Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Senior Photo Librarian

Job grade



Grade 4
Directorate/department/section
Editorial/Photographic

Reports to



Deputy CEO/Chief State Liaison 
Directly supervises


Clerical Officer
JOB PURPOSE (reason for job existing)

· Under the general direction of the Supervisor of the Photographers, the incumbent will maintain and keep up-to-date the Photo Library including Digital Images and Prints. This includes ongoing review and update of the Agency’s Photo Department Document Information Management System to facilitate the quick retrieval of the products.
KEY OUTPUTS (results, deliverables)

· Internal customers satisfied in terms of ease of access;

· External customers satisfied with speed and quality of service;

PERFORMANCE INDICATORS (how success will be measured)

· Percentage of photo material indexed and archived;

· Percentage of customer orders fulfilled;

· Level of customer satisfaction with speed of service;

· Level of customer satisfaction with quality of product presentation.

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Develop and implement systems(s) to monitor active and inactive files.

· Develops systems and procedures for management of library processes and materials.

· Develops User Manual to guide users in the use of the library

· Participates in the development of the division’s operational plan.

· Participates in meetings pertinent to role and function

· Prepares Monthly report on the performance of the Photo department. 
· Assist in the development and implementation of Retention and Disposition schedules

· Implement and monitor archival Management Plan for the Photo Dept 

· Conduct inventory of Photos not catalogued.

· Cataloguing of Photos using CDS-ISIS/AVIDA data entry worksheets
· Ensure an efficient library information system that facilitates ease of access

· Ensure appropriate classification, cataloguing and indexing of library materials

· Develop and maintains an up-to-date computerized library database by use of the WINISIS – Avida System

· Ensure that reproduction and editing of all material complies with the Intellectual Property and Copyright Laws

· Promote the products services of the Photo Library through brochures and other publications as well as direct customer contacts
· Undertake research in the library as requested by Internal and External Customers
· Update and manage the photo library, including maintaining the record of location of all images;

· Liaise with the JIS Librarian in the Research and Publications Department to ensure that the common indexing system is adhered to;

· Liaise with Photographers to ensure that there is adequate inventory of photo stocks, of the required images, to meet customer demand;

· Receive and fulfil customer requests for photographs. Ensure adherences to the procedure for cash collection and other payment system requirements;

· Ensure that unauthorised persons do not have access to library images;

· Monitors the Departments performance targets

· Such other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· Supervisory responsibility – (One 1) Clerical Officer
· Budgetary responsibility – Manage the promotion and sale of the Products in the Photo Department
· Interface with the Recipients of National Honours and Awards for the distribution of Photos and CD’s.  Also sale through e-store. 

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Bachelor’s Degree in Library Studies and Information Studies
· Proficient in the use of computer applications and library and information management software
· Ability to understand the information needs of a news and information agency and to respond to research enquiries.  Ability to use indexing systems that increase understanding and access of available material. Ability to write effective research reports;

· Knowledge of CDS-ISIS

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below.

I have validated this job description _____________________(signed, CEO) on _________(date)

