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JOB DESCRIPTION

LIBRARIAN

PERMANENT CONTRACT
17.5 HOURS PER WEEK
0.5 WTE
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1. JOB PURPOSE 
The Library provides timely access to world-class information resources to support direct patient care; evidence-based practice; research, learning and teaching; and management decision-making.  The Library is a multidisciplinary health sciences library open to all staff and volunteers of St. Francis Hospice Dublin and students based in the Hospice, as well as students enrolled on the MSc Palliative Care at Trinity College Dublin. The duties and responsibilities of the Librarian will be multiple and varied in keeping with the broad remit of the Library. The librarian acts as both solo librarian and as an active member of the Education Team. The successful candidate will be responsible for developing, enhancing, and promoting the full range of library services and resources, while managing the day-to-day operations of the library.

2. ACCOUNTABILITY

The position reports to and is accountable to the Head of Education or other designated officer in all matters relating to the job. 

3. KEY DIMENSIONS 
Direct reporting to the Head of Education.

Key relationships that will influence the success of the role included but is not limited to: 

•	Head of Education
•	Education Team 
•	Interdisciplinary team,
•	All the employees of SFHD
•	Students 
•	Higher Education Institutions & other relevant statutory and non-statutory organisations

4. OPERATING ENVIRONMENT 
Contractual Hours: 17.5 hours per week. 

Hours of work: Details of working days, starting and finishing times may vary in accordance with Hospice needs and will be notified by the line manager. There will be times when there will be a requirement to work outside of the normal office hours. 




Location: This position is primarily based at SFH Raheny but may on occasion be required to work in SFH  Blanchardstown In the interest of changing needs, candidates are required to be flexible and are obliged to carry out duties in any department or location of the Hospice or associated locations when required to do so by the  Head of Education 

As St. Francis Hospice Dublin is an expanding service the demands for services can change and it will be necessary to meet these changes through the organisation.  In such circumstances it may be necessary to review the work location for this post and, on behalf of the Board of Directors, the Leadership Team reserves the right to change the terms and conditions as necessary. However, notification will be given of any such changes.

Garda Vetting: The successful candidate will be required to satisfactorily complete the Garda Vetting process prior to a formal job offer being made.





























5. SALARY SCALES, ANNUAL LEAVE & PENSION SCHEME 

Salary Scale: Department of Health - Consolidated Salary Scale (1st February 2026) – Clerical Grade VI  (based on 35 hours per week) 

 
	57,898
	59,278
	60,963
	64,126
	66,017
	68,372
	70,734




Annual Leave:  30 days per annum (Pro rata)

Pension Scheme: 

The post, position, or office is pensionable for the purpose of the Single Public Service Pension Scheme (the “SPSPS”)  









6. THE PERSON: QUALIFICATIONS, EXPERIENCE, KNOWLEDGE & COMPETENCIES
	

	Essential

	Qualifications
	· Hold a Quality and Qualifications Ireland Level 8 (or higher) major academic award in Library and Information Studies, as recognised by the Library Association of Ireland or equivalent. 

	Experience
	· At least 2 years’ experience in a health sciences library, professional workplace library or relevant setting. 
· At least 2 years’ experience of Library Management Systems or similar. Excellent IT skills with good working knowledge of MS Office Suite and other digital resources (e.g. Canva, Mailchimp etc.).
· Understanding of copyright, licensing agreements and data protection (GDPR).
· Experience of managing e-resources, acquisitions, and Library Management Systems.
· Experience in searching health sciences or similar bibliographic databases.
· Experience managing electronic resources and authentication management
· Ability to work on own initiative and to deadlines
· Strong planning and organisation skills. 
· Evidence of commitment to relevant professional development.

	Desirable
	· Full driving license 





CORE COMPETENCIES

· Demonstrate an understanding of the application of the values and ethos of SFHD.
· Demonstrate effective communication (verbal & written) and interpersonal skills including the ability to collaborate with colleagues, volunteers, families, other professionals etc. 
· Ability to develop positive working relationships internally and externally.
· Have proven organisational skills together with the ability to perform duties of the role in a sensitive and caring manner.








· Have the ability to work on own initiative, meet deadlines, prioritise and manage a number of issues simultaneously and demonstrate attention to detail.
· Be able to identify potential difficulties and formulate solutions.
· Demonstrate a commitment to continuing professional development.

7. OUTLINE OF JOB DUTIES AND RESPONSIBILITIES

The role of includes but is not limited to:

· Manage the day-to-day operation and strategic development of the St. Francis Hospice Library including:
· Liaise with key internal and external library users to contribute to the development and implementation of a strategic plan for library and information services.
· Identify, select and acquire resources (print & electronic) to enhance the existing collection and meet the requirements of St. Francis Hospice.
· Knowledge of cataloguing and classification standards (e.g. RDA, MARC, DDC) and ability to implement same. 
· Negotiate and manage licence agreements for a range of electronic resources.
· Manage an operational budget.
· Identify potential funding sources for library development, in collaboration with the Fundraising team.
· Identify opportunities for improvement and develop practical solutions to support their implementation.
· Manage and assist in recruitment of volunteer library staff as needed.

Research & evidence support

· Manage and promote the SFHD OpenAthens account and resources (i.e. journals and databases).
· Develop and maintain the SFHD collection on the LENUS Irish Health repository.
· Provide support for SFHD research e.g. management of reference management solutions (e.g. Endnote, Zotero) and be a member of the  research ethics committee.





· Provide targeted support on specific research projects and educational programmes (e.g. systematic literature searches, support for information/evidence gathering).
· Assist SFHD’s development of collaborative partnerships for the creation and promotion of evidence-based resources in palliative and end-of-life care and bereavement.
· Develop and deliver appropriate current awareness services for SFHD staff, external members and students as required (i.e. awareness updates/newsletter).

Support for SFHD educational programmes

· With the support of the Head of Education, develop and deliver information literacy inputs for SFHD internal courses, undergraduate and postgraduate programmes (e.g. Information Literacy Skills Workshop).
· Provide students, and staff as required, with training & advice on research skills and the use of electronic information resources.
· With the Heads of Education and Communication & Marketing Manager, help to promote SFHD knowledge and research internally and externally, through publicity material, demonstrations and presentations.
· Assist in management of and develop policies for SFHD web content.
· Maintain library resource pages on Moodle/and content management systems (e.g Wordpress).

Archive management

· Manage and develop St. Francis Hospice’s physical and digital archive.

General

· Comply with the Mission Statement, Ethos and Values of St. Francis Hospice Dublin.
· Ensuring compliance with Health and Safety procedures in relation to all Hospice activities.
· Contribute to and comply fully with the St. Francis Hospice Dublin Safety Statement including safe working practice as laid down by the Safety, Health and Welfare at work Act 2005 and any other relevant legislation. 





· Comply with the St. Francis Hospice Dublin policies relating to confidentiality and ensure confidentiality in all matters of information obtained during the course of employment.
· Adhere to the Policies & Procedures of St. Francis Hospice Dublin at all times.
· Actively engage in continuous personal development and learning.
· Present and act in a professional manner at all the times.

Carrying out any other reasonable duties, appropriate to the office that may be required from time to time by Head of Education or other designated officer in all matters relating to the job.

The successful candidate will be required to update their knowledge and skills to fit the changing requirements of the post.  Therefore, this Job Description is an outline of the current broad areas of responsibility and accountability and should not be regarded as a comprehensive listing.  It will be reviewed and updated in line with future needs.

The successful candidate will be required to maintain, enhance and develop their knowledge, skills and attitudes necessary to respond to a changing situation. 

	Signature of Job Holder: 





	Signature of Line Manager or Designated Officer: 

	Job Title: 
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	Date: 


	 Date: 
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