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Communication & Information – CSOF3
Role summary for potential applicants
	Advertised Job Title:
	Information Resources – Document Delivery and Digitisation

	Reference Number:
	58665

	Classification:
	CSOF3

	Salary Range:
	AU $62,654 to AU $79,741 plus up to 15.4% superannuation

	Location:
	Clayton

	Tenure:
	Indefinite

	Relocation assistance:
	Will be provided to the successful candidate if required.

	Applications are open to:
	Australian/NZ Citizens and Permanent Residents Only


	Functional Area:
	Communications and Information

	% Client Focus - Internal:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	Senior Manager, IM&T

	Number of Direct Reports:
	0


	Role Overview:

	The largest science and technology library in Australia, CSIRO Information Services delivers information resources and services to support CSIRO’s research.  The Information Resources team is responsible for developing, managing and delivering from CSIRO’s extensive collection which includes over 50,000 electronic journals and more than 300,000 eBooks, as well as more than 15km of print resources.  Services include resource management/development, document delivery and supply, cataloguing and discovery.  

The position will be responsible for the effective and timely processing of incoming requests for resources from internal and external clients received through the library’s Document Delivery Service.  In addition, the position will work on projects to digitise and make CSIRO’s valuable research outputs available online.  
An understanding of the Australian interlibrary lending environment, information resources in a large research library, as well as proficiency in searching library catalogues, databases and other tools to verify incomplete or ambiguous citations are essential.  A flexible approach and teamwork is required to maintain services during periods of high demand, as well as a willingness to work on various high priority activities from time to time.  


	Duties and Key Result Areas:

	· On a rostered basis process incoming requests from internal and external clients received through the library’s Document Delivery Service, according to enterprise guidelines.
· Verify incomplete or ambiguous requests for resources using library catalogues, citation databases and other tools liaising directly with requesters as required.   
· Order copies and loans from appropriate suppliers and process incoming items.
· Fill requests from external clients from online resources in line with licencing restrictions, or route requests to the Document Supply Centre for retrieval from the print collection.
· Answer enquiries from CSIRO staff and external libraries received by email, phone and face-to-face.

· Fill requests for copies and loans from the Clayton library store.

· Receive and end process new print resources.
· Housekeeping duties to keep systems and data up to date.  

· Digitise selected resources for inclusion in CSIRO’s repositories ensuring copyright compliance and excellent quality output.
· Creation and maintenance of metadata records in various systems using appropriate standards.
· Provide assistance to clients in person, by phone and online, referring complex queries as appropriate.
· Work on service improvement projects across teams from time to time.  

· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.
· Work proactively as part of a team, to carry out tasks under the general direction of senior staff.
· Work collaboratively with colleagues within your team, the business unit and across CSIRO, to reach objectives and collaborate with external bodies and the general public.
· Generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.
· Adhere to the spirit and practice of CSIRO’s Values, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.
· Other duties as directed.



	Selection Criteria:

	Under CSIRO policy only those who meet all essential criteria can be appointed.
Pre-Requisite:
· Education/Qualifications: Completion of a qualification in Library Science or Information Management, eligible for membership of the Australian Library and Information Association.
· Communication:  Excellent written and oral communication skills using various channels, and the ability to establish effective interpersonal relationships with key internal and external clients.
· Problem Solving: Proven ability to investigate problems of a familiar or recurring nature, by identifying and considering the implications of a range of available alternative solutions.
· Adaptability: Demonstrated ability and willingness to change ideas and try different approaches and maintain professionalism and flexibility.
· Behaviours:   A history of professional and respectful behaviours and attitudes in a collaborative environment.
· Technical Skills: Excellent computer skills including Outlook, Word and Excel.

Essential Criteria:
· The ability to work with a high degree of accuracy and attention to detail following enterprise guidelines and procedures.  
· Track record in delivering high quality customer-focused services.

· Previous experience providing a document delivery service in an academic or large science library.
· Understanding and ability to use online resources relevant to a large science library.
· Proficiency in selecting and using appropriate citation databases, library catalogues and other tools to verify incomplete or ambiguous citations.
· Understanding of the Australian interlibrary lending environment including established guidelines and protocols, as well as Australian Copyright.  
· Excellent knowledge of suppliers and systems to source documents and loans relevant to a science library. 
· The ability to work effectively in a team, flexibility to take on a variety of roles at short notice, proactively seeking and considering ideas of others whilst positively contributing to the team environment.
· The ability and willingness to generate improved solutions in work situations, trying creative ways to deal with problems and opportunities
Desirable Criteria:
· Experience working with a high-end library management system such as Alma.
· Experience using a document delivery management system such as Relais.
· Understanding of the processes involved in digitising print library resources.

As Australia’s Innovation Catalyst, CSIRO has strategic actions underpinned by behaviours aligned to:

· Excellent science

· Inclusion, trust & respect

· Health, safety & environment 

· Delivery on commitments.

In your application and at interview you will need to demonstrate alignment with these behaviours.
Special requirements:
· Some lifting will be required in accordance with safe work practices.  
· Travel may be required to other CSIRO sites within Australia.


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 58665.  Internal applicants please apply via ‘Jobs Central’ in SAP (click ‘Recruitment’)  

Please load your CV and cover letter (Maximum 2MB). You may also be required to respond to some screening questions.  
If you experience difficulties applying online call 1300 984 220 for assistance.  Outside Australian business hours please email:   csiro-careers@csiro.au. 

Contact:  If after reading the selection documentation you require further information please contact:


Thomas Girke via email: Thomas.Girke@csiro.au or phone: +61 3 9545 7866
Please do not email your application directly to Thomas Girke.   Applications received via this method will not be considered by the selection panel.
About CSIRO

Australia is founding its future on science and innovation. Its national science agency, the Commonwealth Scientific and Industrial Research Organisation (CSIRO) is a powerhouse of ideas, technologies and skills for building prosperity, growth, health and sustainability. It serves governments, industries, business and communities across the nation. 

Find out more! www.csiro.au.  

We work flexibly at CSIRO, offering a range of options for how, when and where you work. Talk to us about how this role could be flexible for you. 

Find out more! CSIRO Balance 
CSIRO Information Management and Technology (IMT) is committed to introducing and maintaining up-to-date, quality information services in support of CSIRO’s strategic objectives. Ongoing business engagement maintains strong connections between IMT and CSIRO’s research areas so that our services are closely aligned with CSIRO’s strategic objectives, and forms the basis for IMT's annual Operational Plans.


