable
· Previous experience in an administrative, facilities, or office support role including familiarity with accounting software such as QuickBooks. 
· Experience coordinating maintenance requests or supplier relationships.
· Knowledge of health and safety procedures in a workplace setting.
Personal Qualities
· Well organised and methodical.
· Self-motivated and dependable.
· Flexible and willing to take initiative.
· Committed to supporting the effective operation of a community-focused organisation.
· Friendly and approachable, with an open and positive attitude  
Working Hours 
12 hours a week.   
The employee will be entitled to statutory holiday leave.  

Contract Term 
The contract will end after six months unless extended by mutual agreement. Any extension will depend on funding, operational requirements and performance. The Board of Trustees are keeping under review Library operations and the post is a temporary one to enable maximum flexibility in how the Library is run and taking account of the financial resources of the Library. 
Remuneration Package 
Starting Salary: paid at current London Living Wage.  
Probation period: 
There will be a probation period of 3 months. 
Flexibility: 
Occasional evening or weekend work may be required. Time off in lieu or additional pay will be agreed where appropriate.
Notice period: 
Two weeks. 
Application Process 
Please email your CV to info@kensalriselibrary.org together with a concise one page covering letter setting out your reasons for applying for this position.    
Deadline for Applications:
Monday July 27, 2026  
Kensal Rise Library welcomes applications from all sections of the community and is committed to equality, diversity and inclusion.
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