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Regent’s Park College Oxford  

 

Post: College Library Assistant 

Further Particulars 

Regent’s Park College 

The University of Oxford comprises 39 colleges and 5 permanent private halls, collectively 
associated with the academic departments and central offices. Regent’s Park College is the 
largest of the permanent private halls, with about 200 full-time students and 70 who are part-
time. These include approximately 115 undergraduates, 115 postgraduates, 25 candidates 
on courses for (Baptist) ministry, and a further 15 visiting students who come for between 
one and three terms as part of their home degree, mostly from the USA and the EU. 
Undergraduates study on courses in the humanities and social sciences; postgraduates 
study on a wide range of courses. About 20 full-time staff and a number of part-time staff 
provide the academic, administrative, and library resources for the college. 

The college occupies a historic site in Oxford on the corner of St Giles and Pusey Street, an 
advantageously central location between the Ashmolean Museum and the university’s 
Radcliffe Observatory Quarter. Regent’s Park College is committed to academic excellence 
and has a reputation as a friendly and supportive community. 

For more information about the college see www.rpc.ox.ac.uuk.  

Regent’s Park College has two libraries, the college library whose users are chiefly the 
college’s own students, and the Angus Library and Archive, the leading collection of books 
and manuscripts about Baptist history and heritage worldwide. The college also looks after 
the library of the David Nicholls Memorial Trust. This role will work with the college librarian 
in the college library and in the David Nicholls collection. 

Overview of Role 
Job title  College Library assistant 
Hours of work 9 hours per week. Two-year fixed-term contract. 
Salary £12 / hour  
Responsible to College librarian 
Liaison with Colleagues as required 
 
Duties 
The duties of the post are subject to regular review as the role develops. 
 
Main duties and responsibilities 

• Accession, classify and catalogue additions to the college library and David Nicholls 

collections. 

• Check in and shelve returned books.  

• Maintain the accuracy of circulation information for the library collection.  

• Exchange information with colleagues, reporting issues promptly.  

• Comply with the personal health and safety responsibilities specified in the college health 

and safety policy. 

• Undertake any other duties commensurate with the role, as required. 

  

http://www.rpc.ox.ac.uuk/
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Person specification and selection criteria 
This role requires a high level of attention to accuracy and very good interpersonal skills. We 
are looking for a self-motivated, positive, well-organised person, who will enjoy working in a 
library environment. 
 
The college library is at the top of two long flights of stairs and there is no lift; the postholder 
will be working in the library and an adjoining office. The job involves some manual handling. 
 
Essential 

• Education to degree level (or equivalent). 

• Ability to work methodically, accurately and with attention to detail. 

• Ability to work flexibly and independently and as part of a small team. 

• Experience in an academic library. 

• Experience in the cataloguing of monographs and other print materials. 

• Experience in classification according to the Dewey decimal system. 

• Ability to develop and maintain positive relationships with students and colleagues. 

• Confident IT skills, including Microsoft Office. 

• High level of literacy, numeracy and good communication skills. 

• Able to manage repetitive tasks. 
 
Desirable 

• Experience using the library management system Aleph. 

• Experience using the Oxford online catalogue SOLO. 
 
Benefits 
Holiday entitlement is 25 days a year, plus 8 public holidays, pro rata for part-time 
appointments.  The College is closed over the Christmas/New Year period, during which 
mandatory holiday is applied.   

Lunch is available free of charge on working weekdays when the college kitchen is open. 

The University Card provides locals discounts, including the Ashmolean Museum café and 
shop, the Bodleian Library shop and free visitor entry to College sites, the Botanical Gardens 
and Harcourt Arboretum.  
 
Hours of work 
Hours of work are 9 per week, to be worked in a pattern agreed with the line manager. Any 
authorized overtime is normally taken as time in lieu. 
 
Probation period 
There is a probationary period of three months during which one week’s notice is required; 
thereafter the notice period is four weeks. 
 
Application procedure 
There is no formal application form for this post. Candidates should address a letter of 
application to the College Librarian, Sarah Mann, explaining how the applicant believes that 
they meet the qualifications and criteria specified. Candidates should include a CV, together 
with the name and contact details of one referee (who should normally be the present or 
immediate past employer). References will be taken up after a successful interview.  
 
Applications (letter, CV, reference details) to be received by 12 noon on Tuesday 11 
October. They should be sent, by email or in hard copy, to:  Kristin Anderson, PA to the 
Principal-Human Resources, Regent’s Park College, Pusey Street, Oxford OX1 2LB; 
kristin.anderson@regents.ox.ac.uk 



3 
 

Interviews 
Interviews will be held on Friday 14 October. 

Equal Opportunities Statement 
The policy and practice of the college and the University of Oxford require that all staff are 
offered equal opportunities within employment and that entry into employment with the 
university and progression within employment will be determined only by personal merit and 
the application of criteria which are related to the duties of each particular post and the 
relevant salary structure. In all cases, ability to perform the job will be the primary 
consideration. Subject to statutory provisions, no applicant or member of staff will be treated 
less favourably than another because of age, disability, gender reassignment, marriage or 
civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation. 
For monitoring purposes, we ask that all applicants complete an Equal Opportunities 
Monitoring Form. This will be supplied upon receipt of application.  

Documentary proof of right to work in the UK  
The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence for employers 
to employ someone who is not entitled to work in the UK. Applicants must provide proof of 
their right to work in the UK before employment can commence (e.g. passport, residence 
permit/online share code). The Home Office’s list of acceptable documentation can be found 
here. Do not include these documents with your application, they will be requested at the 
appropriate point in the selection process.  

Valid NI number 
The college is required by HM Revenue and Customs (HMRC) to have a valid National 
Insurance (NI) number for payroll purposes and we request that a valid National Insurance 
number is provided before commencing employment. If applicants are not currently in 
possession of a valid National Insurance number, they should apply without delay to HMRC. 
For further information please see the HRMC website at 
http://www.hmrc.gov.uk/ni/intro/number.htm. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/998170/6.7578_-_HO_-_PBS_Employers_Right_To_Work_Assets_V3.pdf
http://www.hmrc.gov.uk/ni/intro/number.htm

