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 Accessioning Journals, Law Reports and Looseleaf Updates
Check items into the Horizon Serials Database. 

Circulate Journals and Law Reports as required. 

Scan and email journal and report content pages as required.  

Shelve journals and reports as required.

Collate Looseleaf Updates with relevant services.

Looseleaf filing

Locate and file looseleaf services in the main library and satellite libraries

Lodge claims for missing update/pages as required.

Manage outsourcing of filing to legal secretaries.

Shelving and Collection Control

Check-in loaned items in the Horizon Database.

Shelve items in main and satellite collections.

Maintain statistics on book loans and shelving.
Ensure Main and Satellite Library collections are maintained at 
a high standard to ensure ease of access to hardcopy resources.

Statistics
Collect statistics for filing, shelving and  ILL.  Collate all library staff statistics at end of month for Knowledge Centre Report.

2 Current Awareness

National

Manage afternoon CA Emails from the Lotus Notes Database.
Member of National CA Group – contribute to monthly phone conferences.

Contribute to National CA projects as required.
Familiarity with Excel spreadsheet which contains the Direct-From-Publisher CA.
Liaise with National CA Group Leader to manage the Direct-From-Publisher CA.

Local

Manage changes to Graduate and Lawyers CA subscriptions when they rotate into new sections.

Create and manage the CA subscriptions of new starters.

Manage WA Liquor Commission Decisions CA Service – email the latest decisions from the Liquor Commission Western Australia to the CA PL Liquor Commission group.  
Manage the WA Supreme Court and District Court Catchwords CA service – 
Biweekly copy catchwords of decisions of the Supreme and District Courts from the Pleas database and paste into word document. Email to the relevant recipients of this service

Provide copies of cases as requested

3 Managing Borrower Records
Enter all new borrowers (Graduates, Vacation Clerks, Lateral Hires) details on the Horizon Library Management System
Remove borrower records when staff leave the firm.
Provide lawyers who are leaving the firms with a list of books on loan to them. Ensure titles are returned to the library.
4 Reference Support

Provide reference support to the Perth and other offices as required.
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