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THE ARCHITECTURAL ASSOCIATION 
 
JOB DESCRIPTION 
 
 
 
Job Title: Online Resources and Serials Librarian (FTC Maternity Cover for 9 to 10 
months)  
 
Salary: £25,000 p.a.  
 
Hours per week: 35.00 
 
Reports to: Eleanor Gawne (Head of Department)  
 
Department: Library  
 
 
The AA is made up of countless projects, personalities and audiences. The AA is unique in 
that we are more than just a school but a worldwide association, made up of members and 
visitors and an unrivalled public programme of lectures, exhibitions, publications and special 
events, all of which set the backdrop for full-time foundation, undergraduate - and graduate-
level study at our campuses in London and Dorset. In addition, each year short courses and 
global schools in the AA Visiting School bring together students and teachers in more than 
50 locations across five continents. Whether at Bedford Square or abroad the AA’s teachers 
and staff provide students with expertise, encouragement and support across all levels of 
education. Given the fact that 85 per cent of our students (and a similar percentage of tutors) 
come to London from abroad every autumn, we really are a school unlike any other. 
 
 

Role Overview: 
 
Manage and develop Library’s online resources and serials and assist with cataloguing. 
Responsible for managing subscriptions to online resources, including adding new resources 
as required and trouble-shoot any access issues. Manage journals ordering, managing 
subscription agent account, check-in, binding and access. Assist with managing Book and 
Journals basement storage, and responsible for maintenance, space allocation of collection, 
and supervision of student assistants. 
 
Main Duties and Responsibilities: 
 

 Online resources: Manage subscriptions to online databases and access to ebook 

providers; administrator for Open Athens Single sign-on; ensure links and access 

methods are up-to-date and working; add new resources as required; assist with any 

problems relating to access; administrator for Turnitin. 

http://www.aaschool.ac.uk/


2 
 

 Serials management: Check-in titles as arrive, prepare and manage bindery loads, 

manage subscriptions and claiming missing issues via Prenax, AA Bookshop or 

direct with publishers. 

 Binding: Organize repairs on a quarterly basis for books, binding of journals and 

theses to be sent as well as receiving and processing items upon return. 

 Catalogue and classify: Old stock (retrospective cataloguing of book storage), 

journals, electronic resources and AA theses using internationally recognised 

standards (AACR2, LCSH, MARC21), and UDC, import authorities and bibliographic 

records where needed. 

 Library website/OPAC (SirsiDynix Enterprise): Update content and notices as 

required, upload reading lists and bibliographies. 

 Bookstore and Journal Store: Transferral of journals, maintenance of both areas 

and oversight for student assistants working in the basement storage; manage book 

relocation and weeding. 

 User services: Promote the library's resources to users including videos for the 

information screen in the library. 

 Issue Desk/reference enquiries: Circulation and reference; help library users to find 

materials in the library and online; answer reader enquiries and teach readers to use 

the catalogue and online resources and other library catalogues. Provide tours and 

inductions to the library as needed. 

 Provide support to staff, students and Members with Library services. 

 Other duties as needed. 
 
Person Specification  
 
Essential Requirements: 
 

 Educated to degree level or equivalent, with a postgraduate qualification in 

librarianship or equivalent. 

 Experience of working with a library management system. 

 Experience of managing online resources including databases and ebooks, adding 

new resources and trouble-shooting.  

 Experience of serials management (print and ejournals) including checking-in titles, 

preparing and managing bindery loads, managing subscriptions and claiming missing 

issues. 

 Experience of cataloguing all types of print and online material using international 

standards (AACR2, LCSH, MARC21). 

 Proven ability of using a web editor/HTML. 

 Experience of managing book and journal stock and knowledge of storage 

accommodation issues. 

 Ability to promote library's resources to users. 

 Experience of working at an issue and enquiry desk and dealing with reference 

enquiries. 

 Excellent IT and communication skills. 

 Excellent interpersonal skills and desire to work across departments, specifically with 

IT and Digital Platforms. 

 Friendly, flexible approach, and experience of working in a small team. 
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Desirable Requirements: 

 

 Knowledge of SirsiDynix library management system, specifically Symphony and 

Enterprise. 

 Experience of UK Access Management Federation and Open Athens LA. 

 Experience of CSS/HTML/Javascript. 

 Knowledge of UDC. 

 Reading knowledge of at least one of French, German or Italian. 

 Interest in contemporary architecture and the study of architectural, art and design 
history. 
 

 
How to Apply 
 
Please apply by email by the closing date of 2nd January 2018 (Midnight) to:  
hr-admin@aaschool.ac.uk  stating the job title in the subject heading. 
 
Please include in your application: 

 Full CV  

 Covering letter/email highlighting why you feel you are the right person for the role  

 Current salary  

 Notice period  

 Contact details for two referees (who will not be contacted without your prior 
permission) 
 

Invitations to first interview will be issued by email after the closing date. Please note only 
successful candidates will be contacted. 
 
Thank you for your interest in the AA and this role. 
 
The Architectural Association School of Architecture aims to create conditions that ensure staff and students are treated solely on the basis of their 

merits, abilities and potential, regardless of their gender, race, religious/political beliefs, ethnic or national origin, disability, family background, age, 

sexual orientation, or other irrelevant distinction. 
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