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Job Description 
 

 

Job Title:   Middle East Centre Librarian (Maternity Cover) 
 

Accountable to: The Centre Director  
 
Hours:   Full-time, 35 hours per week  
 
Grade:   University Grade 6 
 
Overview of the role 
 
The Middle East Centre (MEC) is the centre for the interdisciplinary study of the modern Middle East 
in the University of Oxford.  It has its own library and archive and hosts an extensive programme of 
seminars and events throughout the year. The Middle East Centre library was established in 1958, 
with the mission of providing library resources on Modern Middle Eastern Studies for students and 
scholars, worldwide. 
 
The MEC Librarian’s responsibilities are to provide the optimal library resources for students, 
Fellows and guests of the MEC, and to plan for the development of the library resources in the 
context of the Centre’s academic requirements as they evolve. 
 
This is a temporary post to cover maternity leave for a period of six months to one year, starting in 
May 2018. 

 
Main Duties and Responsibilities 
 
Collection development 

 select and order printed materials relevant to the modern Middle Eastern studies, in English and 
other European languages, and if needed in Arabic, Persian and Turkish; 

 catalogue the above materials as well as the backlog of uncatalogued resources on the 
University online system, Aleph; 

 deal appropriately with book donations; 

 deal with acquisition requests from students and Fellows and acquire the requested resources 
when appropriate ;  

 continue the development of the re-cataloguing project; 

 liaise with the University regarding the allocated acquisition budget. 
 
Reader services  

Run and maintain efficient reader services by: 

 setting up the Aleph Circulation system to register new readers and allow borrowing; 

 maintaining the MEC Library website;  
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 preparing the MPhil reading list on reserve shelf for the Michaelmas term and other reading lists 
throughout the academic year; 

 maintaining the Wi-Fi system in the library and offering this facility to the Library’s external 
visitors; 

 offering Library facilities to the Oxford University community at large, and worldwide; 

 dealing with library queries, by email, phone or in person. 
 
Book acquisition budget management 

 manage the annual budget from the University; 

 manage ad hoc donations to the MEC; 

 manage other funds as required. 
 
Other 

 recruit, train and manage three or four casual library assistants when needed; 

 participate in relevant training courses and professional development opportunities; 

 Liaise with suppliers for the maintenance of the Bibliotheca Book security system, Bruynzeel’s 
electronic mobile shelves, and the Covergold digitising microfilm scanner; 

 Oversee the library’s ongoing book sale project 

 participating in the related committees and meetings at the University; 

 such other duties as directed by the Director of the MEC. 
 

 

Person Specification 
 

Essential 

 Educated to degree level with post-graduate qualification in librarianship/information science, 
or proven experience of working at a professional level in a library 

 Excellent ICT skills 

 Proven ability to use a library management system, preferably Aleph, in order to: carry out all 
cataloguing operations; set up the resources’ circulation system in the library; register new 
readers; manage readers’ borrowing rights (Aleph training will be provided if required) 

 Excellent and effective communication and interpersonal skills 

 Experience of managing a budget 

 Ability to identify and meet the needs of all users in order to deliver a high quality service 

 Available to take up the post in May 2018 

 
Desirable 

 Experience of working in an academic library 

 Experience of managing staff 

 Ability to read Persian and/or Arabic 

 Working knowledge (ability to read) of other relevant languages, e.g. French or Turkish 
 
 


