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Position description – Research Centre Technician


Position description
Research Centre Technician

Current employee

<<Insert Name>>

Service Unit

Knowledge (Research Centre)
Location

Perth
Reports to

Research Centre Supervisor (Perth)
Key relationships

National Research Centre Manager, Research Centre Supervisor and Managers, Research Centre Librarians, Research Centre Technicians, Research Centre Assistants and Fee-earners

Direct reports

Nil
Primary role objectives

· Provide partners and staff with a timely and accurate research services, including basic reference and research services under the direction of the Research Centre Supervisor;

· Assist and support partners and staff in using print and electronic legal resources; 

· Administer current awareness systems and processes; and
· Maintain the local Research Centre collection and systems including cataloguing.
Key responsibilities/competencies

Research and Reference

· Provide legal and non-legal research services to partners and staff;
· Undertake research using a wide range of resources (electronic & print) including legal and media publications; and
· Identify, collect, maintain and supply research materials available from suppliers and other libraries from Australian and international agencies.
Education and Training

· Assist with delivery and development of training programs and resources for partners and staff.
Collections and Systems

· Maintain the local Research Centre collection. This includes undertaking copy & original cataloguing, accessioning, processing, binding, stocktaking, shelving and loose-leaf filing and annotation of State legislation; 

· Administer the current awareness service and participate in the National Current Awareness Focus Group; and
· Administer inter-library loan services.

Administration
· Produce, maintain and distribute relevant reports and statistics.
Other

· Contribute to Research Centre projects on a local and national basis; and
· Other duties as directed.
Essential knowledge and skills

· Sound legal reference and research skills;
· Demonstrated ability to innovate and identify workflow efficiencies;

· Demonstrated ability to be flexible and responsive to change;
· Experience in working within a dynamic team environment with the ability to contribute and participate in team activities on a local and national level; 
· A demonstrated knowledge of library management systems and information technology – experience with DBText and Microsoft office suite an advantage;

· Commitment to quality customer service principles; and
· Knowledge of copyright requirements.
Experience/qualification requirements

· Relevant tertiary qualifications or working towards the completion of a library technician qualification;
· Eligible for associate membership of ALIA upon completion of tertiary qualifications; and

· Sound experience working in a library technician role.

Personal attributes

· Ability to work co-operatively and cohesively within an established team on a local and national level;

· Ability to work independently and within a self-directed manner;
· Excellent written and verbal communication skills;

· Creative problem solving skills;

· Positive and enthusiastic approach;

· Sound interpersonal skills; and
· Effective time management skills.
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