
 

Job Description 

Title: Librarian, the Alpine Club Library 

55 Charlotte Road, London EC2A 3QF  

responsible to: Honorary Librarian  

and Chairman of  the Trustees. 

Main responsibilities: 

• Overall responsibility for, and active participation in, the daily running of  
the Library in collaboration with the Volunteer Assistants. 

• Respond in a friendly and efficient manner (in person, by phone or by 
email) to Members and researchers. Engage and assist researchers with all 
facets of  the collection. 

• Oversee all aspects of  user services, including tours and user education. 

• Ensure that circulation policies are monitored, reviewed and changed to 
best meet users’ needs, and communicate and enforce Library rules, and 
deal with complaints and feedback. 

• Ensure that the Library remains at the forefront of  best and evolving 
practice, in respect of  books and of  digital access to library resources. 
Identify and strategically develop digital and digitisation projects and 
technological advances for the collection as a whole and in relation to the 
needs of  Members, academic researchers and other users. 

• Oversee stock management and new acquisitions. 
• Consistently catalogue books (RDA and AARC2) and classify (modified 

Brown's classification); cull and dispose of  books no longer required 
within the Library disposal policy. 



• Catalogue maps to a granular level with specific geographic information. 
The collection is currently uncatalogued but is regularly used and is 
organized in the main reading room 

• Overall responsibility for conservation and development of  the special 
collections by promoting wider awareness of  these resources and by 
responding accordingly to enquiries from Members, researchers and 
visitors.  

• Oversee the day to day use of  the rare book collection, ensuring that 
best practice is used, especially with regard to security, and 
environmental and conservation concerns. 

• Develop a broad knowledge of  the collections and their significance, 
and promote them inside and outside the Alpine Club through 
conferences, talks, exhibitions (online and offline) and other events. 
In particular, find creative and innovative ways to use the Library 
collections to tell the story of  the Alpine Club, liaising where 
appropriate with the Keepers of  Photographs, Pictures, Archives and 
Artefacts. 

• Take overall responsibility for managing the library budget. 
• Liaise regularly with the Honorary Librarian on operational issues and 

events. 
• Liaise with the Chair of  the Trustees on all employment and contractual 

matters. 
• Liaise with both the Honorary Librarian and the Chair of  the Trustees 

on policies and strategic issues. 
• Establish a strong and effective working relationship with the Alpine Club 

Office Manager, who is the member of  staff  responsible for the day-to-
day running of  the Club’s HQ building and operations. 

• Monitor and maintain Library records to ensure they meet appropriate 
standards. 

• Represent the Alpine Club Library at external events 
• Establish and document long term goals and priorities, to include 

identifying and securing funding opportunities; e.g. proactively identify 
strategic funding opportunities and apply to trust funds that support the 
preservation and digitisation of  the collections, and will fund other special 
projects. We are currently engaged in a digital project funded by 
TownsWeb Archiving, and with the Business Archives Council to 
catalogue our archival Everest material. 



• Identify and report on necessary repairs and improvements required to 
the Library space. 

Person Specification 

The Librarian should be resourceful and confident, and take the lead in regular 
organizational matters on their own initiative, while also liaising regularly with 
the Honorary Librarian.  

Essential Criteria 

• A good undergraduate degree 
• A professional library qualification 
• Ability and willingness to learn new skills and enhance existing skills 
• Self-motivation and commitment, with a strong sense of  initiative 
• Friendly and approachable manner and a positive ‘can-do’ attitude, with 

a  genuine enthusiasm for the customer service element of  running a 
library 

• Experience as a librarian in a research library in a user-facing role 
• Experience and knowledge of  library systems: cataloguing, 

acquisitions, circulation, serials, and digital preservation and 
maintenance of  archives 

• Good understanding of  electronic information resources and digital 
media 

• Ability to manage budgets 
• Willingness to contribute to wider Alpine Club life 
• Excellent written and spoken English 
• Excellent IT skills relevant to the post 
• Knowledge of, and interest in, mountaineering and its history 
• An appetite for using the library collections and archives in creative ways 

to tell the Alpine Club’s story, and a passion for enabling and enhancing 
academic research in these areas 

Desirable Criteria 



• Experience of  working with special collections and / or antiquarian books 

• Some experience of  line management in a library 

• Willingness to undertake, and possibly some experience of, public engagement 
events  related to library holdings 

• Experience of  working with the Koha library management system 

Library Opening Times 

Monday - Friday, 10 a.m. - 5:30 p.m. and alternate Tuesdays until 7 p.m. to 
accommodate Members attending Tuesday lectures. The Library is closed on 
Bank Holidays, at Christmas and Easter, and during the whole of  August. The 
Librarian would normally be expected to take their major summer holiday 
during the August closure period. 

How to Apply 

There is no fixed closing date for applications, but we will start the Librarian 
appointment process on 4 January 2021. We therefore encourage applicants to 
email an electronic copy of  each of  the following for the attention of  the 
Honorary Librarian (Grigorbooks@aol.com) by that date. 

 • A covering letter explaining why you are applying for this post 

 • A curriculum vitae, including education and professional experience 

 • The names and contact details, including email addresses, of  two referees (at 
least one of  whom should be a recent or current line-manager or employer).  

References will only be taken up after shortlisting.  Interviews for short-listed 
candidates will be held as soon as possible after 4 January 2021. 

  


