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Job title		           	Librarian – Special Collections	                                                          
Service area			Museums_Collections
Job family 			Social_renewal_learning_and_people_development
Level 				<Enter>                        
Grade				6                        
Reporting to			Principal Librarian            
            
How we recruit

Glasgow Life uses a competency-based recruitment approach. This means we assess candidates based on the skills, knowledge, and behaviours needed for the role, as outlined in the person specification and role profile.

The person specification outlines the essential and desirable criteria for the role. It is used to shortlist candidates for interview.

The role profile sets out the key competencies for success in the role and is used to develop the interview questions and other assessment methods.

Assessment methods may include:
Application form
Interview
Certificates or evidence of qualifications
Practical assessment (where applicable)

More information is available on our candidate guidance page: Join our team-candidate guide

Summary of role 

Role purpose 
The Librarian will work as part of the Special Collections team, managing, developing and making accessible the Library Collections at The Mitchell for the people of Glasgow and its visitors in person and online. The Librarian will work collaboratively with Library colleagues in delivering high quality library and information services from The Mitchell Library and colleagues within Museums and Collections to progress collections management functions including inventory and cataloguing projects.
 
The post-holder will undertake and support a range of collections-related activity programmes, in line with Glasgow Life’s Strategic Objectives, policies, plans, and asset governance obligations. This strategic context includes the Museums and Collections Service Plan, the Collections Management Documentation Policy and Plan framework, Family and Local History Plan, Vision for Glasgow Libraries and Glasgow Museums Anti-Racism Statement.



Main responsibilities: 

· manage and develop the collections in line with the Collections Management Documentation Policy and Plan across the Special Collections remit through acquisition, rationalisation, inventory and cataloguing, collections care, promotional and engagement activity 

· create, manage and develop collections information content to make the library collections at The Mitchell more accessible and searchable online and in the library to all researchers 

· develop and deliver a range of quality collections related programmes and activities for all library customers, for repeat visitors, new audiences especially under-represented communities, and city visitors   

· work in collaboration with other Mitchell Library teams to support the operational delivery of quality library, information, family and local history services, in a customer-focused environment   

· identify and develop internal/external partnerships to deliver strategic and collections objectives and support operational functions at the Mitchell Library

· support library staff in The Mitchell and community libraries in developing collections awareness to improve access to and effective use of the collections and their content

· implement, and review for improvement all applicable service standards to meet agreed collections management and development outcomes to ensure high quality customer care, service delivery and operational performance

· manage delegated budgets, monitor performance targets 

· assist and lead on projects and programmes as required, participating in all relevant and required learning and development activity   

· progress listing of collections onto collections database system to agreed documentation conventions.
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Note: This person specification is not intended to be either prescriptive or exhaustive. It outlines the main duties of the role. It may change in line with organisational priorities. 
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Education, qualifications and training 

Essential 
First Degree or Post Graduate Qualification in Library and Information Science or ACLIP – registered Associate of the Chartered Institute of Library and Information Professionals (ACLIP), or equivalent professional body

Desirable 
MCLIP - Member, Chartered Institute of Library and Information Professionals (MCLIP)

ECDL or equivalent IT skillset

Evidence: Application form, Certificate.

Skills

Essential 

Excellent inter-personal, and written, verbal and digital communication skills

Ability to take on leadership of programmes and projects, influence colleagues and staff across teams, and work with external partners/co-producers

Good management and organisational skills including proven ability to initiate and complete collection programmes and projects, create and implement agreed action plans and outcomes

Desirable 

Evidence: Application form, Certificate, Interview.

Knowledge 

Essential 

Relevant experience in collections management and development, and awareness of collections care

Relevant experience of delivering a collections focused range of library and information services, and ensuring high standards of customer care 

Desirable 
Experience of family and local history, and of unique and distinctive collections

Evidence: Application form, Interview.

Other 

Ability to work independently and collaboratively across a range of team contexts, delivering work programmes and services effectively and managing challenges.

Flexible approach to work pattern, including evenings and weekends on a shift rotation.

Evidence: Interview.




Competencies  

Competency Level
Attitude 1
Self Development 2
Influencing 2
Motivation 2
Customer Orientation 1

Evidence: Interview.

Note: Candidates should refer to the accompanying Role Profile for full details. 
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