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MUSIC LIBRARIAN 
	Post Title
	Music Librarian
Based at The Old Deanery, Cathedral Close, Hereford HR1 2NG

	Salary Point(s)
	£8.80 per hour

	Hours/Weeks
	5 hours per week, term time only (as agreed with the Director of Music)

	Purpose of this Role Overview:

Hereford Cathedral School considers this document as a “snapshot” of the role and the tasks listed are not an exhaustive list.  It aims to provide a clear guide at the time of writing to all that is involved about the requirements of the role. 


	The Organisation
Hereford Cathedral School is one of the UK’s leading independent co-educational day and boarding schools.  Providing boys and girls aged 3 to 18 with an excellent standard of teaching and individual care, offering them a broad range of opportunities to develop every aspect of their potential.  The Hereford Cathedral School culture produces well-balanced, confident and considerate young adults ready for the wider world.  We also benefit from one of the finest settings, adjacent to the beautiful Cathedral.  We enjoy an air of tranquillity within a stone’s throw of the thriving city centre.  
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Further information from http://www.herefordcs.com


	Reporting Lines:

The postholder reports to the Director of Music


	Accountabilities:

To continue to develop the music library in the Music School, working to maintain an organised facility and essential resources for staff and pupils. To maintain and further develop the library facilities, catalogue and maintain orchestral, choral and chamber music sets, and to organise/plan coherently new resources which are often donations. In addition to sheet music and reference library, to oversee the maintenance of the schools hire instruments. 


	Responsibilities:
Phase 1:

To maintain and further develop the already established areas of the library as appropriate: Choral Library, reference Library, Listening Library and miniature scores, Orchestral Library, Bands Library, and Chamber Music and Instrumental resources.
Phase 2:

Classify and catalogue all music presently in store waiting for collation. Presently this consists largely of chamber music and individual instrumental sheet music. Ongoing, to receive, organise and collate donations of resources and to allocate to appropriate sections.
Phase 3:

To maintain and update the inventory of stock instruments and where appropriate to create a programme for ongoing repair.
Phase 4:                                                                                                                                                 To maintain, collate and manage library and instrumental resources for both students and staff when appropriate, to oversee lending both internally and externally supporting outside agencies/choral societies/Music Service etc.

General 

Attend training and to develop relevant knowledge and skills; 

Other tasks to be specified that are associated with the nature of this job. 


	Safeguarding and Protection of Children and Young Persons

In accordance with the Children’s Act 1989, on appointment post holders will be required to commit to their responsibilities with regards to safeguarding.  In addition offers of appointment will be subject to an Enhanced criminal record check from the Disclosure and Barring Service (DBS).

These checks will highlight cautions, reprimands and final warnings as well as any convictions.  The postholder must not have any spent or unspent convictions that would prevent working with children.


	Health and Safety:

As an employee you are expected to:

1. to take reasonable care of your own health and safety

2. to take reasonable care not to put other people - fellow employees and members of the public - at risk by what you do or don't do in the course of your work

3. to co-operate with your employer, making sure you get proper training and you understand and follow the company's health and safety policies

4. not to interfere with or misuse anything that's been provided for your health, safety or welfare

5. to report any injuries, strains or illnesses you suffer as a result of doing your job 

6. to tell your employer if something happens that might affect your ability to work (e.g. becoming pregnant or suffering an injury)

7. if you drive or operate machinery, to tell your employer if you take medication that makes you drowsy




	Person Specification

	Essential Criteria
	Desirable Criteria

	Qualification
	Educated to university level or equivalent 
	

	Experience and Knowledge
	Practical experience of appraising, sorting, arranging and cataloguing organisational records to appropriate international standards.
	Knowledge of Safeguarding and Child Protection of Young People 

Experience of archiving

	Skills/Abilities
	Excellent organisational skills and time management skills

A logical, methodical approach to work.

Good verbal and written communication skills

Punctual

Able to work on own initiative with a common sense approach
	

	Aptitude
	Naturally demonstrates a ‘can do’ helpful attitude
	

	Circumstances
	Able to work flexibly. Occasional evening and weekend work may be required
	

	Safeguarding Children, Young People and Vulnerable Adults
	Understands their role in the context of safeguarding children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	

	Equal Opportunities
	Understanding of the requirements of Equality and Diversity
	


	Declaration

I have received a copy of this job description and undertake to carry out the duties as described.

Employee Signature ………………………………………………..
Date ………………….

Print name ……………………………………………………………………………..…………..
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