Job Description

	Analyst:      
	Date: May 2012

	Job Title: Assistant Librarian
	Department: Education

	1.
	Job Details

	
	(a) Responsible to: Librarian

	
	(b) Responsible for (subordinates):      

	
	

	
	

	
	(c) Working Hours: 24 hrs per week which may include one evening in term time.  Hours outside of term to be negotiated.
	(d) Salary Range: £7 per hour

	
	(e) Essential Qualifications:      

	
	5 GCSEs (grades A-C) including Maths and English

	
	Hold a recognised professional Librarian Qualification

	
	(f) Essential Experience: experience working in library setting

	
	     

	
	     

	2.
	Job Summary (Description of main purpose of job): To assist the Librarian in the day to day running of the College library

	
	Providing support to staff and students to facilitate access to learning, teaching and research resources

	
	To be responsible for the running of the College library in the absence of the Librarian

	
	     

	
	     

	
	     

	
	     

	3.
	Key Tasks: Develop user education through induction

	
	Cataloguing and classifying library resources

	
	Developing electronic resources

	
	Deputise for the librarian as required

	
	Answering readers' enquiries, conducting literature searches, advising on essay citation

	
	Book repair, shelving and general tidying

	
	Network with librarians and professional associations

	
	Sort book donations

	
	Carry out any other duties as requested by the librarian

	
	     

	
	     

	
	     

	
	     

	
	     


Note: This description is not intended to establish a total definition of the job, but an outline of the duties.
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