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Roles for LINC Representatives and LINC Web Page Volunteers

[bookmark: _GoBack]LINC Representatives
· Attend LINC User Group Meetings, actively undertake discussions, voice problems and offer suggestions, opinions, and solutions with regard to LINC;
· Circulate information, relevant documentation and NWLP/LINC updates to the respective Heads of Service and front line library staff;
· Update LINC Partnership Support Officer / Chair of the LINC User Group and User Group on salient points, e.g. changes, closures, events, within the respective partner / authority;
· Notify LINC Partnership Support Officer / Chair of the LINC User Group and LINC User Group of temporary and long-term changes to operational and procedural elements as required; 
· Notify the LINC Partnership Support Officer / Chair of the LINC User Group of changes to staff contact details, changes of key staff members, LINC representatives etc.;
· Primary point of contact for LINC Partnership Support Officer;
· Primary point of contact for library staff within their respective partner for LINC related matters;
· Ensure the maintenance of monthly ILL statistical recording in the tables provided;
· Ensure that social media posts are uploaded onto respective social media sites;
· Complete relevant administrative tasks and actions for LINC and North Wales Libraries Partnership research and evaluation purposes;   
· Complete other tasks arising from LINC or NWLP matters.

LINC Web Page Volunteers
· Should familiarise themselves with the information on the iBAWB and LINC webpages on welshlibraries.org and ensure the respective partner information is up to date;
· Ensure that information and links on both the respective partner’s LINC and iBAWB web pages are working; check regularly / as requested;  
· Notify the LINC Partnership Support Officer / Chair of the LINC User Group of changes to information on both the LINC and iBAWB pages on welshlibraries.org; 
· Ensure that key procedures and other relevant documentation relating to the respective authority / partner libraries are sent to the LINC Partnership Support Officer / Chair of the LINC User Group for uploading onto the welshlibraries.org Staff Toolkit.
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