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JOB DESCRIPTION 
  

Vacancy reference: SRF37651 

Post Title: UMASCS Metadata and Collections Manager Librarian 

Grade: Grade 5 

School/Department: UMASCS 

Reports to: UMASCS Librarian 

Responsible for: n/a 

The University Museums and Special Collections Services is part of the University Library and 

Collections Services and is based at the Museum of English Rural Life building in Redlands Road, 

Reading, adjacent to the University’s London Road campus. The research collections of archives, 

books and museum objects span many subjects in the arts, social sciences and science and include 

three Designated collections. 

The UMASCS Library team works closely with archive and museum colleagues, managing a range 

of projects, contributing to a thriving integrated user service, and providing support for research 

and teaching and learning with collections: https://collections.reading.ac.uk/  

https://collections.reading.ac.uk/special-collections/ 

Purpose 

The post holder will be responsible for delivering the cataloguing and collection management work to 

make the UMASCS Library collections discoverable and accessible to users. They will support the 

UMASCS Librarian in undertaking collection management projects and take a lead in supervising and 

supporting the cataloguing work and project activity of others in the UMASCS Library team. 

Main duties and responsibilities 

Cataloguing 

• Catalogue and/or coordinate the cataloguing of UMASCS Library material, producing high-

quality catalogue records for rare books, special collections, MERL Library books, new books 

and other materials and classify the collections, according to in-house and Dewey 

classification schemes. 

• Contribute to the development of UMASCS Library cataloguing policies and procedures. 

• To be the main point of contact for rare books cataloguing within the UMASCS team; to 

provide rare book cataloguing training and support as required. 

• Act as a point of contact with the University of Reading Library and liaise with the University 

Library’s Metadata Manager, Metadata Librarians and other staff with regards to best practice 

and developments of cataloguing standards and the use and development of the library 

management system. 

Human Resources 
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• Act as a general port of call for enquiries relating to the catalogue and/or the in-house 

classification systems. 

 

Collection Management 

• Undertake collection management tasks including planning and undertaking book moves, 

updating catalogue records and call numbers, book re-labelling and processing, withdrawing 

books, stock takes and assisting the UMASCS Librarian in library storage space planning and 

management. 

• Supervise the work and training of staff and volunteers involved in labelling and other book 

processing tasks, particularly the UMASCS Graduate Trainee Library Assistant. 

• Make decisions regarding book preservation and the repair of damaged and fragile books and 

other material, in liaison with the UMASCS Senior Library Assistant and other colleagues as 

necessary.  

• Contribute to decisions made across the team regarding the replacement and withdrawal of 

books and other material. 

• Support the UMASCS Librarian in prioritising and dealing with uncatalogued collections. 

• Monitor stock of stationery supplies relating to cataloguing and processing including 

barcodes, book tape and labels, supplies for label printer, magazine box files, rare book labels 

etc, and assist with ordering supplies. 

Promotion and engagement 

• Contribute to the creation, development and management of library assets and metadata on 

the Digital Asset Bank System (DAMS) and Virtual Reading Room (VRR). 

• Contribute to the creation of digital content including updating webpages, writing blog posts, 

curating online exhibitions and contributing to social media. 

• Gather statistics and run relevant reports using the library management system. 

 

General 

• Contribute to the development of projects, including identifying and securing sources of 

external funding to support collections development activity. 

• Contribute to engagement activities and events related to the UMASCS Library collections. 

• Undertake any other duties deemed necessary and reasonable by the UMASCS Librarian and 

the Director of UMASCS. 

 

Supervision received 

The post holder will be line managed  by the UMASCS Librarians. They will receive additional 

supervision from senior members of Special Collections, in particular the Principal Archivist and the 

Associate Director - Archive Services. 
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Supervision given 

The post holder will assist the UMASCS Librarians with the supervision, training and guidance of the 

UMASCS Graduate Trainee Library Assistant, project library cataloguer(s) and volunteers. 

Contact 

The post holder will work closely with other UMASCS staff and volunteers and staff at the University 

Library including the Metadata Manager, Metadata Librarians, and the Collection Management 

Librarians. 

Terms and conditions 

1FTE, permanent. 

 

This document outlines the duties required for the time being of the post to indicate the level of 

responsibility.  It is not a comprehensive or exhaustive list and the line manager may vary duties from 

time to time which do not change the general character of the job or the level of responsibility 

entailed. 

 

Date assessed: 10 June 2021 

  



©University of Reading 2021  Page 4 

PERSON SPECIFICATION 
 

Job Title School/Department 

UMASCS Metadata and Collections Manager 

Librarian 

UMASCS 

 

Criteria Essential Desirable 

Skills Required • Excellent organisational skills 

• High level of ICT skills 

(including familiarity with 

Windows, MS Office) 

• Strong oral and written 

communication skills 

• Strong interpersonal skills 

• Analytical and problem-

solving skills 

 

 

 

Attainment  • Good honours degree 

• Professional qualification in 

librarianship or information 

science   

• Professional registration of 

CILIP (e.g., certification, 

chartership) 

Knowledge • Knowledge of library 

cataloguing standards 

including MARC21, DCRM(B), 

and RDA  

• Knowledge of Dewey Decimal 

Classification and Library of 

Congress Subject Headings 

• Working knowledge of at 

least one modern European 

language 

• Subject knowledge relevant 

to the collection 

Relevant Experience 

 
• Experience of cataloguing in 

an academic library, with a 

working knowledge of library 

cataloguing standards 

including MARC21, DCRM(B), 

and RDA  

• Experience of library 

collection management 

• Experience of cataloguing 

rare books and/or other 

Special Collections materials, 

particularly at item level   

• Experience of classifying and 

applying subject headings and 

thesauri terms 

 

• Experience of Special 

Collections collection 

management and 

preservation 

• Experience of training and 

supervising staff and/or 

volunteers 

• Experience of using social 

media to promote library 

services and collections 

• Experience of web page 

editing and development 

• Experience of creating 

online exhibitions 

• Experience of project 

development and 

management and reporting 



©University of Reading 2021  Page 5 

Disposition 

 
• Ability to show initiative and 

work independently while 

retaining flexibility as part of a 

team 

• Ability to work to agreed 

targets while maintaining 

accuracy and close attention 

to detail 

• Commitment to excellent 

user services 

• Ability to work methodically, 

neatly and accurately 

• Practical approach to 

problem solving 

• Able to prioritise tasks and 

manage time effectively 

• Adaptable and flexible 

approach 

 

 

Other 

 
• Ability to cope with the 

physical demands of the job 

• Awareness of Health and 

Safety responsibilities in the 

workplace 

• Full, clean driving licence 

 

 

Completed by:  Kate Arnold-Forster  

 

Date: 10 June 2021  

 


