INSTITUTE OF JAMAICA

An Agency of the Ministry of Culture, Gender, Entertainment and Sport

NATURAL HISTORY MUSEUM OF JAMAICA

SCIENCE LIBRARY

PROGRAMMES COORDINATION

JUNIOR CENTRE & SIMON BOLIVAR LIBRARY

LIBRARY ASSISTANT

JOB SUMMARY

To assist the Librarian in the day-to-day operations of the Science Library which serves the needs of the researchers (local
and international), scientists, students, staff of the NHMJ and the general public.

KEY RESPONSIBILITY AREAS

e Organizes catalogues and books lists emanating from scientific organizations and publishers of relevant material.
e Prepares orders for print and non- printed materials and library supplies.

e Maintains accurate records of receipts of materials.

e Maintains correspondence files.

e Assists the Librarian with the cataloguing and classification of basic bibliographic elements on catalogue cards according to
international standards.

e Assists the Librarian in the preparation of bibliographies, book lists and current awareness of material for staff and public
distribution.

e Monitors the collection of materials requiring binding, other repairs and or replacement.

e Prepares in collaboration with the Librarian, reference query forms and completes such forms for uses in the library.
e Prepares photocopies for reference material.

e Ensures that the books are placed correctly on the shelves.

e Enters catalogue cards in a database for the library

e Maintains and catalogues photographs for the database

REQUIRED EDUCATION & EXPERIENCE
e Five (5) CXC or GCE O level subjects including English Language
e A Library Technical Assistant Certificate would be an asset

e One (1) year's working experience in an established library, under the supervision of a professional Librarian would be an
asset.

PIDG/LA1 | PAY BAND 3

SALARY )$1,439,455 - J$1,935,907 per annum

APPLY BY FRIDAY, OCTOBER 9, 2026

Director, Human Resource Development and Management
Institute of Jamaica | 10-16 East Street, Kingston
personnel@instituteofjamaica.org.jm

LIBRARY ASSISTANT

PIDG/LA1 | PAY BAND 3

JOB SUMMARY

To assist with the daily operations of the Junior Centre and Simon Bolivar library by providing efficient and reliable services to
users.

KEY RESPONSIBILITY AREAS

Monitors issue desk

Assist users with research

Maintains current information for vertical files

Maintains order in the Reading Room

Maintains order in the reading and cyber Centre at the Simon Bolivar Library
Mounts exhibitions/displays on a scheduled and ad hoc basis

Prepares and sends overdue notices to delinquent borrowers

Assists with the input and maintenance of information in the WINISIS database
Assists with the monitoring of access and usage of public computers

Assists with the planning and execution of the library’s outreach programme
Files vertical files alphabetically in cabinet

Prepares labels for bookshelves

Assists with the updating of Social media pages

Assists with the dispatch of survey forms and assist users where necessary in answering the questions
Assists with the Audio-Visual setup and use in the Lecture and Bob Verity Hall

REQUIRED EDUCATION & EXPERIENCE

Five (5) GCE Ordinary Level or CXC (General Proficiency) subjects, including English Language
Library Technical Assistant Certificate would be an asset

SALARY )$1,439,455 - J$1,935,907 per annum

APPLY BY FRIDAY, OCTOBER 9, 2026

Director, Human Resource Development and Management
Institute of Jamaica | 10-16 East Street, Kingston
personnel@instituteofjamaica.org.jm




