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GRADUATE TRAINEE LIBRARY ASSISTANTS (Three posts)
FURTHER PARTICULARS
An opportunity to work in one of Europe’s great legal research libraries, based within the University of London, with a mission to provide national research library and information services in law.

These three one-year posts provide graduates with varied practical experience in a national research library suitable for those intending to apply for a postgraduate course in librarianship and information science. It is not necessary to have a law degree or legal background in order to apply, but knowledge of a European language other than English would be useful. Each person normally spends four months in each of the following three sections: Continuations, Academic Services and Document Supply Services. There is an extensive in-house training programme of workshops on basic legal information resources (paper, CD-ROM and web-based) and a number of afternoon visits to other libraries for comparative purposes. In addition to sectional duties, graduate trainees will spend a minimum of two half-days per week as one of a team of two staff at the library’s busy Issue & Enquiry Desk, and other shared duties as required. All three posts are also encouraged to participate in the ULRLS in-house training programme for Graduate Trainees.

· APPLICATIONS

Applicants should send a full CV, covering letter, contact details for two referees and the completed University’s forms for personal details and equal opportunities monitoring, which are attached separately. Applications should be sent either by post to Claire Montague, Library Administrative Officer, Institute of Advanced Legal Studies, 17 Russell Square, London WC1B 5DR, or emailed to ials@sas.ac.uk. The closing date for applications is Friday 29th January 2010. Interviews will be held in the week commencing Monday 15th February 2010.

Information about the post, conditions of service and background information about the Institute and its library is included below and further information may be accessed at http://ials.sas.ac.uk. Further information about the varied careers of our previous SCONUL / CILIP Graduate Trainees can be found at http://ials.sas.ac.uk/library/guides/trainees.htm
· USE OF THE LIBRARY

Each year the library gives access to over 5,800 individuals and nearly 180 legal organisations including major law firms in the UK and overseas. In 2008/2009, postgraduate students from over 100 countries were admitted to the library. The average number of visits to the library each day during term time was 408. There were over 56,000 loans (including loans from the Short Loan Collection which supports the LLM degree programmes of the colleges of the University of London). Over 4,400 enquiries were answered and over 3,250 documents supplied. The IALS website attracted over 3.2 million page views, and the free web databases created and managed by IALS Library had a total usage of over 946,000 views. Total usage of the main commercial online services we offer to researchers was over 4.1 million views. 
· CONDITIONS OF SERVICE

The appointment is to a temporary fixed term post, for the period 1st September 2010 to 31st August 2011.

Salary: The appointment will be at the first point on Level 2 point 06 on the University of London scale (£17,001, inclusive of London Allowance as of October 2009). The salary is payable monthly in arrears.

Hours of work: The normal hours of work are from 9.00am to 5.00pm with an hour for lunch. Graduate trainees may be required to work until 8.00pm once a week (or more than once when necessary to cover for staff illness or leave). On such days he or she will begin work after lunch, at 1.00pm. Members of the library staff are required to work one Saturday in ten (from 9.30am to 5.30pm). Allowing for the Saturdays when the library is closed, this is normally five times per year.

Annual leave: The annual leave entitlement is 25 working days in addition to a further 5 days in lieu of Saturdays worked. This overall total of 30 days leave is in addition to public holidays and other days when the Institute is closed. It is not normally possible to take annual leave during the library’s stocktaking closure (Monday 13th September to Friday 24th September 2010 inclusive) and on the various LLM Induction Days in late September.

BACKGROUND INFORMATION

· THE INSTITUTE
The Institute of Advanced Legal Studies (IALS) is a postgraduate research institute with a core of researchers, research students and legal information professionals, but which draws its primary membership from academic researchers and postgraduate research students from other institutions throughout the UK, and which also provides services to researchers in the wider legal community.

The Institute was founded in 1946 and is one of the ten Institutes which constitute the School of Advanced Study of the University of London and which function as open environments for research and study by scholars and other specialists from all over the United Kingdom and beyond. 

The Institute serves as an important focus for legal research in the UK and plays a major role in the support of research and the dissemination of its results through publications, lectures, seminars, and workshops drawing participants from all parts of the legal community. The Institute has developed as a major resource and working environment for academic researchers including faculty staff and students engaged in doctoral research from UK and overseas universities. It also provides facilities for LLM students of the University of London who are registered at one of the law schools of the University. The Library is also used by members of the judiciary, legal advisers and other senior officials in government departments, and members of the legal profession.

· THE LIBRARY
The Library is a national and international resource for legal research and has over 290,000 volumes the majority of which are housed at the Institute site on Russell Square in Bloomsbury. It employs a staff of 34 who work with a national and international clientele of researchers and participate in a broad variety of professional and development activities. In addition casual staff are employed to work on the Library’s Issue & Enquiry Desk on Friday evenings and on Saturdays and to shelve books on week day evenings. A full range of library resources, from archives and early legal publications to an extensive and growing network of electronic resources, is made available by the Library. 

The Library’s primary function is to serve a national academic research community but it has other significant and diverse communities to which it provides services including the taught-course master’s degree students registered at the colleges of the University of London, large numbers of subscribing practising lawyers, and a small community of researchers, PhD and LLM students at the Institute itself. The Library seeks to support law librarians in other universities and organisations to provide specialist library and information services in law, particularly in foreign, comparative and international law.

The collections of foreign and international law are the most extensive in the UK and contain much unique material. The collections concentrate primarily on comparative law and common law, civil law and Roman-Dutch law systems throughout the world and include material in western European languages for most jurisdictions for comparative and general reference purposes. More information on the collections can be found at http://ials.sas.ac.uk/library/collect.htm.

The Library is currently engaged in several major projects such as planning the refurbishment and extension of the Institute building, the creation of a national Internet law gateway service as part of Intute (the Social Science Information Gateway) at http://www.intute.ac.uk/socialsciences/law and a cataloguing and digitalisation project of selected specialist material.

The Library is classified using an in-house classification scheme and is catalogued according to AACR2 in MARC21 format.  Library of Congress subject headings are used. The Library participates in the University of London Research Library Services Millennium Consortium that provides online acquisitions, serials control, cataloguing and circulation, and online public access catalogues (at http://ials.sas.ac.uk/catalogue.htm).
In addition to the normal reference and inter-library loan services, ICT resources are available, providing access to LEXISNEXIS, WESTLAW, HeinOnline, JUSTIS.COM and many other web databases, networked CD-ROM services, email, the Internet, and word-processing packages. The Library also provides Subscription Information Services to over 170 institutional subscribers who may use a direct line telephone enquiry service and a rapid document supply service.

· UNIVERSITY OF LONDON RESEARCH LIBRARY SERVICES
The Institute of Advanced Legal Studies Library is a constituent part of the University of London Research Library Services (ULRLS), which has brought the Institute libraries of the School of Advanced Study together with the Senate House Library, to create a coherent whole.  The ULRLS provides enhanced services for users, with coordinated collecting and access policies. The existing catalogues were converged in 2005 and some Institute collections which were separately located have moved into Senate House.  IALS Library will not be moving into Senate House but will continue to be located and developed at 17 Russell Square, London.
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