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	University Library 




The Library was founded in 1612 by a royal gift of books from King James VI of Scotland, and its collection development policy has always reflected the teaching and research profile of the institution. It is now responsible for delivering high-quality information in digital and print form to support the 8,000 students and 900 academic and research staff who work within the University as well as the wider academic and local communities. The Library contains over 1m volumes and has access to over 200 networked databases and approximately 31,000 electronic journals.

The Library budget for 2013-14 was £6.2m, of which books, periodicals and electronic resources constituted £3m.
 
With a staff of over 100, the University Library is currently organised into four Divisions:
 
•     Liaison & User Services 
•     Systems & Resources
•     Special Collections 

•     Digital Research [new in 2015]
 
The Library is undergoing a period of change, renewal and development. Key elements of the change process include:

· A £7m refurbishment of the Main Library was completed in September 2012. This project added 350 new study places to the Main Library building, improving the overall learning environment and introducing new self-service technologies and improved helpdesk operations.
· In 2015 a new Digital Research division has been created to focus on services and tools to manage the University’s digital research outputs and maximise their impact. It includes Open Access, Research Data Management and Digital Humanities. 
· In 2010-11 the University invested an additional 39% in its materials budget to begin a process of bringing the Library’s collections up to the standard required of a major research university. That enhanced funding baseline is now part of our core budget.
· Significant and ongoing investment in staffing to develop Academic Liaison in order to improve communication between the University and the Library, to support information and digital skills training and the development of better, user-focused services. 
· Increased investment in and development of the Library’s Communications and Marketing strategy and operations.
· In September 2013 the Library opened the Martyrs Kirk Research Library in a former church building in North Street. Beautifully restored through a successful fund-raising campaign, this facility offers a Research Reading Room for postgraduate research students and academic staff, an adjacent Special Collections reading room, and a state-of-the-art teaching room.
· We are implementing Short Loan digitisation as part of a move to deliver more teaching resources digitally. The Library was an early adopter of the CLA digitisation licence, which has strengthened collaborations and given the Library the opportunity to work closely with the University’s Virtual Learning Environments (VLEs).
· In collaboration with the University of Edinburgh, the Library has developed the Open Access St Andrews Digital Repository (Research@StAndrews:FullText) and secured the agreement for the electronic deposit of all theses from 2006. The Library works closely with the Research Policy Office to support the University’s Research Information System (Pure), and information is seamlessly transferred between Pure and Research@StAndrews:FullText to provide an integrated showcase for St Andrews research.
· As one of the initial group of pilot libraries involved in the United Kingdom Research Reserve (UKRR), the Library is reshaping its collection management strategies in order to make Library collections more relevant to need and to inform future collection development policy.
· A new Library estate development plan is in progress to address the problems of lack of sufficient and adequate storage for printed materials, the need for appropriate accommodation for Special Collections, and the requirement to provide more study space to a growing student population.
The Special Collections Division

The University of St Andrews has been collecting manuscripts and books since the earliest days of its existence. Today, the Special Collections Division is a vital component of the University Library’s support for teaching and research within the University, an important centre for historical studies in the wider academic community, and a public resource. It holds substantial and important collections of manuscripts and rare and early printed books, together with the University’s institutional archive (the Muniments) and a world-renowned photographic collection. 

The Special Collections Division is divided into teams working in the areas of Rare Books, Manuscripts / Muniments, Photographs, and Reader Services / Reprographics. The successful applicant will report to the Rare Books Librarian but will also work closely with the other teams in the Division, and liaise with the Cataloguing team in the University Library’s Bibliographic Services.

This is an exciting time to join the Special Collections Division. Currently in temporary accommodation, having vacated the Main Library building to facilitate extensive refurbishment work, we are in the early stages of planning and fundraising for new premises, into which we hope to relocate within the next few years. The rare book cataloguing programme will significantly advance our intellectual control over the collections and boost our profile, and is a key strategic objective of the Library. 

The Special Collections Division of the University Library is home to a world-class collection of over 200,000 early and rare printed books. One third of these books are already discoverable via the library’s online catalogue, SAULCAT, which has provided valuable access to and awareness of these resources. Conversely, this means that researchers and students alike have only had online access to a third of the potential research resources available to them, a resource that is clearly rich for tapping. 

Rare Books Team 

We are looking for a well-motivated individual to work as part of the Rare Books team. The Rare Books Team members curate, teach with and preserve the University’s large collection of rare books. The team is also responsible for the cataloguing of all material held within the collection, using the Library’s integrated management system, Millennium. 

Within the team, cataloguing staff work on newly acquired material and also on specific projects targeting uncatalogued collections. When appointed, all new staff are provided with intensive one-to-one training. In the Rare Books Team new staff are trained to catalogue using agreed international standards. For the majority of early printed material, the Library follows DCRM(B) for description and MARC21 for data tagging. Books and serials are classified according to the Library of Congress classification scheme. Cataloguers assign Library of Congress subject headings to provide subject access to the material. A significant part of the role requires independent work but cataloguers are also expected to contribute toward meeting the priorities and goals of the Rare Books Team. They are responsible for ensuring that their work is done accurately and efficiently. Staff may be asked to answer queries from Library users and are expected to respond quickly to demands to process material which is required urgently either for teaching and research or other Library projects.

The job description for this role is attached below.

	Job Description




	Job Title: Rare Books Cataloguer
School/Unit: University Library
Reporting to: Rare Books Librarian
Responsible for: Student cataloguers (bank workers, 2.5 FTE)  

Job Family: Managerial, Specialist & Administrative 

	Working Hours: Full time/36.25 hours per week
Grade/Salary Range: 5/£25,769-£30,738 per annum
Reference No: CG1509MR
Start Date: As soon as possible



	Main Purpose of Role


To provide high quality online catalogue records containing extensive subject and copy-specific information for rare and early printed books.

To identify preservation and conservation needs for the collections being catalogued.

To manage the ongoing Lighting the Past cataloguing project through to completion of Phase 1.

To maintain all documentation and policies relating to cataloguing of rare books.

To act as a liaison between the Rare Books Team and the Library cataloguing staff.
	Key Duties and Responsibilities


Lighting the Past

1. Create and manage the rota for the Lighting the Past team; recruit and train new staff as necessary.

2. Scope collections to be catalogued.

3. Oversee day-to-day work, including answering questions from staff.

4. Maintain quality control of catalogue records created under the Phase 1 scheme.

5. Investigate and correct any anomalies in existing catalogue records; carry out authority control work as required.

6. Review existing classification numbers, providing upgraded numbers where appropriate.

7. Maintain statistics for cataloguing activities, detailing work completed.

8. Report holdings of items to other bibliographic agencies (ESTC, etc.).

9. Provide project reports for senior staff as required.
Rare book cataloguing
1. Assess the material to establish the appropriate level of description.
2. Create online catalogue records on the Innovative Millennium Library Management System, either by enhancing existing records or creating new ones, in accordance with DCRM(B) standards, MARC 21 format, and Library of Congress authority control. 
3. Allocate the most appropriate Library of Congress Subject Headings, to maximise research discovery.

4. Where the work falls under the parameters of the English Short-Title Catalogue (ESTC) or other similar databases, match the book to the database and check whether the St Andrews copy has been reported. If not, report the copy using the matching interface.
5. Research and add to the online records copy-specific information, e.g. binding, annotations and marks of ownership; add relevant ACRL genre headings, and index significant illustrative material.
6. Identify those volumes which require preservation or conservation treatment, and where necessary, carry out preventative preservation measures such as rehousing.

7. Create, update, and maintain all necessary documentation relating to the management of the rare books collections.
8. Participate in ongoing planning and assessment of progress and workflow.
9. Answer enquiries relating to early printed books or our rare book collections.
10. As required, train, supervise, and maintain quality control of work done by volunteers, interns, or project staff.
11. Liaise with cataloguing staff from the University Library on all issues relating to  Special Collections material.
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	A good honours degree
	Postgraduate qualification in Librarianship / Information Studies or similar
	Application form / certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Extensive cataloguing experience in an academic library
Thorough understanding of the relevant international standards
A good working knowledge of Latin and at least one other European language
Experience of handling fragile original material
Informed understanding of how books were produced in the hand press period
Awareness of the reference works used to support research in this area

	Extensive knowledge and experience of cataloguing rare and early printed books
Paleographical skills 
Experience of working with bibliographic databases
Supervisory experience
	Application form / interview / references

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Sound analytical and problem solving capability
Extremely high degree of accuracy and care 
Ability to work to targets in an organized manner without compromising agreed standards
Ability to manage and train part- and full-time staff

Well-developed communication and interpersonal skills
Excellent IT skills
	Knowledge of the processes involved with the creation and effective management of databases
Familiarity with Innovative Millennium or other Library Management System
	Application form / interview / references

	Other Attributes/Abilities 

(if applicable) 


	
	
	


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: CG1509MR
The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/. 

The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning. It is the top rated university in Scotland for teaching quality and student satisfaction. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.
