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Library Assistant (Issue Desk) - One year part time temporary post 17.5 hours per week 

The College

St Patrick’s College is one of the major Colleges of Education in Ireland. It was  established in 1875 as a Catholic teacher training College. The College offers a range of Education and Humanities programmes including B.Ed., B.A., Graduate Diplomas, Masters, PhD and a Doctorate in Education in addition to a number of in-service and Special Education courses.

Since 1993, the College has been a College of Dublin City University and all courses are accredited by the University. The number of Staff and Students has increased substantially in recent years. There are currently in excess of 2,400 students. In addition to the main buildings, the campus also houses student residences, the Educational Research Centre, the Drumcondra Education Centre, the Centre for Early Childhood Development and Education, the Educational Disadvantage Centre and a crèche.

The Library

The library is a purpose-built facility serving an academic community of more than 2000 students and in excess of 100 academic staff.  During term-time the library is open 54.5 hours per week, including four nights until 10pm.  Library stock includes c.160,000 books as well as journals, microfilms and other material.  Increasingly library users have access to a range of electronic media, including internet based resources and electronic journals. The library uses the Talis library management system.

General Duties

In general, all library personnel should assist in the good running of the Library, and in the maintenance of silence and appropriate behaviour in the Library.  Flexibility, adaptability and a positive attitude to work are essential.  While Library Assistants report to the College Librarian or his/her nominee he/she is very much part of a team providing a smooth running and efficient Library service.  
Issue Desk Duties

· Issue and Return books and other items.

· Deal with routine enquiries at the Issue Desk.

· Collect fines.

· Maintain registration forms and other forms at the issue desk.

· Retrieve books from the Special Collection when required by students and staff.

· Assist users with photocopiers when necessary.

· Answer telephone queries.

· Ensure library is cleared of users before locking up.

· Being available to work on Saturday as requested by the Librarian (usually I in 6).

· Having excellent computer skills and being familiar with computerised library systems.

Other duties may be assigned from time to time by the College Librarian or the Assistant Librarian or their nominees

Salary Scale:
€23,234 - €36,185 Pro rata (Plus 1 LSI)

The College reserves the right to reassign staff to other areas as appropriate and necessary.

Closing Date for receipt of completed application forms: 

1200 noon on Friday 1st February 2008 

