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Introduction  

Dublin City University (www.dcu.ie) is a research-intensive, globally-engaged, dynamic institution that is 

distinguished by both the quality and impact of its graduates and its focus on the translation of knowledge into 

societal and economic benefit. DCU prepares its students well for success in life, and in the workplace, by 

providing a high-quality, rounded education appropriate to the challenges and opportunities of the 21st century.   

As Ireland’s University of Enterprise and Transformation, DCU is characterised by a focus on innovation and 

entrepreneurship and a track-record of effective engagement with the enterprise sector, including commercial, 

social and cultural enterprises.   Excellence in its education and research activities has led to DCU’s consistent 

position in the rankings of the world’s top young universities.  

 

DCU Library  
 
DCU has experienced dramatic change in the last five years: new campuses, a new Faculty of Education; an 

expanded disciplinary profile along with an equally dramatic growth in student numbers. The advance of DCU 

Library in the same period reflects that of the University. Across all standard measures, (staffing, collections and 

estates) DCU library has more than doubled in scale. DCU Library comprises the O’Reilly Library, Glasnevin 

Campus and the Cregan Library, St. Patrick’s Campus with plans underway to extend its footprint to a third 

location on the All Hallows Campus in September 2019.  DCU Library has over a million visits per annum and 

provides an extensive portfolio of services and collections for 20,000 students and staff. 

 

Special Collections & Archives Directorate  

The Directorate of Special Collections & Archives manages print and digital holdings of national and 

international standing of rare books, private and institutional monograph collections, pamphlets, photographs, 

private papers, and records of corporate bodies. It has particular strengths in the fields of education, history, 

philosophy and theology, politics, literature, and media and communications. 

 

http://www.dcu.ie/


Role Profile  

The successful candidate will assist as directed, and in line with guidance, in the description and processing of 

print and digital resources, and their preparation as appropriate for physical and online access. They will be 

able to reply flexibly to the requirements of a service which delivers content to students and researchers in 

increasingly digital environments. 

Duties and responsibilities 

The principal duties and responsibilities of the position include but are not limited to the following: 

● Describing, and applying metadata to resources 

● Downloading and editing MARC catalogue records 

● Assigning subject headings and classification 

● Processing and preparing print and archive materials for storage 

● Processing and preparing materials for digitisation 

● Assisting in digitising processes 

● Maintaining optimal turnaround rates for processes overall 

● Collating and maintaining relevant statistics 

● Participating in reading room desk rotas as required 

● Participating in the work of the SC&A team across a range of processes; 

● Contributing to the overall development of Library services; 

● Variations on these or other duties as assigned by the Associate Director, SC&A and/or the University 

Librarian. 

Duties are performed primarily in the O’Reilly Library in Glasnevin. However, duties may be assigned to Libraries 

across the University campuses. In light of Covid-19 workplace restrictions imposed in line with national or 

university policy, duties may be required to be performed as directed on an occasional, partial or full-time basis 

from home or in another off-campus location. 

Experience and qualifications 

Applicants must have a Leaving Certificate with Grade D in at least five subjects, or equivalent. Relevant 

experience in a medium to large scale academic library is desirable. 

In Addition, the successful Candidate will: 

• be highly motivated.  

• possess strong communication skills. 

• demonstrate a passion and ability to work within a team. 

• display a readiness to adapt to changing demands in the provision of digital services. 

• demonstrate a high level of accuracy, and competency in IT. 

Mandatory Training  



The post holder will be required to undertake the following mandatory compliance training: Orientation, Health 

& Safety and Data Protection (GDPR). Other training may need to be undertaken when required. 


