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Post title: 

Deputy Librarian 
Responsible to: 
Librarian

Works with: 
2 FT Librarians, 1 PT Library Assistant, 1 FT Cataloguer, 1 PT Archivist, 1 PT Archives Assistant, casual student helpers
Duration of contract: 
This is a permanent, full-time post, working 37 hours a week.
Responsibilities:
· Responsibility for the children’s literature collection in liaison with the Librarian, assessing material, identifying new books to buy, monitoring book awards, identifying gaps in the collection to be filled, encouraging use of the collection through liaison with relevant teaching staff and other libraries.
· Creation of marketing materials (posters, leaflets, slide shows) and documentation for the Library in a range of accessible formats, advertising services and increasing current awareness amongst users.
· Management of the Library’s social media (currently blog and Twitter), to create timely and relevant content on a regular basis and facilitate posts from other staff members.
· Liaising with the Website and Internal Communications Manager to create content and maintain Library webpages on the main college website.
· Management and recruitment of casual student helpers. 
· Manage, maintain and ensure an effective and well-organised front desk service.
· Assisting with inducting new users into the Library.
· Works with the Librarian to develop a programme of academic skills support, creating training materials and delivering formal teaching sessions.  
· With the Librarian, maintains and develops academic skills guides and online materials. 

· Ability to lead the team and deputise for the Librarian in their absence.
· Attendance at committees as required.
· Cataloguing of new acquisitions and donations to RDA and AACR2 standards, editing of MARC21 records.
· General library duties including returning items, running overdues, processing new acquisitions etc in conjunction with the part-time Library Assistant.
· Undertaking where necessary any other duty assigned by the Librarian.
Person Specification
Essential:
· Knowledge/interest in children’s literature
· Professional Library qualification or equivalent, eg CILIP Certification or Chartership, or significant experience
· Customer service skills

· Confidence working with a variety of users

· Strong communication skills

· Experience of working with library management systems
·  Experience with Microsoft Office

· Ability to work independently and as part of a team

· Attention to detail 
· Basic DBS
Desirable:
· Previous experience in producing posters/information sheets/other marketing materials
· Experience in creating accessible training materials

· Experience of social media tools, especially in a library context
· Previous experience of managing a team
· Experience of delivering training 
· Experience/knowledge of AACR2, RDA and MARC21
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