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University Library

DUTY STATEMENT & Selection criteria

Library Assistant

Scope



The core business of the University Library is teaching, learning and research conducted by the Colleges and their subunits, the Schools. The University Library exists to support the Colleges and Schools as they conduct their teaching, learning and research. The Libraries must facilitate and promote these activities in the most efficient and effective manner to the extent of their resources and in cooperation with other University support units. 

The University of Notre Dame Australia Library has five sites that operate as physically distinct libraries but function in close cooperation with one another and which share a library management system and a common pool of electronic resources. 

The present size of the University Library precludes the separation of each library function and so many tasks must be undertaken and a number of roles performed by each library staff member. Staff members must demonstrate a willingness to undertake multiple tasks and duties and a capacity for performing these multiple roles. 

Statement of Duties

The Library Assistant will:

· Work on the library front desk providing the circulation service, answering general reference queries and ensure the security of Library assets.

· Process all incoming print serials and maintain the print serials collection 

· Process the purchase orders and invoices for serials subscriptions 

· Assist with cataloguing of library information resources.

· Order and invoice stationary 

· Provide a Document Delivery service for patrons of the Library.

· Undertake general library administration tasks.

· To carry out any other duties as directed by the Deputy Vice Chancellor or his delegate, the Senior Library Technician

The duty statement for this position reflects the duties at the time of the appointment but applicants should note that library appointments are made to particular job designation (in this case Library Assistant) and the exact duties of the position may change over the course of the appointment.

SELECTION CRITERIA

Essential:

1. Previous experience in a library or similar environment

2. Demonstrated ability to communicate tactfully and effectively with a diverse group of clients 

3. Demonstrated ability to plan and manage time, workload and workflow effectively both independently and in consultation with supervisors

4. Demonstrated ability to work effectively within a team situation

5. Demonstrated commitment to applying relevant and applicable policies and procedures accurately and effectively
6. Demonstrated knowledge of computer applications for word processing, spreadsheets, email and other desktop applications

7. Supportive of the Objects and the Catholic ethos of the University
Desirable:

1. Demonstrated knowledge of the processes required to obtain information resources (e.g. acquisitions) and to provide access to these resources (e.g. classification and cataloguing)

2. A formal library studies qualification  (i.e. a recognised diploma or associate diploma in library technology/practice) or substantial progress towards completion of a qualification

Privacy Statement:

Information provided on your application will be used for the purposes and in relation to your application for employment at the University of Notre Dame Australia.  Where the privacy principles apply the University restricts access to those staff members who may need the information in carrying out their responsibilities in the appointment of staff to the university.  All applications are shredded once an appointment has been made.
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The Objects of the University
The Objects of the University are -

(a)
the provision of university education, within a context of 
Catholic faith and values; 

and

(b)
the provision of an excellent standard of –


(i)
teaching, scholarship and research;


(ii)
training for the professions; and


(iii)
pastoral care for its students.

(Section 5, The University of Notre Dame Australia Act (1989))
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Application Cover Sheet
PLEASE ATTACH TO THE FRONT OF YOUR APPLICATION

Please use BLOCK/CAPITAL letters
Title of advertised position: 










Date and location of advertisement:  









Title:   ( eg. Mr, Mrs, Ms, Dr)  


Surname: 




     
Given Names: 




Religious affiliation:  ​




Gender:  (please circle)   Male     Female  

Postal Address:

Number & Street: 











Town / suburb: 




   State:    

    Postcode:  


Telephone (home):



   
(work): 





Fax
  (home): 



  
(work): 





Mobile:





  
Email: 


















Office use only

Date Received Stamp

APPLICANT TO COMPLETE THE DETAILS BELOW

PLEASE DO NOT DETACH THIS SECTION

ACKNOWLEDGEMENT SLIP

Thank you for your application and for your interest in employment with Notre Dame University.

· This slip will be mailed to you with an ‘application received’ stamp. 
· Please print your name, address and the position for which you are applying in the spaces below.

· Applicants will receive this acknowledgement slip within 5 days of submitting their application. 

· The short-listing process is usually completed within two weeks of the closing date.  

· If you have not been contacted within this timeframe, unfortunately you have not been successful in being short-listed for an interview and no further correspondence will be forthcoming. 

Name: 













Number & Street: 











Town / suburb: 




   State:    

    Postcode:  
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