CAMBRIDGE UNIVERSITY LIBRARY

Further particulars for the post of Deputy Head of Entrance Hall
RCN1239, Grade 5


Duties of the post

The duties of the post of Deputy Head of the Entrance Hall comprise the full range of front of house library services. The duties include:

· assisting the Head of the Entrance Hall
· deputising in the absence of the Head of the Entrance Hall
· dealing with internal and external enquiries in person as well as by email and telephone 
· performing all front of house functions 
· overseeing all aspects of circulation (borrowing, returns, overdues, recalls, including some cataloguing) 
· opening and closing the main entrance 
· setting up of IT systems 
· overseeing correct staff levels
· dealing with all aspects of admission procedures 
· ensuring the security of the collections and building normally and in emergencies 
· supervising locker, fees, lost items and fine management 
· reshelving of returned items 
· events and outreach organisation 
· dealing with special needs users 
· assisting in the supervision and training of new staff and colleagues


Salary, leave allowance and hours of work: 
· Salary range Grade 5, £23,661 - £26,629 p.a.

· 36 days annual leave plus time off in lieu equivalent to a further 6 days p.a.

· [bookmark: _GoBack]Weekdays are worked currently core hours from 08:45-17.20 (17.00 on Fridays), with 1 hr 15 minutes for lunch but this may be subject to operational demands

· There is also a requirement to work one evening duty per week until 7.15pm, or 10.00pm in Easter term, for which compensatory pay is given.

· Saturdays are worked on a morning in 4 or a full day in 8 basis

· Probationary period of 6 months

Person Specification

Education/Qualifications:
· Educated to at least A-level standard 					Essential
· Degree, preferably in an arts based subject, or Librarianship		Desirable

Knowledge and Experience 
· Experience of working in an academic library				Essential
· Knowledge of the regulations	concerning					Desirable 
library circulation and admissions
· Proven supervisory experience						Essential
· Proven customer/front of house experience					Essential
· Excellent IT skills								Essential
· Foreign language skills							Desirable

Personal Characteristics
· Excellent interpersonal and communication skills				Essential
· Proven organisational skills							Essential
· Proven customer service skills						Essential
· Ability to work under pressure and remain calm				Essential


About us

Cambridge University Library

The University Library was founded in the early 15th century.  Today it is one of the six legal deposit libraries in the British Isles and is thus entitled to claim copies of all books, journals, maps and music published in the United King and the Republic of Ireland.  Its collections, which include over seven million books, one million maps, rare books from the first European printing presses to the present day and a rich variety of manuscript material, range in age from 3,000 year-old handwritten texts to current electronic articles.   The Library has been housed in its present building, designed by Sir Giles Gilbert Scott, since 1934.  A substantial extension was opened in 1972, and further extensions have been added since.  The University Library, with its seven affiliated libraries, forms one part of the tripartite system of libraries in Cambridge, the other two parts being the departmental/faculty libraries and the college libraries.

The University Library and its affiliated libraries have a total staff of over 350.  The work of the main Library is organised in five Divisions: Administration, Collection Development and Description, Electronic Services and Systems, Reader Services and Special Collections and Collection Management. 

About the University of Cambridge

The University of Cambridge is one of the oldest universities in the world, over 800 years old, and one of the largest in the United Kingdom.  It consists of over one hundred separate departments, faculties and research centres, and has 31 colleges.  At all levels about half of the students at Cambridge study arts and humanities subjects; many of these students have gone on to become prominent figures in the arts, print and broadcast media.  The University’s achievements in the sciences can be measured by the sixty or more Nobel Prizes awarded to its members over the years.



Informal enquiries are welcome to John Reynolds, Head of the Entrance Hall, jr23@cam.ac.uk  or telephone 01223 333030



