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WINNINGTON-INGRAM TRAINEE: JOB DESCRIPTION

Duties to include:-

1.
Administration of book and periodical loan service, including renewals, and recalls of overdue and requested items; and postal loan service to members and book reviewers.
2.
Shelving of returned books (in conjunction with Library Assistants).

3.
Acting as receptionist in Library Office, including the admission of visitors / temporary readers and the interception of non-members as necessary.

4.
Providing prospective members with information and application forms; issuing new members with the appropriate library admission cards, and updating them when due.

5.
Answering enquiries of all varieties in person, on the telephone, by letter or e-mail.

6.
Supplying photocopies of extracts from books or articles from periodicals upon request.

7.
Processing of newly acquired books, and repairing of damaged books when possible in-house (in conjunction with Library Assistants).

8.
Maintaining a file of missing books and searching for them regularly; notifying the Librarian of books needing to be replaced.

9.
Recording bibliographical details of book reviews as indicated by the Deputy Librarian, if found not to be in stock after being checked against the library’s holdings.

10.
Checking items listed in publishers’ catalogues and other bibliographic material against our holdings, as requested by the Librarian.

11.
Assisting the Library Assistants with other activities such as preparation of binding consignments, or the slides loan service, when deemed necessary.

12.
Maintenance and updating of Library’s file of newspaper cuttings, manual & electronic.
In addition, the Winnington-Ingram Trainee will receive a training programme for the year which covers other aspects of library work such as cataloguing, book selection, periodicals management, use of electronic resources etc.
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INFORMATION FOR 2010/11 WINNINGTON-INGRAM TRAINEE APPLICANTS

(for further details about the Library, please refer to the website:)
http://www.sas.ac.uk/icls/library/Home.htm

The Institute of Classical Studies was founded as a post-graduate Institute of the University of London in 1953, and now forms part of the School of Advanced Study; its Library is housed and administered as a single unit with the Joint Library of the Hellenic and Roman Societies (established in 1879 and 1910 respectively).  Since September 1997, the Library has been accommodated in the University of London’s Senate House.

The Institute library is responsible for the “primary” collection of reference material, including dictionaries, corpora, excavation reports, standard texts of ancient authors, and certain periodicals, together with specialist electronic resources; the library of the Societies for the “secondary” collection of loanable books and periodicals, as well as slides. The Library’s integrated collection now holds over 109,000 monographs and c.19,250 bound periodicals, with c.675 current periodical titles, while the Societies’ slides collection contains c.7,000 slides; the whole thereby forming an interdisciplinary tool serving all aspects of classical research.


There is currently a full-time library staff of five, including Librarian, Deputy Librarian, Senior Library Assistant, Library Assistant, and the SCONUL Trainee. The SCONUL Trainee post is now an endowment as the Winnington-Ingram Trainee post, as a result of a fund set up in memory of Professor R.P. Winnington-Ingram, classical scholar and former Director of the Institute.  The Library is not sufficiently large to be organised in departments, but each member of staff has at least one special responsibility, and the Trainee has an opportunity to take a turn at or view most aspects of library work during the year.  The Library Assistants and Trainee work under the supervision of the Senior Library Assistant, and share several duties: please see separate sheet for a full job description.  In addition, visits to other libraries, both internally and externally, will be arranged at regular intervals.


The post will commence on Monday 9th August 2010 with a two-week induction period to overlap with the end of the current Trainee’s year.  This will be followed by two weeks’ unpaid leave during the Library’s 2010 annual closure period, after which the post will resume on Monday 6th September 2010 until Friday 2nd September 2011.  The salary will begin on Level 02, Point 6 of the scale for clerical, technical and support staff (not less than £17,001 inclusive of London Allowance).  Annual leave (paid) is five weeks (25 working days) in addition to public and discretionary holidays: two weeks of this must be taken at the end of the appointment during the library’s 2011 annual closure period.  Normal working hours are 9.30 a.m. to 5.30 p.m. or 10.00 a.m. to 6.00 p.m. Monday to Friday (according to staff rota), with one Saturday in five (10.00 a.m. to 5.00 p.m.), compensated by one extra weekday’s leave in lieu.  Late evening work until 8.00 p.m. during term-time, approximately once every two weeks, is also required, with 2 hours off in lieu on the same day.  Leave times are subject to advance approval by the Librarian.

All completed forms, together with covering letter and any further information, should be addressed to The Librarian, Institute of Classical Studies Library, Senate House, Malet Street, London, WC1E 7HU.  Closing date: 29th January 2010.
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