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OFFICIAL

Job Description
LRSN Cataloguing Librarian
Level 5

	Position Number:    00036076		           	    FTE: 	       1.0	    
Directorate:              Service Delivery                     Branch:                Service Delivery Operations  
Location:                  Prospect Place                       Position Status:  Permanent
Agreement/Award:	Public Service Award 1992
                                  Public Sector CSA Agreement 2024 or as replaced


	Reporting Relationships
Reports to:
Manager VET Support Systems, Level 6

Other officers reporting to the above office:
LRSN Systems Librarian, Level 5
Program Officer IP and Copyright, Level 5
TAFE Archives and Digitisation Officer, Level 4

This Office – officers under direct responsibility:
No direct reports


	[bookmark: _Hlk193449462]Key Role Statement  
This position is responsible for the development and standard of cataloguing services across the Learning Resource Services Network (LRSN), providing guidance on the use and operation of local and national bibliographic databases.
 

	Key Responsibilities
· Provides technical advice and support to the LRSN Systems Librarian.
· Works in a collaborative and supporting team environment with the LRSN Systems Librarian.
· Maintains appropriate professional networks.
· Plans and reviews policies and procedures for cataloguing across the WA TAFE Library Sector.
· Provides cataloguing advice and support to WA TAFE Library staff on a daily basis.
· Advises LRSN members on utilisation of the Australian Bibliographic Database (Libraries Australia)
· Performs original cataloguing of a wide range of material on Libraries Australia.
· Provides advice on the Library Management System’s configuration in relation to cataloguing standards and best practice.
· Provides ongoing maintenance of records on Libraries Australia.
· Controls and maintains authority files on Libraries Australia and LRSN library systems.
· Identifies and provides training in cataloguing operations as required across the TAFE Sector.
· Prepares reports and analysis as required.
	
Expected Leadership Behaviours  
The role occupant is expected to consciously adopt the behaviours and mindsets aligned to the position’s Personal Leadership context. The following outlines the key leadership behaviours in action pertinent to this position. 

· Think through complexity - You think through complexity by following set procedures and applying your knowledge, skills and experience to identify problems as they arise. You approach problems with systematic thinking and seek alternative options before implementing solutions.
· Build capability - You actively contribute to the development of your team’s capability, ensuring you support your team members. 
Embody the spirit of the public service - You display and embody the spirit of public service in all your decision making, interactions and professional activities. 


Selection Criteria
Essential 
· Considerable cataloguing experience, using AACR2, DDC, LCSH and RDA.
· Experience in Library Management Systems.
· Well developed analytical, problem solving and organisational skills.
· Well developed interpersonal, teamwork and communication skills.

Other Requirements
1. May be required to work from any Department worksite.
2. It will be an advantage to possess a relevant higher education qualification in an information services discipline.

Other Requirements
· May be required to work from any Department worksite. 

	Values
Our values reflect the way we go about our work with our partners, stakeholders and each other.
· We find solutions, deliver and do things well. 
· We have integrity and courage. 
· We respect, trust and care for each other. 
· We know diversity makes us stronger



_______________________________________________________________________________________
CERTIFICATION
The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

Branch Director:					

Name:	Kathy Hoare		      	 Position:	A/Director Service Delivery Operations	

Signature:			                    Date:			
	

Delegated Authority:

Name:	Grant Goldfinch			Position:	Executive Director Service Delivery

Signature:		                                Date:		

HR USE ONLY

Date Registered on Content Manager:		

Content Manager Reference No:		
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Transforming lives and communities, and enabling a thriving economy




