NATIONAL COAL MINING MUSEUM FOR ENGLAND

LIBRARIAN

JOB DESCRIPTION

ABOUT US

The National Coal Mining Museum for England, found in the stunning surroundings of Wakefield, is a truly special place to work. Set within stunning historic surroundings, we are more than a museum, we are a living, breathing part of England’s industrial and social history. 

Our mission is to preserve and share the rich heritage of coal mining, keeping its stories alive for generations to come. Through meaningful, co-created experiences, we inspire people of all ages, backgrounds and needs to connect with the history of coal and its lasting legacy.
 
As a nationally significant visitor attraction and an important contributor to the North of England’s visitor economy, we are proud to offer a unique, engaging and memorable experience to every visitor. 

Everything we do is guided by strong, forward-thinking values. We are relevant, connecting the past to the world today and tomorrow; impactful, inspiring curiosity, understanding and positive change; national and international, sharing stories that reach beyond borders; and sustainable, committed to responsible practices in how we work, operate and grow. We bring these values to life by being collaborative, working together with empathy, openness and respect; outstanding, striving for excellence and creating unforgettable visitor experiences; authentic, telling the real stories of coal, people and communities with integrity; and learning, embracing curiosity, innovation and continuous development. 

This is a unique opportunity to play a vital role in preserving and sharing one of England’s most important stories. You’ll be part of a passionate, supportive, purpose-driven team dedicated to heritage, education and community engagement—helping to ensure the safe, sustainable future of a nationally important site. 


1.    POST DETAILS

1.1. Title: Librarian

1.2. Location: New Road, Overton, Wakefield

1.3. Salary:  £22,653 (£38,834 FTE)

1.4. Hours: 21 hours per week

2. REPORTING TO: 

Head of Collections, Exhibitions and Digital

3. SUPERVISORY RESPONSIBILITIES: 

Supervision of Library Volunteers, Staff, Volunteers and Students working on library projects.  Potentially Library Assistants and/or apprentices

4. OVERALL PURPOSE OF POST: 

The development, maintenance, improvement and running of the library and its collections and the provision of a research and enquiry service for the public, staff and volunteers in keeping with the aims and objectives of the National Coal Mining Museum for England.

5. SPECIFIC TASK AREAS:

5.1. General Duties

Collections Care and Management:

· Developing the collections according to the Museum’s Collections Development Policy.
· Documentation of the collection, including cataloguing, indexing and use of the appropriate ICT system to enhance the collection.
· General care and maintenance of the collections and liaison with the Collections Team as required.
· Undertake research on collections in the form of a collections review, with a view to deepening our knowledge of the collection, identifying gaps and informing rationalisation.
· Assist with establishing and maintaining a company archive, including identifying relevant funding sources and implementing associated policies and procedures. 
· Prepare regular update reports for senior management on library performance, usage statistics, trends, budget information and staffing business cases.
· Ensure compliance with copyright laws, licencing agreements, and data protection regulations.

Increasing Access and Engagement:

· Responding to public enquiries for information or directing enquirers to the appropriate sources.
· Making the collections available in the study area for visiting researchers and enquirers.
· Oversee the development of marketing materials and website content to ensure the promotion of library services via a variety of methods including social media and online.
· Maintenance and development of the Library online catalogue
· Develop new ways to engage audiences with the Library collection to increase the use of resources.
· As part of the Collections Team, assist with the creation of physical exhibitions and online interpretation for the Museum, and other special projects.
· Be an active contributor to the Forward Plan and Masterplan, for the future vision of the Museum.
· Participate in occasional public facing activities at the Museum during special events
· Provide talks to interested groups as part of the Museum’s wider engagement.
· Explore and scope opportunities for the digitisation of the collections, identifying funding to support this increased engagement.

Supervision and Volunteers

· Identify potential volunteering opportunities within our Library collection; train, supervise and support volunteers working in the Curatorial Department.
· Research potential for increased capacity through a Library Assistant post or apprenticeship

Financial Responsibilities
· To research and apply for funding to support projects relating to the work of the Library and to input onto funding applications when required.
· To comply with the Museum’s financial requirements and procedures when purchasing and ordering items. 
· To explore opportunities for income generation through a scale of charges relating to enquiries and research.


5.2 Other Duties:

· Undertake other duties at a comparable level of responsibility when required. 
· To work as a member of the Collections Team and as a member of other project teams from time to time as required for the Museum’s aims and objectives.
· To keep up to date with developments, trends and sector advancements in library services, information management, academic support.  
5.3 Special Features:

· The nature of the duties of this post may require the post-holder to work occasional weekends, and occasional evenings and bank holidays.


6. PERSONAL CONTACT:

6.1. Internal:

· Members of the Museum staff and volunteers.

6.2. External:

· External agencies such as West Yorkshire Archives, Library Hub etc...
· Other libraries, museums and archive services.
· Members of the public, researchers and academics.

7. PERSON SPECIFICATION
	Criteria
	HOW IDENTIFIED

	Qualifications/Training
	

	Essential:
· Relevant degree in a library qualification or a related discipline, or significant experience
· Membership of a professional body such as Chartered Institute of Library and Information Professionals (CILIP) 


	A

	Experience
	

	Essential:
· Experience of managing a library collection, preferably with experience in reference or research libraries
· Experience of cataloguing and indexing library collections
· Experience using and/or developing digital library systems and e-resources
· Experience of increasing engagement with library collections
· Experience of researching and answering enquiries
 
Desirable:
· Experience in securing funding for library initiatives
· Involvement in library development or strategic planning 
· Experience in developing and implementing library policies, procedures and services
· Supervisory or line management responsibility and experience

	
A/I

	Skills/Knowledge
	

	Essential:
· Excellent IT skills including digital literacy and competency with Microsoft Office, databases, email, internet and video conferencing tools
· Excellent knowledge of library management systems
· Excellent time-management and organisational skills, with ability to multitask and prioritise
· Excellent written and communication skills, with ability to present well in person
· Ability to self-motivate, use own initiative and maintain attention to detail while working under pressure
· Excellent team-working skills, with ability to build effective relationships with a wide range of people

	

A/I

	Personal Qualities
	

	Essential:
· A positive attitude and excellent interpersonal and communication skills
· Efficient and well organised
· A pro-active approach to customer service, continuous improvement and creative ways of working 
· Ability to contribute to strategic thinking whilst ensuring operational delivery
· Willingness to adapt a flexible and adaptable approach to day-to-day workload
· Understanding of the demands and challenges faced during organisational change
· Commitment to self-development and willing to undertake any additional training as required by the role.
	

A/I




8. HEALTH AND SAFETY:

· In accordance with sections 7 and 8 of the 1974 Health and Safety at Work 
       Act ensure the health and safety of all staff and resources within the post-
       holder’s area of responsibility, i.e. delegated responsibility in relation to the 
       post-holder’s duties and personal responsibilities. 

· In addition, the Management of the Health and Safety at Work Regulations 
       1992 detail the following:

· Employees must inform their employer or supervisor of any work situation that might present a serious and imminent danger to health and safety.
· Employees must inform their employer or supervisor of any shortcomings in the health and safety arrangements, even when no danger exists.

9. EQUAL OPPORTUNITIES: 

· The post-holder’s duties must at all times be carried out in accordance with the Museum’s Equal Opportunities Policy and other policies designed to protect employees or the Museum’s users from harassment.

· It is the duty of the post-holder not to act in a prejudicial manner towards the Museum’s users or employees. The post-holder should also counteract such practice or behaviour by challenging it or reporting it.
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