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Job Description 

 

Job Title:  Cathedral Librarian     

 

Department: Collections Department 

 

Line Manager: Head of Collections   

 

Hours:   21 hours 

  

Salary:   £21,600 per annum per rota (£36,000  FTE) 

 

The job description is an operational document that does not form part of the contract of employment.   

 

It may be that from time to time an individual is expected to perform tasks that may not be expressly 

in the job description but are nonetheless necessary in the performance of their duties.  

 

St Paul's Cathedral reserves the right to amend the job description as may from time to time be necessary 

to meet the changing needs of the organisation. 

 

Background 

 

St Paul’s Cathedral library collection is a remarkable and fascinating group of books and 

manuscripts housed in one of the best-preserved eighteenth-century interiors in London. 

Collected since the opening of the library in 1709, the Commissioners for rebuilding St Paul's 

after the Great Fire of London re-stocked the library with important Bibles and liturgical texts. 

Further acquisitions have included Reformation history, nineteenth-century ecclesiastical tracts 

and pamphlets, London History, as well as holdings of sermons preached in the Cathedral and 

at Paul's Cross. 
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The subject strength of the historical collections lies in theology, church history and patristics. 

The Library still collects, although this is primarily limited to major works on the history of the 

Church in England, on Wren and the building of the Cathedral, the Church in the City, and 

'alumni' material. The library provides a reader and enquiry service for institutional users and 

members of the public and is visited by tour groups, students and academics; the room has 

recently benefited from a landmark project to enhance the library chamber for the care of the 

collection, with improved reader and display facilities.  

 

Purpose of the Job 

 

Day to day management of the library collection: access control, acquisition and disposal, 

cataloguing, overseeing remedial and environmental conservation, providing a reader and enquiry 

service, researching bibliographic displays and contributing to workshops, study days and other 

engagement programming. 

 

The role is embedded within the Collections Department, led by the Head of Collections and 

composed of an Archivist, Collections Community Engagement Manager and Volunteers.  

 

The department collectively manages the use and care of the cathedral historic contents and is 

part of the Visitor Engagement Directorate.  

 

Main Duties 

 

• Management of the Library, collaborating with, and working to, the Head of Collections 

on priorities and work load. 

 

• Responsibility for the security of the Library while on duty, in collaboration with the 

Head of Security and wider St Paul’s staff team, including out-of-hours contact 

responsibilities. 

 

• Maintenance of Library collections management policies and procedures to recognised 

standards. 

 

• Managing acquisition and disposal and the maintenance of the Library’s digital catalogue. 

 

• Managing programmes of remedial conservation of books and manuscripts and the 

implementation of environmental measures. 

 

• Managing internal and external enquiries.  

 

• Management of volunteers working on library projects. 

 

• With the Head of Collections, set, agree, implement and monitor operational budgets. 
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• Work with the Development department on grant funding, and developing donation 

and gift policies, particularly as they relate to collections management, conservation and 

digitisation.  

 

• Manage the ‘Adopt a Book’, ‘Rescue a Book’ and other collections-based donation and 

gifting initiatives.  

 

• Contribute to the fire safety, health and safety, requirements in the Library. 

 

• Work with the Head of Collections on the promotion of the collections via events, 

displays, exhibitions and educational programmes. 

 

• Represent the Cathedral at the Independent Libraries’ Association and other relevant 

bodies. 

 

• Deputise for the Head of Collections as required. 

 

Person Specification 

 

Essential:  

 

• A good postgraduate degree or equivalent qualification in Librarianship or Information 

Management 

 

• Knowledge of theology/ecclesiastical history  

 

• Experience of working with/handling historic collections 

 

• Excellent attention to detail 

 

• Ability to communicate clearly and effectively 

 

• Ability to build strong and effective working relationships internally and externally at all 

levels 

 

• Proven organisation, prioritisation and time management skills / ability to work to 

deadlines 

 

• Ability to work independently 
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Desirable:  

 

• Research interests relevant to the cathedral’s heritage collections 

 

• Latin and / or Greek 

 

• Ability to identify and implement system and / or procedure improvements 

 

• Experience of project planning, budget setting and monitoring 

 

• Positive, can-do attitude 

 

• Ability to work in a very busy environment and remain calm under pressure 

 

The individual will be in sympathy with, and in their work support, the Christian aims and 

mission of St Paul’s Cathedral.  


