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Job description and selection criteria 
	Job title
	Library Graduate Trainee

	Division
	Various

	Department 
	Bodleian Libraries

	Location
	Central Oxford

	Grade and salary
	Grade 2.2: £15,353 per annum

	Hours
	Full time (36.5 hours per week) 

	Contract type
	One Year Contract (September 2012- end of August 2013)

	Vacancy reference
	101699


Introduction
The University 
The University of Oxford is a complex and stimulating organisation, which enjoys an international reputation as a world-class centre of excellence in research and teaching. It employs over 10,000 staff and has a student population of over 21,000. 

Most staff are directly appointed and managed by one of the University’s 130 departments or other units within a highly devolved operational structure - this includes 5,900 ‘academic-related’ staff (postgraduate research, computing, senior library, and administrative staff) and 2,820 ‘support’ staff (including clerical, library, technical, and manual staff). There are also over 1,600 academic staff (professors, readers, lecturers), whose appointments are in the main overseen by a combination of broader divisional and local faculty board/departmental structures. Academics are generally all also employed by one of the 38 constituent colleges of the University as well as by the central University itself. 

Our annual income in 2009/10 was £879.8m. Oxford is one of Europe's most innovative and entrepreneurial universities: income from external research contracts exceeds £367m p.a., and more than 60 spin-off companies have been created.

For more information please visit www.ox.ac.uk
Bodleian Libraries
The University of Oxford’s many libraries contain the largest and most diverse collections for the support of teaching and research in any institution of higher education in the United Kingdom. Its library holdings as a whole are world-class. Because its principal library, the Bodleian, has been in effect a library of legal deposit for almost 400 years, members of the University and scholars from far and wide have a reasonable expectation of satisfying a very high proportion of their library needs somewhere within Oxford’s libraries.

The libraries, which together form the Bodleian Libraries, contain more than 10 million volumes; and, if periodical parts are included, the Bodleian Libraries adds to stock an average of well over 1000 items per day throughout the year. A large proportion of the stock will be preserved in perpetuity and a significant percentage of the legal deposit intake forms a part of the national printed archive.  

In addition to its vast print and archival collections, the Bodleian Libraries offers access to 22,500 e-journals and over 900 licensed electronic databases and reference works. The library service is currently also significantly extending its e-book collection to support both learning and research.

For more information please visit: http://www.bodleian.ox.ac.uk/
Library Graduate Trainee Placements
The Library Graduate Trainee scheme offers up to 12 placements each year within the Bodleian Libraries in one of our three subject areas: Humanities, Science and Social Sciences.  If you apply to the Bodleian Libraries Trainee Scheme, your application will be considered for all of the potential placements and our central selection panel will allocate you to the most appropriate placement based upon your background, experience and interests.  The placements in the Taylor Institution Library are reserved for trainees with some language knowledge.  Wherever you end up working as a trainee, you are guaranteed a solid grounding in core library activities and an excellent start to your career in the library and information profession.     
The trainees play a central role in the day to day operation of the libraries and the jobs provide varied and exciting practical experience in the library and information profession.   We have an established staff development programme for graduate trainees (following the SCONUL Code of Practice) in which each appointee would be expected to participate. There are opportunities to attend other relevant staff development activities and IT skills training where appropriate. The trainee posts are open to graduates of any age who intend to undertake a postgraduate library/information course in order to pursue a career in Librarianship / Information Management. Reasonable time off is given for attending library school interviews.  Comprehensive training is provided and regular review meetings are held to support trainees’ progress.  There may be an opportunity for project work during the year; some recent examples are described on the current trainees’ web pages: http://oxfordtrainees.wordpress.com/
Job description

Trainees work in a variety of different libraries and the actual duties will vary according to your placement.   The following job description covers a typical range of activities but is not meant to be exhaustive.

Overview of the role
To experience a range of library activities from processing library material to maintaining a service to users at the circulation and/or enquiry desk.   Trainees are encouraged to take an interest in professional matters such as management, committee work, collection management (including electronic resources) and there may be the opportunity to undertake a project.  

Responsibilities/duties 
Duties may include:

Reader Services

· Helping readers with their enquiries using a range of print and electronic reference sources, e.g. locating specific materials and providing support in the use of online catalogues and databases such as SOLO
· Issuing and returning books using the automated library system

· Checking reading lists

· Supervising the self-service photocopying system

· Cash handling for fines, photocopying, inter-library loans and sales
· Assisting with user education sessions and scheduled tours of the library

· Shelving and reshelving of books and undertaking book moves

· Processing books arriving from and returning to the bookstack

· Periodically checking shelves for missing items

· Some photocopying or scanning in support of library document supply services and services for students with special needs;  assisting in the preparation of course packs or materials to support information skills training

Technical Services

· Basic cataloguing and classifying

· Assisting with ordering, receipt and issue of inter-library loans

· Placing orders for books

· Assisting with the accessioning of new acquisitions and the withdrawal of redundant bookstock

· Serials receipt and registration and liaison with subscription agents

Conservation

· Labelling, laminating and inserting security triggers for new bookstock

· Carrying out minor repairs to assist with book repair and conservation

General 

· Minuting meetings

· Updating webpages

· Producing publicity material and guides

· Administrative support as required

Other duties

· Participate in a Annual Review 

· Undertake any necessary training identified 

· Comply with health and safety regulations

· Comply with the policies and procedures set out in the Staff Handbook  

· Any other duties that may be required from time to time commensurate with the grade of the job

The Bodleian Libraries reserves the right to make reasonable amendments to the job description in consultation with the post holder at any time

	BODLEIAN LIBRARIES GRADUATE TRAINEE

SELECTION CRITERIA


Essential requirements
	CV
	Covering letter
	Interview
	Test

	Language Skills
	The placement in the Slavonic & Greek Library requires knowledge of Russian*
	●
	
	
	

	
	The placements in the Taylor Institution Library require knowledge of at least one Western European language in addition to English*
	●
	
	
	

	
	The placement in the Law Library must have a working knowledge of one or more Western European languages in addition to English
	●
	
	
	

	Education
	Educated to degree level or equivalent
	●
	
	
	

	IT Skills
	Intermediate skills in IT packages including Word, e-mail, internet
	●
	
	●
	●

	
	Proficient in searching databases
	●
	
	●
	●

	Motivation and approach
	Genuine desire to develop skills in advance of taking a post graduate qualification in Librarianship/Information Management
	
	●
	●
	

	
	Willing to learn, be flexible and accept a variety of projects and placements
	
	
	●
	

	
	Willing to participate effectively in network events with other trainees
	
	
	●
	

	Personal attributes
	Attention to detail
	●
	●
	●
	●

	
	Ability to prioritise
	
	
	●
	

	
	Diplomacy and discretion
	
	
	●
	

	Teamwork skills
	Build a rapport with others to ensure effective working relationships
	
	
	●
	

	
	Regularly volunteer to get involved in the work of the team
	
	
	●
	

	
	Keep others informed and up to date and share useful or relevant information to enhance team effectiveness
	
	●
	●
	

	Communication skills
	Express ideas effectively and convey information clearly and concisely
	
	●
	●
	

	
	Communicate effectively and courteously with readers and colleagues
	
	●
	●
	

	Customer care skills
	Show awareness of the importance of good customer care and quality of service
	
	
	●
	

	
	Accept responsibility within the confines of the role
	
	
	●
	

	
	Show flair and initiative in problem solving
	
	
	●
	

	
	Demonstrate good organisational skills, with the ability to plan ahead to meet deadlines
	
	●
	●
	

	
	Demonstrate enthusiasm and self motivation
	
	
	●
	

	Desirable criterion

	
	Experience of library work or other customer service role
	●
	●
	
	


*A high level qualification is not required

Working at the University of Oxford
For further information about working at Oxford, please see: 

http://www.ox.ac.uk/about_the_university/jobs/supportandtechnical/
How to apply

If you consider that you meet the selection criteria, click on the Apply Now button on the ‘Job Details’ page and follow the on-screen instructions to register as a user. You will then be required to complete a number of screens with your application details, relating to your skills and employment history. When prompted, please provide details of two referees and indicate whether we can contact them at this stage. You will also be required to upload a CV and covering letter (of no longer than 1000 words). 
Your application should include: 
  
1. a curriculum vitae (CV) 

2. a covering letter (including responses to the questions detailed below) 

Covering letter (this should be no longer than 1000 words)
Your covering letter should include responses to the following questions:

· Why do you wish to pursue a career in librarianship?
· Why have you chosen Bodleian Libraries’ trainee programme in particular?

· Which qualities and experience do you feel you can bring to the library and information profession?

· How will the traineeship benefit your career?

· From your research, which library school best suits your needs and why?

· How would a Bodleian Libraries’ placement help you in your studies at library school?
· How would you summarise, in no more than two sentences, the main functions of a library?  In one sentence, how do you think those functions will change in the future?
Hints and Tips on applying:

Please note the methods of assessing each area of the selection criteria- this will help you to ensure you have provided evidence of meeting each aspect of the selection criteria.

Your CV and covering letter (of no more than 1000 words) should demonstrate how your knowledge, skills and experience meet the selection criteria outlined in the job description.  You should also highlight any additional skills which may be relevant to particular libraries (e.g. language skills). Please be aware you are also required to show your commitment to librarianship as a career, including your plans for library school if any. 

To help us shortlist applications, your covering letter should cover the relevant aspects of the selection criteria and should be clear and concise.
The covering letter should demonstrate how you meet the selection criteria outlined above. Please note that a copy of a CV alone will not be accepted as a substitute for a covering letter and that inclusion of the letter is a mandatory step in the online application process. Please read the selection criteria for the post before writing and submitting your covering letter- this will describe the sort of skills, experience, knowledge, or abilities which are required. Your skills and experience may have been gained though paid employment, voluntary/community work, domestic responsibilities, spare-time activities, and training. Please describe how you meet the selection criteria, and explain why you wish to apply for this job.  If necessary please continue on a separate sheet.  Please save all uploaded documents to show your name and the document type.  

We will short list for interview those whose applications best demonstrate that the applicant meets the selection criteria, so it is important that you use your supporting statement to explain clearly, point by point, how you match them.

Please note…
· The closing date for applications is noon on Monday 06 February 2012.  Late applications will not be accepted.  

· If you are short-listed for interview, you will receive notification before 28 February 2012.  

· Interviews will be held w/c 12 March 2012.  You will receive a letter giving you details of your allocated date and time.  You will be given an individual tour of up to three typical Bodleian libraries.

· If you are invited to an interview, you will be asked to let us know if you have any special requirements to help you attend (e.g. wheelchair access).  The pre-interview tours will require candidates to travel between library sites, which are spread around Oxford.  Some will involve up to a 10 minute walk.  You should therefore contact us if you require help getting from library to library.  

· For travel expenses, 2nd class rail fares within the UK are normally reimbursed. Please note that you will be expected to provide receipts.  Overnight accommodation is not reimbursed.  

· Proof of right to work in the UK is required from all applicants. Candidates will be asked to bring their proof of right to work to interview.  Please note that the UK Home Office does not grant work permits for these trainee roles and therefore if you do not have a right to work in the UK we cannot accept your application.

· Bodleian Libraries conducts pre-employment screening for all appointments and this includes verification of address and qualifications.  All appointments are offered subject to the return of a completed medical questionnaire that is acceptable to the University.

· Please do not apply if you already have a library degree or library information masters.
· Please note that you are applying for a placement with the Bodleian Libraries and our central selection panel will allocate you to the most appropriate placement based upon your background, experience and interests.
· The covering letter should not be any longer than 1000 words
All applications must be received by noon on Monday 6 February 2012. Interviews are due to take place week commencing 12 March 2012 

Should you experience any difficulties using the online application system, please email recruitment.support@admin.ox.ac.uk


To return to the online application at any stage, please click on the following link www.recruit.ox.ac.uk
Please note that you will be notified of the progress of your application by automatic e-mails from our e-recruitment system. Please check your spam/junk mail regularly to ensure that you receive all e-mails.

Please note your application will be judged solely on the basis of how your skills and experience match the requirements of this post.
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