


Located in Cathedral Square

CITY OF PERTH
LIBRARY

£

City of Perth



7 floors, open to the public 7 days
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Roster — When | Work
www.wheniwork.com

A DASHBOARD SCHEDULER D) TIME CLOCK ©) WORKCHAT ka - -

EVERYTHING PUBLISHED
NO CHANGES

WED 21 THU 22

- T~

11:55-16:10 LIBOFFIC [02:50-03:30 @ 10:40-18:10 LIBOFFICI UNAVAILABLE UNAVAILABLE UNAVAILABLE
No Position L~ -
07:50- 15:20 LIEOFAIC| ETELEETELY
Lib officer
Lib Assistant 02:50-03:30 9
Customer service officer

07:50 - 15:20 LIB OFFIC

Senior staff

YPS staff 09:55-16:10 L C - “ 07:50- 15:20 LIBOFFIC! 10:40-18:10 LIBOFFIC| 10:40-18:10 LIBOFFICI

:30-11:30 @ 10:40- 18:10 LIB OFFICI
8:10 LIBOFFIC BERLESTELE J

L4
09:55- 16:10 LIB OFFIC :30-11:30 99 10:40-18:10 LIBOFFIC| |03:00=32:00

CITY OF PERTH &
LIBRARY



Some of the rest of the front of house team...

DASHBOARD @ SCHEDULER ) OCK ) WORKCHAT

EVERYTHING PUBLISHED

NO CHANGES - Mar 17 -Mar 23, 2018

EMPLOYEES e SAT 17 SUN 18 MON 19

dneiti ns< ~ " .
Positions @ ~Catherine M... 09:55-16:10 LIBOFFIC  11:55-16:10 LIBOFFIC

No Position

Lib officer

- Lola Sterrett \
. . 09:55-16:10 LIBOFFIC' 11:55-16:10 LIBOFFIC
Lib Assistant

Customer service officer
Senior staff

-Francene Qu...

YPS staff

2 - Sophie Pont...
Sophic Pont 09:45-16:00 LIBOFFIC  11:55- 16:10 LIB OFFIC

Jiciion Gox 09:55-16:10 LIBOFFIC  11:45 - 16:00 LIB OFFIC

797.39 paid hours

WED 21

07:50 - 15:20 LIBOFFIC

|

10:40-18:10 LIEOFFIC

07:50 - 15:20 LIBOFFIC

10:40 - 18:10 LIBOFFIC

10:40 - 18:10 LIBOFFIC

18:10

15:20

18:10

18:10

15:20

LIB OFFIC

N
LIB OFFIC

LIB OFFIC

LIB OFFIC

LIB OFFIC

CITY OF PERTH

LIBRARY

FRI 23
.
v
07:50 - 15:20 LIBOFFIC
|/
14:40
% b, |
10:40 - 18:10 LIBOFFIC

Vi
 14:00 - 14:3
|4

10:40 - 18:10 LIBOFFIC

14:00 - 14:3
=

10:40 - 18:10 LIBOFFIC

va
 14:00 - 14:3
-

07:50 - 15:20 LIBOFFIC




Custom shifts, colour coding

EVERYTHING PUBLISHED _ o o
NO CHANGES ay Zb - 1,2018

SUN 27 MON 28 WED 30

09:55-16:10 LIBOFFIC 07:50-15:20 LIBOFFIC  10:40-18:10 LIBOFFIC  10:40 - 18:10 LIB OFFIC

09:55 - 16:10 LIBOFFIC 10:40-18:10 LIBOFFIC  10:40-18:10 LIBOFFIC  10:40 - 18:10 LIBOFFIC  07:50 - 15:20 LIE OFFIC

No Position
09:45-16:00 LIBOFFIC  11:55-16:10 LIBOFFIC 10:40-18:10 LIBOFFIC 10:40 - 18:10 LIBOFFIC  10:40 - 18:10 LIBOFFIC
Lib officer

Lib Assistant J 2 tcyneaang 09:55 - 16:10 LIBOFFIC 07:50-15:20 LIBOFFIC  10:40 - 18:10 LIBOFFIC  10:40 - 18:10 LB OFFif

Customer service officer

: 09:45 - 16:00 LIB OFFIC 07:50 - 15:20 LIB OFFIC
Senior staff

- L — g |
A -Taylor Coven.. ‘ N N 1

10:10 - 18:10 9@ 10:10- 18:10 #@ 10:10-18:10 9 10:10 - 13:10 9 10:10 - 18:10 #@
07:50 - 15:50 @ 07:50 - 15:50 07:50 - 15:50 ¥ 07:50 - 15:50 9
10:10 - 18:10 @ 10:10-18:10 @ 10:10-12:10 & 10:10 - 18:10 &
11:55 - 16:10 CUSTOME 07:50-15:20 CUSTOME  10:40 - 18:10 CUSTOME  10:40-18:10 CUSTOME
16:00 - 20:00 ¥
09:55-16:10 CUSTOME  11:45-16:00 CUSTOME 10:40 - 18:10 CUSTOME  07:50 - 15:20 CUSTOME

09:45 - 18:00 CUSTOME 10:40 - 18:10 CUSTOME  10:40 - 18:10 CUSTOME

764.34 paid hours 11.87 121.60 142.00

CITY OF PERTH
LIBRARY CiyotPrth




Slack https://slack.com

C' | & Secure | https://coplibrarystaff.slack.com/m

@ CoP Library catalog

COP Library staff -+ [\

jmandrew

E Home :: City of Pert general | COP Libra ® City of Stirling Libra [\ Catalogue: State Lit

#general
w| 246

b suzanne i 10:55 AM
Tree area currently open (with windows closed)

% 0 | Company-wide announcements and work-based matters

Monday, May 28th
Zq Jump to...

ot
jillian 11:28 AM € Q@ ~» w
Argghhhh! Once again customers have put an umbrella up themselves! | have politely asked them

in the future to get a staff member to do this for them, but | am not sure how we can stop this
from happening! It is now raining and they are using it to shelter their laptops from the rain!

@ All Threads

Channels

# bookrecs

# customerservicedesk Apart from staff putting them up regardless of the weather, | am at a loss as to how to stop this!

| have asked them to leave it up, and we will put it down this afternoon ‘f‘f"‘f“f‘f‘“?‘“ﬁ*?
-

H
‘ . 2 replies Last reply 2 days agc

_ woohoo “¥ 11:59 AM
shared this file v

jmandrew 2:47 PM
Hi all, I'm off to a meeting at Council House, and will be heading home from there. As it is
Barbara's half day, if there are any building issues, please contact Properties. Thanks, Jo

# events
# floorstaff
# foodsuggestions
# general
ohs

random

. Events Phone Message Checklist.docx
warmandfuzzies - o
39 kB Word Document
workstations

L

Direct Messages

slackbot

jmandrew ( Yesterday

ashabalan ¥ Tess 7:29am

ﬁ Facebook Skedda meeting ro

® & a

E Video Tutorials, Tip Confluence

Imported From IE

@ ¢

Thread

jillian and you

&

Argghhhh! Once again customers have put an umbrella up
themselves! | have politely asked them in the future to get a
staff member to do this for them, but | am not sure how we
can stop this from happening! It is now raining and they are
using it to shelter their laptops from the rain!

jillian May 28th at 11:28 AM
in #general

Apart from staff putting them up regardless of the weather, |
am at a loss as to how to stop this!
| have asked them to leave it up, and we will put it down this

B A0 S5 A B, A, B, A,
afternoon A AFRATRARARAR AR

2 replies

.

jmandrew 2 days ago

Hi Jill, | think this is a sign that they should be moved
inside. Steph and Barbara were letting the rain clean
them, but they should have got a good wash by now.
I'll check in with Barbara.

Perhaps when they go out again, we can have a
laminated sign attached asking them to ask staff to put
up the umbrellas.

Jo

CITY OF PERTH
LIBRARY




CoP Lib catalog &9 y of Stirling Libra 7« a ) Video Tt

COP Library staff - /) ® & [ gem

jmandrew
Tuesday, May 8th
Za Jump to...
’ 3 Comments
@ All Threads “o
Channels @ cheryl PM
# bookrecs As you will be aware, on 18 April two information sessions with the CEO and three Commissioners were hosted at the Perth Concert Hall.
# customerservicedesk Staff who attended heard from the Commissioners about their role regarding the stewardship of the City now and into the future. They were also able to ask honest
7 et and frank questions on behalf of their business units and teams.
# floorstaff A video recording of the information sions has been uploaded to Intranet for those staff who were unable to attend on the day.
# foodsuggestions ve oners
# general
Wednesday, May 9th

# ohs ednesday, May
# random
# warmandfuzzies inwell again today.
# workstations Tess y
# yps Stewart will not be in the History Centre today.

: Tess
Direct Messages @ Suzanne is unwell and won't be in today.

slackhot carrie 11:

jmandrew (you) mme jmandrew’s file Bulletin 8 May 2018
o ashabalan ( anc rify re: hot food, it can still be consumed on other floors other than level 57 So if level 5 patrons bring in MacDonalds we can send them to

A harkhava

CITY OF PERTH  %eep#
LIBRARY Ciyot Pt



Apps @ CoP Lib atalog E Home

COP Library staff - [\ #igeneral ® & [Qgem

jmandrew

Za Jump to... .

2) All Threads

Channels ®
# bookrecs

# customerservicedesk

¥ events

# floorstaff

# foodsuggestions

ft general

# ohs

random

T

# warmandfuzzies

workstations

T+

# yps

Direct Messages ®
slackbot
jmandrew (you)

D ashabalan

CoRSaR—

Stirling Libra I__‘] St Skedda meeting ro E Video Tutorials, Tip Co ce Imported From IE

@ %
Tuesday, May 1st
liz
nme on iy file Bulletin 1 May 2018

Yes | was thinking we could do a sheet of ideas and put dates on the ones one as we go

jmandrew
Our next GEM award goes to Stephanie who has been getting lots done in her 2 days a week, as well as getting to know all the staff, and the quirks of this unusual
and challenging building. Steph has instituted a number of processes to ensure she and Barbara can work as an efficient job-sharing team and resolve issues promptly,
and has happily taken on the role of OSH rep.
And she helps out wherever needed, as shown by an earlier Slack post:
Many thanks to Stephanie who jumped in and helped twice with customers today when we > already helping others. Muchos appreciation to her for setting aside
her facilities hat for a few moments.
Well done, Steph. N

m4 W2 5 A4

anna 1

hi all ... Online memberships is putting a "p name into the Middle name field on Sisri Dynix ...until this is rectified pls cut & copy it into the p 1 name
field and tick the box. If a name is repeated, just delete the one in the Middle name field -O- Printed Examples are at Pods 1,2 and 5 and ground Service desk
Stephanie X PM

#ri. \\e'll be replacing some carpet tiles on th 3 ine (outside the auditorium) tomorrow morning. Therefo 'l be locking the lifts so access to the mezzanine
will only be via the stairs. Signage will be pl 1 on ground floor to notify patrons. The bathrooms will still be available for use. Expected completion 9am so hopefully
not too many are inconvenienced.

jmandrew 4:42 PM
Hi all, Heads up that tomorrow (Wednesday) Cheryl, Laura and | will be over at Council House all day at a stakeholder ¢ gement cour ess and Suzanne will be
interviewing in the afternoon. So Rosemary and Margaret are your TLs in the house. Jo

CITY OF PERTH
LIBRARY

City of Pert



= Apps @ CoP Library catalog g al | ( Libra & ciy tifling Libra: [ Catalogue: State Lit n Facebook Skedda meeting ro E Video Tutorials, Tip & Confluence Imported From IE

COP Library staff - [\ I ® & [a @ &

jmandrew
Za Jump to...
@ All Threads

Channels

# bookrecs

# customerservicedesk

# events
# floorstaff

# foodsuggestions

+*

general

ohs

+

random

#

H*

warmandfuzzies

#

workstations

Yps

#*

Direct Messages
slackbot
jmandrew (you)

0 ashabalan

O barbara

o elizabeth-digcomms

framoui

sunaay, May £/tn
Monday, May 28th

rosemary
Tess off sick today.

rosemary
Hi team the foam on the base of the smart bin needs to sit with the "pyramids" facing up.

Thanks Georgia! the grumpy man and the Weekend AGE have been united, before he was able to cause any more fuss. Fingers crossed he will be happier now

=1

sian 1 PM
The grumpy man (Mr Watkins) has just come to the front k looking for Georgia and said he's really sorry for grumbling and thank you for finding his paper!

‘ 1 reply

jillian 12
Umbrella villains have gone, | have put the umbrella down (they had got the cord in a nice tangled mess).

Yesterday

rosemary 1:58

elizabeth.lewis [1:53 PM]

Hi team, a helpful tip for those in the admin role on weekends - when printing 'Mail & email hold pickup notices' and ‘welcome announceme from the finished
reports: Select all text in the word document (Ctrl-A) and change the font to Calibri. This will format the text so there ar gaps to be edite s mucking around. |
found this saved me a heap of time today. | (Elizabeth Lewis) am happy to show you if it helps clarify. Thanks (&

CITY OF PERTH
LIBRARY

frn L f
T

City of Pert



Room bookings —https://www.skedda.com/

Tig b 4

Boardroom 202 (12 Occupants) Meeting Room 203 (6 Occupants) Meeting Room 204 (6 Occupants) Meeting Room 205 (6 Occupants)

CITY OF PERTH
LIBRARY

City of Pert



Confluence https://www.atlassian.com

P 4
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Confluence

@ Activity

@ Your work
. Spaces

¥& People

MY SPACES

:-: Library Knowledgebase

Activity

All updates

Popular

City of Perth Library

Brett Ma rtln

=1
0O«

=]
B User
aw

ty nt Pmth lelarv

e wi-fi lists,

and patr

Welcome to Confluence
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