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PERSON SPECIFICATION

	Post:
	  Metadata Officer

	Job Family/
Grade/Level:
	  BS2C – Grade 5


GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	· To assist the Catalogue Co-ordinator with the development, interpretation of electronic content and augment access to library materials (especially digital access) for library users.
· To plan and lead on the prioritisation on retrospective cataloguing, taking account of the strategic priorities for the service
· To enhance access to the library collections by ensuring metadata standards are applied to digital content

· To advise, plan and implement the digital content priorities and also be aware of national developments
· To monitor use of digital content and where necessary take suitable action




	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Trained and experienced in the use of application of metadata and cataloguing 

	MCILIPS

Educated to degree level
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Demonstrate positive attitude and motivation, demonstrate previous resource management skills.

Methodical / Organised approach to tasks.

Demonstrate excellent knowledge of relevant software


	
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	Ability to use own initiative and work as part of a team

Deputise for colleagues as required


	
	 FORMCHECKBOX 
 Interview

     


