
SPECIALIST - LIBRARY & MUSEUM HUB - SYSTEMS  
$79,221 – $83,630 pa 
 
Are you up for a new and exciting challenge? We have an opportunity for a motivated and experienced 
individual to secure an exciting and rewarding role where you have the ability to make a difference. 
 
Situated in the heart of the City of Belmont and close to local shops and amenities, Ruth Faulkner Library 
provides a wide range of library and museum services and engaging programmes for our diverse and 
developing community.   
 
As the Specialist - Library & Museum Hub – Systems you will implement, maintain, and optimise the library 
management system and other integral technologies to ensure library and museum services are delivered 
in an efficient manner to meet the needs of all members of the community.   
 
Responsibilities & Duties include: 

 Maintaining critical library and museum systems, library specific hardware and RFID technology 

 Identifying and implementing potential innovations and emerging technologies to continue to 
deliver a modern and efficient service 

 Overseeing the day-to-day operations of the library and Museum systems and audio-visual 
technology by effectively liaising with the City’s IT team as required 

 Provide input into the design, functionality, user interface and maintenance of the Library and 
Museum online presence 

 Providing training and first-line technical support to the library and Museum team and customers 
 
To be considered for this position you must possess or be working towards a relevant qualification in 
Library, IT and/or Business Studies or a recognised equivalent, or have comparable relevant experience.  
To be successful in this role you will have extensive experience in systems administration of an integrated 
library management system and other library specific software. Sound familiarity with RFID software and 
hardware as well as audio-visual solutions and their application in a Library and/or Museum environment is 
also essential. 
 
If you are looking for a new challenge and meet the essential requirements listed in the job description we 
welcome your application. 

 

Applications close Monday 18 October 2021. 
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1.0 POSITION DETAILS 
 
 Position Title : Specialist - Library and Museum Hub - Systems 
 
 Present Incumbent : VACANT 
 
 Classification : Level 5 

City of Belmont Certified Agreement (2004) 
 
 Division : Development and Communities 
 
 Department : Library, Culture and Place 
 

Section : Library & Museum Services 
 
 Location : Ruth Faulkner Library 
  213 Wright Street Cloverdale 
 

Employment Status : Full time 
 

Hours of Employment : Between 8:00am and 7.30pm, Monday to Friday, as 
negotiated, with an expectation of being available to 
work reasonable additional hours including weekends 
as required. N.B. Rosters currently under review. 

 

 

2.0 POSITION RELATIONSHIPS 
 

Responsible to : Coordinator Library & Museum Hub 
 
 Responsible for : 1 x Library & Museum Officer - Systems 
 
 
3.0 POSITION OBJECTIVES 
 

To implement, maintain and optimise library management systems and processes to 
ensure timely, accurate and effective provision of, and access to, library and museum 
resources and services for all members of the community.  

 
 
4.0 PRINCIPAL DUTIES/RESPONSIBILITIES 
 
4.1 Maintain, administer and optimise the Library Management System (LMS), including 

implementation of major library hardware and software technology and the delivery of 
specialised library projects, liaising with the Information Technology (IT) Department as 
required. 

 
4.2 In consultation with the Coordinator Library & Museum Hub, identify and implement as 

required, potential innovations and emerging technologies aimed at improving on, and 
delivering a modern, efficient and 
customer focussed library and museum 
service including but not limited to, 
equipment, applications, operational 
processes and practices. 
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4.3 Oversee the day to day operations of the Library and Museum systems and audio-visual 
technology referring any issues to the Coordinator Library & Museum Hub and/or IT as 
required. 

 
4.4 Provide training and first-line technical support to Library staff and customers accessing the 

library management system, on-line catalogue, publicly available devices and general 
computer software and audio visual equipment. 

 
4.5 In partnership with the City’s IT and Marketing & Communications staff, provide input into 

the design, functionality, user interface and maintenance of the Library and Museum online 
presence. 

 
4.6 In consultation with the Coordinator Library & Museum Hub provide input into the Library & 

Museum annual IT budget to ensure relevant equipment and services are maintained and 
developed as required. 

 
4.7 In consultation with the Coordinator Library & Museum Hub, effectively manage the day-to-

day activities of staff to ensure that the appropriate service levels are maintained to 
effectively meet operational needs and performance targets. 

 

4.8 Establish and maintain internal and external networks and relationships and 
stakeholders, in particular with the City’s IT Department, to maximise the overall 
operational effectiveness of the Library and Museum systems. 

 
4.9 Regularly review and update as required, relevant instructions and guidelines for staff and 

customers to ensure they are provided with sufficient information to operate and deal with 
basic technology and troubleshooting techniques. 

 
4.10 Identify training and development needs related to systems and audio visual equipment for 

Library and Museum staff, to enable them to undertake their duties to the required standard 
and achieve Key Result Area targets. 

 
4.11 Provide reports as required to the Coordinator Library & Museum Hub on progress against 

the operational objectives of the service. 
 
4.12 Under the direction of the Coordinator Library & Museum Hub, oversee the financial 

requisition process for appropriate purchases and monitor and report on allocated budget 
expenditure. 

 
4.13 Provide input as required to the Specialist – Library and Museum Hub – Collections to 

ensure library and museum collections are fully accessible from a systems perspective and 
ensuring presentation of library materials, shelf order and the Library and Museum’s 
general appearance is consistently maintained to a high standard. 
 

4.14 In consultation with the Coordinator Library & Museum Hub, oversight the Library and 
Museum’s daily security and safety requirements including opening, closing, and securing 
the Library and Museum and liaising with the City’s Community Safety team, security 
contractors and Police as required. 

 
4.15 Provide daily backup and support on the circulation floor and as required, undertake leave 

relief for other Specialist positions ensuring specialist programmes and staff supervision 
meets operational requirements. 

 
4.16 Attend relevant internal and external 

meetings and workshops as required, 
ensuring the Coordinator Library & 
Museum Hub is kept informed of any 
significant outcomes. 
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4.17 Assist the Coordinator Library & Museum Hub with relevant research and administrative 

tasks as required. 
 
4.18 Demonstrate leadership in Equal Opportunity and Diversity within the work area and ensure 

the working environment is free from discrimination, harassment and bullying. 
 
4.19 Effectively supervise and promote compliance with Occupational Safety and Health and 

Environment policies and procedures to maintain safe work practices and a safe working 
environment, whilst protecting the environment and ensuring prevention of pollution. 

 
4.20 Effectively encourage recommendations to improve systems, policies and practices to 

ensure the continuous improvement of the City’s Business Management System. 
 
4.21 Exercise appropriate authority whilst acting in the best interests of the City, its Customers 

and the Community, meeting legislative and operational requirements. 
 
4.22 Undertake other duties, within the scope and level of this position as directed by the 

Coordinator Library and Heritage Services. 
 
 
5.0 POSITION REQUIREMENTS 
 
 Essential 
 
5.1 Possession of, or progress towards a relevant qualification in Library, IT and/or Business 

Studies or recognised equivalent, or comparable relevant experience. 
 
5.2 Extensive experience and knowledge of integrated library management systems (in 

particular SirsiDynix Symphony), RFID solutions, and other related software, hardware and 
audio visual solutions and their application in a Library and/or Museum environment. 

 
5.3 Demonstrated experience and expertise in the application and integration of new and 

existing technology for the delivery of a broad range of library and heritage services 
including excellent working knowledge of a range of mobile devices and their applications, 
social media and website content management. 

 
5.4 High level interpersonal, conflict resolution and negotiation skills with the ability to 

communicate with a wide range of people and groups to ensure delivery of a high level of 
customer service. 

 
5.5 Good written skills, including the ability to undertake research and write reports. 
 
5.6 Good organisational and administrative skills with the ability to effectively prioritise multiple 

projects and coordinate conflicting priorities to meet strict deadlines and organisational 
objectives. 

 
5.7 Ability to exercise initiative and good judgement when required. 
 
5.8 Ability to work effectively both as a member of a team and autonomously, under minimal 

supervision. 
 
5.9 Ability to effectively supervise staff and 

facilitate daily rosters. 
 
5.10 A good understanding of Occupational 

Safety and Health requirements, as they 
relate to this position. 
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5.11 Ability to utilise personal computer applications, in particular the Microsoft Office suite of 

products (i.e. Word, Excel, Adobe Acrobat Writer, Outlook). 
 
5.12 Possession of, or the ability to acquire, a current motor vehicle driver’s licence. 
 
5.13 Possession of, or the ability to acquire, a satisfactory National Police Clearance Certificate 

(dated within the last twelve months).  

 
Desirable 

 
5.15 Exposure to budget processes and financial management systems. 
 
5.16 Exposure to and proficiency in web development in particular the use of CSS and HTML. 
 
 
6.0 CONDITIONS OF EMPLOYMENT 
 
6.1 General conditions of employment are in accordance with the City of Belmont Certified 

Agreement (2004). 
 
6.2 Hours of work will generally be between 8:00am and 7.00pm, Monday to Friday as 

negotiated, working a minimum of eighty (80) hours per fortnight.  These hours allow for the 
accrual of one Accrued Day Off in every twenty (20) working days, in accordance with City 
Policy.  There is an expectation of being available to work reasonable additional hours 
including weekends as required, in order to meet the operational requirements of the 
position. Any additional hours worked will be paid for in accordance with the Award and City 
Policy. 

 
6.3 It is a requirement of this position that the corporate uniform is worn in its entirety at all 

times whilst on duty and a uniform will be provided upon the successful completion of a 
probationary period, in accordance with City Policy. 

 
6.4 The City of Belmont is an equal opportunity employer and enjoys a smoke free working 

environment.  In accordance with City Policy, smoking breaks are not permitted outside the 
normal daily breaks. 

  
 


