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Job Description 

	Job title
	Metadata Librarian

	Department
	Library

	Grade
	5




	Job purpose (a brief summary of the role)
	The position focuses on the creation, maintenance, and enrichment of MARC and non-MARC metadata representing library digital, physical, linked open data sources, and virtual collections. In cooperation with other library staff, the position provides expertise in the development, implementation and assessment of metadata policies and procedures to the library while monitoring external developments, standards development and evolving needs in these areas. The position contributes to the efficient workflows to promote interoperability across systems. 


	Duties and responsibilities
	
1.To create bibliographic and/or metadata records, as appropriate for analogue and digital assets (in all formats). by creating descriptive metadata and/or editing and expanding existing records (shelf-ready), in accordance with current internationally-recognised metadata and data management schemes and protocols in a timely manner.

To assign classification shelf marks and/or edit existing classification shelf marks (shelf ready) and subject headings using current international and locally developed classification and subject schemes in a timely manner.

To carry out name authority checking to ensure accuracy and consistency of forms of names on the Library’s bibliographic database, digital collections, and institutional repository, so that the effectiveness of users’ catalogue searching and retrieval is optimised.

To evaluate and quality-check bibliographic and/or metadata records in external online databases prior to selection and download for use so that the integrity and currency of those databases are maintained. Develop processes and apply metadata batch editing software to automate the maintenance and enhancement of bibliographic and/or metadata records. 

To assist in migrating and remediating legacy metadata.

2. To develop and document local metadata policies and procedures in response to revisions in national/international rules, protocols and practices and ensure that those who are involved in metadata creation are trained in, understand and apply techniques and changes. This ensures that the opportunities afforded by emerging technologies are exploited to the best advantage.


3. To use the technical capability of the library management system’s cataloguing module, digital collection management software, institutional repository software and other relevant tools, to meet developing needs.

4. To participate in appropriate professional development and service activities to stay current with trends and practices in the field. To up-skill regularly to properly employ and exploit the new and emerging data management methods and techniques demanded by the digital age. As required, to train and offer continuing support and expertise to all those who are required to catalogue and create metadata.

Actively participates in library and sector professional working groups, task forces, instruction programmes, and committees; maintains strong working relationship and communicates regularly with staff in university departments and divisions and at other institutions.

5. To maintain and provide statistical and management information for internal and external purposes.

As required, to undertake any other duties commensurate with the post.




	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	Degree or equivalent experience.
	A & C
	E2
	Professional library or information qualification.
	A & C
	E3
	Experience cataloguing in MARC and non-MARC metadata standards and schemas, and authority control (e.g. Dublin Core, RDA, MODS, VRA Core, EAD, DACs, etc.) in a library setting
	A,B & C
	E4
	Experience working with library management, institutional repository, reading list systems and other ‘tools’
	A & C
	E5
	Excellent communication and analytic skills, including the ability to work well in a team-based environment and independently
	A & C
	E6
	Demonstrated proficiency in creating, editing and transforming metadata using current and emerging metadata principles and standards
	A & C
	E7
	Problem-solving skills, with the ability to make evidence-based decisions, and manage workload, priorities, and deadlines to achieve goals with excellent attention to detail
	A & C
	E8
	Experience creating workflows, policies, guidelines, and other documentation for business as usual and projects
	A & C
	E9
	Proficient IT and Web skills. Experience using applications, scripts, or other data manipulation tools to process metadata. Awareness of technologies, such as bulk editing tools, and how they can be effectively applied to workflows
	A & C
	E10
	The flexibility to adapt to change and continuous improvement as library priorities and information technologies evolve
	A,C & D
	E11
	Online cataloguing experience in a working environment. Ability to evaluate, improve, and optimise workflows of metadata procedures
	A,C & D



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Working knowledge of languages other than English
	A & C
	D2
	Experience supervising and/or training faculty, staff, or students
	A & C
	D3
	Knowledge of Linked Data principles including RDF and ontologies
	A & C
	D4
	Knowledge of current and emerging initiatives to support the creation and management of metadata, and the discovery and use of library assets
	A & C
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