Part-time Library Assistant position available

Curtin University Library

A part time library assistant is required to assist with processing digital records into the University’s institutional research repository - espace@Curtin. 

Tasks will include:

Editing and inputting metadata using the Ex Libris product Digitool.

Managing the access rights of repository records within Digitiool .

Maintaining accurate records and spreadsheets of repository data.

Creating linkages between the repository and the library catalogue.

Creating links to external information sources from within Digitool.

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 August to December - flexible hours can be negotiated to fit in with study commitments.
· be able to begin work as soon as possible

This will be a casual contract.

The rate of payment is $25.42 / hour
Please email your expression of interest along with a brief CV to 
Lesley Wallace, Manager JCPML & Library Archives, Curtin University Library at l.wallace@curtin.edu.au 
by close of business Friday 30 July 2010.

For further information, please contact 
Lesley Wallace, Manager, JCPML & Library Archives (9266 7549) or 
Julie Woodland, espace Librarian, (9266 4203).

