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Part-time      Position Available

Curtin University Library

A part-time assistant is required to assist with the accessioning and digitising of a significant research collection for Curtin University Library.

Tasks will include:

· care of items in the collection including physical preparation and appropriate storage of material 
· inputting metadata using the Ex Libris product Digitool
· progressing copyright clearances for material to be digitised and recording the approvals using an Excel spreadsheet 
· digitising material for electronic access

The successful applicant will:

· have a good knowledge of Microsoft Word 

· have a basic knowledge of Excel

· be competent in using email (Outlook)

· be comfortable with technology and willing to learn how to use Digitool

·  show attention to detail 

· be able to work well in a small team environment

· have good communication skills 

· be able to commit to work an average of 3 days per week from May to October - flexible hours can be negotiated 

· be available to begin work as soon as possible

This will be a casual contract. The rate of payment is $23.25 / hour.
Training will be provided.
Please send emailed applications by Wednesday 2nd May to:
Julie Woodland

Manager, Corporate Services   

University Library

Email: j.woodland@curtin.edu.au
Applicants are asked to briefly outline their 

· ability to address the above criteria 

· number of hours per week available to work

· pattern of availability during the week
· contact details












