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Librarian
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College Campus – Parktown  has a vacancy for a Librarian
Reporting to:
Principal / National Librarian
Location:
College Campus Parktown
ACADEMIC QUALIFICATION AND WORK EXPERIENCE
· National Diploma: Library & Information Studies
· Between 1 and 3 years experience operating independently in a small to medium size facility

· General Management experience with a span of control of approximately 2 people for a period of no less than one year

COMPETENCIES REQUIRED

· Computer literacy and proficiency in use of Library related technology
· Knowledge Gale Infortrac or related Information Systems
· Working knowledge of MS Word, Excel and Powerpoint

KEY RESPONSIBILITIES
· Implement policies and provide feedback

· Manage day-to-day library operations, including loans

· Update library’s holdings on shared catalogue 

· Control of periodicals (journals, newspapers)

· Conduct library orientation for new students and staff

· Conduct information literacy sessions including training in use of library resources

· Provide information service (assignment assistance) to students

· Promote usage of library resource & services

· Train students assistants
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