
1 | P a g e  

 
JOB DESCRIPTION 

 
 
1. JOB DETAILS 
 
 
Job Title:   Reader Services Librarian   
 
Band:  5      
 
Reports to: Library and Knowledge Services Manager 
 
 
Department / Directorate:  Exeter Health Library / Transformation and Organisational  

Development 
 
 
2. JOB PURPOSE   
 
To support evidence-based patient care by contributing to the delivery of a professional library and 
knowledge service to 6000+ eligible library users based in the Exeter area.  The post holder is 
responsible for the day-to-day operational management of Exeter Health Library and its services to 
readers. 
 
 
 
3. DIMENSIONS/ KEY WORKING RELATIONS 
 
The Library and Knowledge Service supports the provision of high quality health care by providing 
library and information services to NHS & Medical School staff and students in the local health and 
social care community.  The service is delivered from Exeter Health Library, Wonford House Hospital 
Library and the Library’s website. 
 
 
Stakeholder organisations include 
 

• Royal Devon and Exeter NHS Foundation Trust 
• Devon Partnership Trust 
• Northern Devon Healthcare NHS Trust 
• Public Health 
• Northern, Eastern and Western (N.E.W.) Devon Clinical Commissioning Group (CCG) 
• South Western Ambulance Service NHS Foundation Trust 
• University of Exeter Medical School (UEMS) 
• University of Plymouth (UoP) 
 

Key working relations 
Library and Knowledge Services Manager 
Library Assistants 
University of Exeter Library staff 
SWRLiN (South West Regional Library and Information Network), British Library 



2 | P a g e  
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4. ORGANISATIONAL CHART: 
EXETER & DISTRICT HEALTHCARE LIBRARY & KNOWLEDGE SERVICE 
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5. KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES: 
 
The post holder is responsible for: 
 

• Operation and staffing of the enquiry desk, including supervision, training and appraisal of 
library assistants 

• Managing Exeter Health Library’s use of the Library Management System, including user 
records, circulation, cataloguing and ILL modules 

• Induction of new library users – individuals and groups 
• Ensuring the library environment is conducive to learning – welcoming, safe, tidy and suitably  

equipped (copier, printers etc) 
• Managing out-of-hours access to the Library 
• Answering users’ enquiries using appropriate resources (electronic and print) including 

comprehensive literature searches. Utilising analytical and interpretive skills to facilitate staff in 
defining clinical and non-clinical questions. Identify the most appropriate sources to find 
information and review select and package the results using evaluative tools as required.  

• Guidance and support to those using e-resources (databases and journals) and undertaking e-
learning and literature searches 

• Book acquisition ???? 
• Cataloguing of new books using the Library Management system 
• Book circulation using the Library Management system and self-issue machine ??? 
• Managing and delivering our Interlibrary loan / Document delivery service 
• Procurement of office equipment, supplies and stationery 
• Writing and producing introductory library guides and leaflets 
• Developing library policy and procedures relating to the above areas and ensuring these are 

kept up to date in the Staff Manual 
• Raising invoices for payment of interlibrary loans, lost books. 
• Handling and banking of money from photocopying, printing and sale of books ???? 
• Statistics recording and reporting for the above areas in support of service reporting 

requirements for internal and external stakeholders 
• Such other duties appropriate to the grade and function of the post that shall be determined 

from time to time by the Library and Knowledge Services Manager 
 

 
 
Other Responsibilities: 
To take part in regular performance appraisal 
To undertake any training required in order to maintain competency including mandatory training, eg. 
Fire, Manual Handling 
To contribute to and work within a safe working environment  
The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at 
all times in such a manner as to minimise the risk of healthcare associated infection 
 
 
 
THE TRUST - PURPOSE AND VALUES 
 
We are committed to serving our community by being a high quality specialist Hospital with consultant-
led services.  We aim to co-ordinate our services with primary and community care, and to develop a 
limited number as Sub-Regional Referral Centres with appropriate levels of research, development and 
educational involvement.  Where appropriate, and consistent with our services, we may provide 
services aimed at preventing disease and debilitation. 
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We aim to make all our services exemplary in both clinical and operational aspects.  We will show 
leadership in identifying healthcare needs to which we can respond and in determining the most cost-
effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and 
professionals. 
 
We recruit competent staff who we support in maintaining and extending their skills in accordance with 
the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment 
to meeting the needs of our patients. 
 
We are committed to equal opportunity for all and encourage flexible working arrangements including 
job sharing.  
 
The Trust is committed to recruiting and supporting a diverse workforce and so we welcome applications 
from all sections of the community, regardless of age, disability, gender, race, religion, sexual 
orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  The Trust expects 
all staff to behave in a way which recognises and respects this diversity, in line with the appropriate 
standards. 
 
 
GENERAL 
 
This is a description of the job as it is now.  We periodically examine employees' job descriptions and 
update them to ensure that they reflect the job as it is then being performed, or to incorporate any 
changes being proposed.  This procedure is conducted by the Manager in consultation with the job 
holder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach 
agreement on reasonable changes, but if agreement is not possible, the Trust reserves the right to 
insist on changes to your job description after consultation with you. 
 
The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, 
including all buildings, grounds and car parks.  For help to quit call: 01392 207462. 
 
As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional 
conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken 
against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal. 
 
The post holder is expected to comply with Trust Infection Control Policies and conduct him/her self at 
all times in such a manner as to minimise the risk of healthcare associated infection. 
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PERSON SPECIFICATION 
POST:  Reader Services Librarian 
BAND: 5 

REQUIREMENTS At  
Recruitment 

At 2nd 
KSF  

Gateway 
QUALIFICATIONS / TRAINING 
 
Degree or postgraduate qualification in 
Librarianship/Information science 

 
 

E 
 

 
 

E 

KNOWLEDGE / SKILLS 
 
Sound knowledge of cataloguing principles and automated 
cataloguing processes  
 
Knowledge of the functions and applications of library 
management systems  
 
Understanding of relevant legislation e.g. Copyright, Data 
Protection 
 
Information searching skills, preferable related to literature 
searches within a health care setting 
 
Excellent IT skills – use of Microsoft Office, Internet, email 
 
 

 
 

E 
 
 

E 
 

E 
 
 

E 
 

E 
 

E 
 
 

 
 

E 
 
 

E 
 

E 
 
 

E 
 

E 
 

E 
 

 
EXPERIENCE 
 
Experience of working in a library or information service 
 
Experience of working in a customer focussed environment 
and working cooperatively with other people 
 
Systematic literature searching and retrieval using a range of 
electronic information resources. 
 
Experience of managing staff 
 
Experience in the provision of enquiry services  

 
 

E 
 

E 
 
 

E 
 
 

D 
 

D 
 

 
 

E 
 

E 
 
 

E 
 
 

E 
 

E 

PERSONAL ATTRIBUTES 
 
Ability to work on own initiative 
 
Ability to prioritise and plan workload for self and others 
 
Excellent written and verbal communication skills 
 
Enthusiastic and motivated  
 
Excellent team worker 

 
 

E 
 

E 
 

E  
 

E 
 

E 

 
 
      E 
 
      E 
 

E 
 

E 
 

E 
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Commitment to Continuing Professional Development 
 
Flexible approach to work 
 
Ability to move books and journals around the library 

 
E 
 

E 
 

E 

 
E 
 

E 
 

E 
* Essential/Desirable 
 
 

HAZARDS IDENTIFIED (tick as appropriate): 
Laboratory specimens 
Proteinacious Dusts 

 Clinical contact with  
patients 

 Performing Exposure 
Prone Invasive 
Procedures 

 

Blood / Body Fluids  Dusty environment X VDU use X 
Radiation  Challenging Behaviour X Manual handling X 
Solvents  Driving  Noise  
Respiratory Sensitisers  Food handling  Working in isolation  

 


	GENERAL

