OXFORD UNION SOCIETY

Graduate Library Trainee

One-year appointment, full time, starting September 2011

Salary ca £15,672 

The Oxford Union Society is seeking a graduate trainee to become part of its library team for a year starting in September 2011.  Duties will be varied and will include providing loans and enquiry services to readers, cataloguing and classifying new books and preparing displays of new library materials.  In addition you will act as secretary to the Library Committee and Library Strategy Committee, and have the opportunity to undertake project work in the library during the year.  You will also participate in the Oxford University libraries’ graduate trainee programme.  

You should be a graduate, or expect to graduate before September 2011.  Good communication skills, teamskills and a customer focus will be important, as will be the ability to manage time effectively.  Previous library experience would be helpful but is not essential as full training will be given.  

For further details please contact Mrs Su Lockley on 01865 246782 (email: librarian-in-charge@oxford-union.org).  Applications including CV with covering letter and the names of two referees should be emailed to  librarian-in-charge@oxford-union.org or sent to: Mrs Su Lockley, Oxford Union Library, Frewin Court, OXFORD, OX1 3JB.

Closing date Friday 25 March 2011 

Interviews will be held during April 2011

OXFORD UNION SOCIETY

Further particulars for the post of Graduate Library Trainee

The Oxford Union Society Library 

The Oxford Union Society was founded in 1823 and its Library established from 1826. Its original aim was to collect political and controversial literature, journals and newspapers. Later in the nineteenth century the Library's remit was extended to include material of a more academic nature, in support of teaching and learning within the University of Oxford.  Current purchasing policy, uniquely amongst Oxford libraries, is influenced by a desire to meet the needs of University members in both recreational and academic reading.  Thus, in addition to textbooks and other academic materials, the Library also buys DVDs, fiction and travel guides, all of which form a key part of its lending stock.   

The collections are housed in a series of reading rooms and closed access stacks. These include the internationally famous 'Old Library', built in the 1850s and decorated by leading members of the Pre-Raphaelite Brotherhood including William Morris, Dante Gabriel Rossetti and Edward Burne-Jones.  

Membership of the Oxford Union is for life, so Library users include both current and past students of the University, though most are in fact current undergraduate or graduate students. The Library is also unique in Oxford in being part of a club, run by and for University members, and thus officially outside the jurisdiction of the University authorities. It is instead administered by an alliance of senior and junior (i.e. student) members, amongst whom the latter are the more prominent. 

The Library is working on a major project to catalogue its holdings onto the Oxford University (OLIS) library system and to re-classify the bookstock to the Dewey Decimal Classification. The effect of this has been to make the collections more readily accessible to users, and the impact of this is already being seen in increasing levels of usage.  Furthermore an extensive renovation of the buildings housing the Library collections was completed in 2005.  This has improved the environmental conditions for both the collections and the users of the Library and has provided attractive new office space for the Library staff.

The University of Oxford is currently replacing its existing GEAC library system which runs OLIS.  This is an exciting project and one in which the Union Library is participating, with a view to providing opportunities to improve services to readers.   

Further information on the Society and its Library is available from the web site at www.oxford-union.org/library  and from the Oxford University Library pages at http://www.lib.ox.ac.uk/libraries/guides/OUS.html 

The post 

The Graduate Trainee is one of a team of 4 staff within the Oxford Union Society Library, reporting directly to the Deputy Librarian and Senior Library Assistant and ultimately to the Librarian-in-Charge. The main duties will be split roughly equally between reader services and other library activities.  The trainee will thus gain valuable experience of all areas of library work, and as a member of a small team, will have the chance to take responsibility for some activities or projects and to become involved in decision-making to do with the management of the library.  There will also be the opportunity to undertake project work within the library during the year.  In addition the graduate trainee acts as secretary to the Library Committee and Library Strategy Committee, providing the opportunity to gain experience in committee administration and an insight into the working of the organisation.  

The graduate trainee is encouraged to become involved in the Library’s continuing development programme.  Ongoing projects include the re-classification of the Library collection to Dewey 21 and cataloguing of older materials onto OLIS.  There is also a university-wide project to replace the GEAC library system and the opportunities this may offer for improving services to readers.  The post at the Oxford Union Library will allow the successful candidate to develop an understanding of issues facing the profession as a whole and the ways in which one library is responding to these challenges.

The Oxford University libraries’ graduate trainee scheme

The graduate trainee at the Oxford Union Library takes part in the graduate trainee scheme provided for all trainees (usually 15-20) within the Oxford University libraries.  This is a structured programme based on the SCONUL code of practice and including seminars, visits and practical sessions.  For further information about the scheme from current and former Oxford trainees, please visit the Oxford Libraries Graduate Trainee Programme blog at  http://oxfordtrainees.wordpress.com/ 
Main duties

The main duties of the post are:

 

DUTIES

1. To provide circulation services to Library users, including loans, reservations and return of material from loan 

2. To register borrowers and keep their borrower records up-to-date 

3. To answer enquiries from Library users and to deal with enquiries received by other means, for example telephone or email

4. To deal with day-to-day financial transactions, for example the till and the petty cash, and to levy fines as appropriate

5. To receive, process, catalogue and classify new books and DVDs and to prepare displays of new acquisitions.

6. To assist with check in and display of new journals.

7. To keep relevant, timely and up-to-date records within Reader Services 

8. To re-shelve items returned from loan and to assist with general maintenance and tidying of the Reading Rooms

9. To assist with promotion, publicity and user education as required, for example preparing notices and leaflets and if appropriate, guiding groups around the Reading Rooms 

10. To be responsible for the maintenance of the Library’s facebook page and to participate in future Web 2.0 or other service developments as appropriate

11. To participate in special projects which will improve the general running of the Library and provide experience in other areas of library activity

12. To liaise with Officers of the Union, Bursar and Office staff as required, and to act as Secretary to the Library Committee and Library Strategy Committee.

13. To represent the Oxford Union Library as required in University-wide and other fora

14. To undertake any other duties as directed by the Deputy Librarian, Senior Library Assistant or Librarian-in-charge  

Person Specification

Experience, Knowledge and Skills

The successful applicant will be a graduate or expect to graduate before September 2011 and have a genuine commitment to librarianship as a career and the firm intention to undertake a course of postgraduate study leading to a library or information qualification.  Good IT skills will be important.  Previous library experience or experience in a customer-facing role would be an advantage.    

Personal Attributes

Good communication skills, both oral and written, are needed in this post.  Effective organisational skills and the ability to prioritise and balance a busy and varied workload will also be important, along with flexibility and the willingness to learn. Teamskills and a strong customer focus will enable the post-holder to contribute to the overall library team in providing an effective service to Library users.

Conditions of Employment 

This post is full-time (35 hours per week), for a one-year period starting from September 2011.  

The salary for this post is ca. £15,672 p.a.  Some evening (to 7.00 p.m.) and Saturday (afternoons) working will be required during term time. The Library is generally closed for two weeks at Christmas, a week at Easter and two weeks following the August Bank Holiday. In addition, the post-holder will have 2 weeks’ elective holiday entitlement. These days must be taken in the University Vacation and by arrangement with the Librarian-in-Charge. 

Applications 

Informal enquiries may be addressed to Mrs Su Lockley, the Librarian-in-Charge, The Oxford Union Society, Frewin Court, Oxford, OX1 3JB (email librarian-in-charge@oxford-union.org tel. 01865-246782).  Applications, consisting of a curriculum vitae and covering letter and the names of two referees should be emailed to:  librarian-in-charge@oxford-union.org  or sent to  Mrs Su Lockley at the above address.  Applications should state the nature of the relationship between the applicant and each referee, and applications should be sent to arrive by noon on 25 March 2011.  Interviews are expected to be held during April 2011.
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