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Librarian and Head of Information Services 

The Governing Body of Somerville College invites applications from suitably qualified individuals, 

with a passion for providing and preserving outstanding academic resources and high-quality 

information services in a diverse, open and ambitious Oxford College. This varied and demanding 

role provides wonderful opportunities to interact with a wide variety of academic and support staff, 

undergraduate and graduate students and our supportive community of alumni and donors. This is 

a permanent, full-time post available from 1 October 2022 or as soon as possible thereafter. The 

postholder may be eligible for election to a College Fellowship after one year. 

 

As a member of the Senior Management Team, you will run our Library and Archives and oversee 

the provision of information services across the College, and, as well as managing our small library 

team, will manage and support a team of IT and AV specialists who provide IT infrastructure, 

resources and support to the whole College community.  

 

You will have a recognised Library and Information Science (LIS) qualification and significant 

experience of working in management roles in an academic institution. You will champion our 

wonderful Library and Archives, and your excellent communication and organisational skills will 

enable you to support our Governing Body and its committees and respond to the needs of our 

academics, external researchers and students. You will be adept at engaging people at all levels and 

be actively involved in liaising with alumni, donors and the wider community to support fundraising 

initiatives for our collections. You will represent the College in Oxford-wide fora and help design and 

implement Library and Archive exhibitions for both College and public events. 

 

You will also be highly IT literate and, whilst not expected to have detailed technical knowledge of IT 

systems and infrastructure, should be comfortable with technical concepts and terminology and 

have a sound understanding of data and information systems. You will also have good working 

knowledge of Data Protection legislation and an understanding of all aspects of Information 

Security. This will enable you to design and support the strategies to improve and maintain services 

to ensure that information flow, IT resourcing, data systems, security and compliance are managed 

effectively. You will devise policies and initiatives to support the College’s strategic plan and ensure 

that our information services meet the needs of the College community and have the flexibility to 

adapt to future demands.  

 

Informal enquiries about the role may be directed to our current Librarian and Head of Information 

Services, Dr Anne Manuel at librarian@some.ox.ac.uk  

mailto:librarian@some.ox.ac.uk
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About the College 
 

Somerville College is one of 39 independent, self-governing colleges of the University of Oxford. 

Somerville takes great pride in its pioneering history, its academic excellence and its intellectual and 

social openness. It was founded in 1879 as a non-sectarian college as one of the first Oxford colleges 

to admit women tutors and students; it has been a mixed college since 1994.  There are 200 

graduate students currently reading for masters and doctoral degrees and about 400 

undergraduates following three and four-year courses across a wide variety of disciplines. The 

undergraduate body includes a higher than average proportion of state-school students. Further 

information about the College may be found at www.some.ox.ac.uk . 

 

The Library  
 

The Somerville College Library is one of the biggest 

and best-stocked undergraduate college libraries in 

the University of Oxford. Our collection holds almost 

120,000 items and is enriched by internationally 

important special collections, including those 

bequeathed by the estates of John Stuart Mill and 

Vera Brittain. The Library and Archives team 

includes an Assistant Librarian, Library Assistant and 

Assistant Archivist and Records Manager and we 

engage several graduate students throughout the 

year to supervise Library sessions and provide 

support for basic library tasks.  

 

IT, AV and Information Services 
 

Our small IT and AV team comprises an IT Systems Manager, Engineer, Support Assistant and AV 

Technical Services Manager. We have support from a dedicated data protection service and engage 

numerous contractors and specialists as needed to support with specific projects. The team is 

responsible for managing services on all College-owned premises, both on and off-site, and 

maintaining hardware and software resources as well as providing user support.  
 

 

 

 

 

 

 

 

 

 

 

http://www.some.ox.ac.uk/
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The role 
 

 

As part of the senior management of the College you will be expected to take an active role in the 
day to day management of the College through participating in management meetings, liaising with 
colleagues on college activities, devising college strategy and providing senior management 
emergency response and cover as needed. You will also be required to carry out general 
management duties including undertaking HR-related duties such as conducting investigations or 
hearings for support staff issues. 

 

 

Library and Archives 
  

• Maintain and make available the library collections by formulating and implementing 
policies for acquisition, retention, classification and cataloguing, circulation, and 
conservation in collaboration with subject tutors, where appropriate. 

• Liaise with students both informally and formally through elected representatives; instruct 
them in the use of information resources; deal with queries regarding secondary sources, 
and make them aware of other library and information services in Oxford and elsewhere.   

• Ensure library staffing levels are adequate to meet the college’s needs.  

• Develop the Library service in response to user requirements.  

• Maintain statistics of library accessions, withdrawals, borrowings and visits.  

• Recruit, deploy, train, manage and supervise the work of members of the Library staff in 
accordance with the needs of the college. 

• Represent the interests of the College Library on Governing Body, University Committees, 
and outside bodies. 

• Prepare Library Committee papers, for which the Assistant Librarian acts as Secretary, and 
represent the Library at the College’s Education Committee.  

• Produce an annual Library Report for submission to the Governing Body.  

• Organise annual exhibitions for the Gaudy, and other exhibitions throughout the year. 

• Negotiate the loan of items from the College Collections for exhibition elsewhere. 

• Oversee library finances and present termly expenditure reports to the appropriate 
committees.  

 
John Stuart Mill Library  

• Safeguard and conserve the John Stuart Mill Library through a programme of cleaning, 
monitoring and stocktaking. 

• Manage and encourage access to the collection for scholars and supporters.   

• Raise funds to preserve and develop the collection. 

• Organise an annual John Stuart Mill Lecture. 

• Promote the JSM library through publications, annual newsletters, social media and events. 

• Encourage research into the collection through creation of networks, seminars and open 
days  

• Enhance the JSM collection through acquisitions.  
 

Archives and Special Collections  

• Manage, maintain, and make available the College Archives and Special Collections to meet 
the College’s current administrative requirements and to satisfy internal and external 
research enquiries. 
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• Formulate and implement policies for retention, storage, conservation and access to the 
archives. 

• Work with the assistant archivist to deal with enquiries from visiting and corresponding 
scholars. 

• Advise college members and external users on ownership and copyright, etc., in relation to 
the archives and special collections. 

• Ensure records are kept of visiting researchers and request permission from Governing Body 
on their behalf for use of items from the archives and special collections in publications. 

• Liaise with donors and oversee acquisitions of donated books and manuscripts. 

• Provide catalogues and other finding aids of the Archives and Special Collections.  

• Enhance the Special Collection through acquisition where appropriate.  

• Promote the Archives and Special Collections through the website, social media, 
participation in external events and organisation of internal ones.   

• Devise and maintain a GDPR-compliant Records Management programme. 

• Ensure the college maintains a catalogue of the college’s artworks, silver, ceramics and 
other antiques which is audited and valued periodically. Commission repairs where 
necessary. 

• Liaise with external institutions that request loans for exhibitions or request visits to the 
college. 

• Make artworks available in offices and public rooms where appropriate.  

• Participate in the work of the Principal’s Portrait Committee. 

• Maintain records of the provenance of artworks. 
 

General  

• Ensure that the library and Archives are run in accordance with current Copyright, Data 
Protection, Equal Opportunities, Freedom of Information and Health and Safety legislation.  

• Maintain Library and Archives security.  

• Update and maintain the Library and Archives sections of the College web-site.  

• Contribute to the physical planning of the Library buildings and Library and Archive storage. 
 

Information Services 
 

• Direct Information Services provision in the College, to include ICT, infrastructure, 
applications and business systems, internet access, AV and IT support   

• Recruit, maintain and review staffing to ensure that IT and AV services can meet College 
needs. 

• Review and oversee the budget for the IT department in association with the IT Manager, 
Treasurer, relevant College Committees and Governing Body. 

• Develop and maintain an IT strategy in line with the College’s strategic aims. 

• Implement IT strategy though development of policies and project prioritisation. 

• Ensure College Information services are run and managed in accordance with Data 
Protection, Copyright, Freedom of Information, Equal Opportunities and other relevant 
legislation.   

• Liaise with staff, students and academics on IT policy matters, ensuring business and user 
needs are met where possible, practicable and in compliance with IT policy. 

• To prepare papers for IT Committee and other College Committees on matters with IT 
implications. 

• Manage the IT Systems Manager and support their direct reports as needed. 
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Information Security and Data Protection  

• Support Governing Body and the Senior Management team with the development of 
policies and procedures to ensure that the College is compliant with UK GDPR and the Data 
Protection Act 2018.  

• Actively participate in any committees or working groups to promote and raise awareness of 
Data Protection issues. 

• Work with other College members and Data Protection Team to carry out regular reviews of 
documentation, procedures and privacy notices. 

• Liaise regularly with the external Data Protection Officer and implement actions advised 
where appropriate. 

• Work with the IT team to ensure the technical infrastructure of the college is maintained at 
an appropriate level of security, including preparation for cyber-attacks. 

• Participate in the University’s Baseline Assessment exercises. 
 

 
Secretary to Governing Body  

• Prepare agenda for Governing Body meetings in consultation with the Senior Management 
team.  

• Attend the College’s Standing Committee of Governing Body. 

• Oversee the collation and circulation of papers for GB meetings, reviewing them for correct 
format, appropriate content and consistency. 

• Attend meetings of Governing Body, produce, circulate and archive minutes according to 
agreed timeframes and processes. Oversee the work of additional minute-takers as needed. 

• Liaise with new Fellows over procedure and responsibilities.  

• Maintain standing orders for GB ensuring annual business is addressed. 

• Ensure the college’s charter and statutes are adhered to in GB meetings.  

• Provide precedents, references and extracts from past meetings where required by the 
meeting or external bodies. 

 
 
This is a wide-ranging, senior role and, as such the post holder will need to adopt a flexible 
approach to duties and working hours, managing their own time and workload as appropriate in 
order to ensure the demands of the role are met.  
 
There is a probationary period of one year. 
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Selection criteria 
 

Essential 
 

• Recognised Library and Information Services professional qualification. 

• Recent experience of working in a management role in an Academic institution. 

• Highly IT literate – must be comfortable with technical concepts and terminology and have a 
sound understanding of data and information systems. 

• Sound working knowledge of data security, GDPR and compliance 

• Excellent interpersonal and communication skills with the ability to engage with variety of 
audiences with sensitivity, diplomacy and authority. 

• Outstanding organisational skills, with a methodical approach and exacting attention to 
detail. 

• Collaborative, approachable and flexible working style with the ability to balance preserving 
and maintaining resources, collections and processes with a willingness to initiate and 
engage in new and unique approaches. 

 

Desirable 

 

• Previous experience of working in a Collegiate University environment 

• Recently completed certified GDPR training course 

 

Salary, hours and benefits  
 

• Starting salary from £54,943, depending on skills and experience 

• Membership of the Universities Superannuation Scheme (USS) pension scheme 

• Membership of the Senior Common Room 

• 38 days; annual leave per year 

• Free meals and opportunities to attend College events 

• Subsidised rate for on-site College Nursery 

• Wide range of discounts and access to University gardens, libraries and museums 

• Full-time (35 hours per week), permanent contract 

• Probationary period of one year 

• On-site working with work from home possible 

• The postholder may be eligible for election to a College Fellowship after a period of one year 
subject to the provisions of the College’s statutes. 

 
 

Full terms and conditions of employment will be provided in writing to the successful candidate. 

This information is for guidance and does not constitute the contract of employment. 
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How to apply 
 
Pease submit your application as a single PDF or Word document by email to 
recruitment@some.ox.ac.uk  stating vacancy reference number 900467 in the subject line.   
 
You should include: 
 

a) A covering letter, highlighting your suitability and motivation for the post and outlining 

how your skills and experience match the requirements of the role 

b) A curriculum vitae with details of qualifications, work experience and your contact details  

 

Referees 
Your application should include contact details for two referees who have recent experience of your 

work. One should be your most recent line manager. We will assume you are content for us to 

approach your referees at any stage unless you clearly indicate otherwise. 

 

Deadline 
 
The closing date for the post is noon (UK time) on Friday, 27 May 2022. 
 

Interviews 
Candidates shortlisted for interview will be notified by email as soon as possible after the closing 
date. Interviews will be held in person, in Oxford. First interviews are likely to be held in the week of 
16 June 2022. 
 

Equal Opportunities 
Please download, complete and return SEPARATELY an equal opportunities recruitment 
monitoring form, which will assist us with monitoring equal opportunities in recruitment.   This 
can be emailed to human.resources@some.ox.ac.uk  

 
The policy and practice of the University of Oxford and of Somerville College require that all 
staff are afforded equal opportunities within employment. Entry into employment 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. Where suitably 
qualified individuals are available, selection panels will contain at least one member of each sex  
 

Your data 
All data supplied by candidates will be used only for the purposes of determining their 
suitability for the post and will be held in accordance with the principles of the General Data 
Protection Regulations 2018 and the College’s policies. Further details are available at 
https://www.some.ox.ac.uk/privacy-foi/privacy-notice/  
 
 

mailto:recruitment@some.ox.ac.uk
mailto:human.resources@some.ox.ac.uk
https://www.some.ox.ac.uk/privacy-foi/privacy-notice/
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Pre-employment Screening 
 

Any offer of employment will be subject to the following: 
 

 

1. 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. We therefore ask applicants to provide 

proof of their right to work in the UK before employment can commence. Our Human 

Resources team will provide further details at the appropriate stage in the recruitment process.  

 

2. Evidence of qualifications 

 

You will be asked to provide original certificates and documentation to evidence any 

qualifications or training that is required for the role and that has been stated by you as having 

been obtained. 

 

3. Medical fitness  
 

Please note that any offer of employment will be conditional upon receipt of a completed pre 
employment medical declaration. It may also be necessary to refer the successful candidate to 
the University of Oxford Occupational Health Service for confirmation that the candidate is 
medically fit for the post (allowing for any reasonable adjustments that may be required, in line 
with the provisions of the Equality Act 2010).    
 

4. Further checks 
 
Where required for the role, further checks, such as DBS, may be required. The Human 
Resources team will advise applicants of the need for any additional checks as appropriate. 
 
 
 

April 2022 


