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Librarian & Archivist
Leo Baeck Institute London
Location: Senate House, London / remote as required
Hours: 0.5 FTE
Contract: 12 months in the first instance, with the possibility of renewal
Salary: £38,422 FTE (£19,211 actual)
About the Leo Baeck Institute London
Leo Baeck Institute London (LBI London) is a research institute dedicated to the history and culture of German-speaking Jewry. We support and promote research, teaching, publications and public engagement relating to German-Jewish history and its wider contexts.
The Institute holds a specialist research collection of published and archival material, reflecting more than 70 years of the Institute’s own history as well as its wider intellectual and scholarly networks.
We are seeking an experienced and motivated Librarian & Archivist to take responsibility for the development, organisation and accessibility of these collections.
The role
The Librarian & Archivist will oversee the Institute’s library and archival collections, with particular responsibility for the acquisition and cataloguing of new material and for the systematic cataloguing of the Institute’s historical Hausarchiv.
This is an opportunity to play a significant role in developing the Institute’s collections infrastructure and ensuring that material accumulated over more than seven decades is properly organised, preserved and made accessible to researchers.
The successful candidate will work closely with the Director and other members of staff, as well as with colleagues at Senate House Library and relevant external archival and library professionals.
Key responsibilities
Collection development and acquisitions
· Oversee the acquisition of new material for the Institute’s collections, including both published material and private/family papers and other archival collections.
· Assess potential acquisitions for their relevance to the Institute’s collecting remit and advise the Director on their suitability.
· Liaise with donors, families, scholars, booksellers and other potential sources of material.
· Maintain appropriate records relating to acquisitions, including provenance, ownership, accessioning and restrictions on use.
· Develop and maintain appropriate policies and procedures for acquisitions and collection development.
· Identify opportunities to strengthen gaps in the Institute’s collections and research resources.
Cataloguing and collections management
· Undertake and oversee the cataloguing of library and archival material to appropriate professional standards.
· Lead a systematic programme of cataloguing the Institute’s Hausarchiv, comprising more than 70 years of institutional records.
· Review existing catalogue records and improve consistency, accuracy and discoverability where necessary.
· Ensure that new material is appropriately accessioned, organised, labelled and stored.
· Advise on appropriate retention, disposal and preservation arrangements.
Preservation and access
· Monitor the physical condition and storage requirements of the Institute’s collections and identify preservation needs.
· Advise on appropriate environmental, storage and handling arrangements, working where necessary with Senate House Library.
· Advise on copyright, data protection, confidentiality, access restrictions and other issues affecting the use of archival material.
Researcher and user support
· Respond to enquiries from researchers concerning the Institute’s library and archival collections.
· Facilitate access to material and provide guidance to researchers using the collections.
· Promote awareness and use of the Institute’s collections among scholars and students.
· Work with Institute colleagues on exhibitions, publications, events and other activities that make use of the collections.
Professional development and collaboration
· Develop relationships with relevant professional networks and institutions.
· Liaise with Senate House Library concerning the storage, management and use of LBI London collections.
· Advise the Director and colleagues on matters relating to the Institute’s library and archival collections.
· Contribute to the development of longer-term strategies for the preservation, cataloguing, digitisation and accessibility of the Institute’s collections.
The postholder may also undertake other reasonable duties consistent with the nature and level of the role.
Person specification
Essential
Qualifications and professional experience
· A professional qualification in archives, library/information science, records management or a closely related discipline or equivalent relevant professional experience.
· Demonstrable professional experience of working with archival and/or library collections.
· Experience of cataloguing archival or library material using recognised professional standards and systems.
· Experience of arranging and describing archival collections and producing finding aids.
· Experience of managing or contributing to collection acquisitions and accessions.
· Knowledge of current professional principles and standards relating to archives and/or library collections.
· Excellent organisational skills and a methodical approach to managing collections.
· Ability to work independently, prioritise effectively and manage a defined programme of work.
· Excellent written and verbal communication skills.
· Fluency in German, with the ability to work confidently with German-language archival and published material.
· Good digital literacy and confidence in working with cataloguing and collections-management systems.
Desirable
· Experience of working with special collections, research libraries or historical archives.
· Experience of cataloguing institutional archives.
· Knowledge of German-Jewish history and culture.
· Experience of working with personal or family papers.
· Knowledge of Hebrew and/or Yiddish.
· Experience of digitisation projects and/or digital collections.
· Familiarity with relevant archival and library standards and systems, such as ISAD(G), DACS, RDA, MARC21 or Dublin Core.
· Professional registration with the Archives and Records Association (ARA) or Chartered Institute of Library and Information Professionals (CILIP), or a willingness to work towards professional registration.
· Experience of working with volunteers or interns in a collections environment.
Personal qualities
We are looking for someone who is:
· intellectually curious and interested in the history represented by the Institute’s collections;
· meticulous and systematic in their approach to cataloguing and collections management;
· able to work independently and take ownership of projects;
· pragmatic and able to balance professional standards with the resources available to a small research institute;
· approachable and able to work constructively with researchers, donors, colleagues and partner institutions;
· committed to making collections accessible while ensuring their long-term preservation.
Terms and conditions
This is a 0.5 FTE post, normally equivalent to approximately 2.5 days per week. The role is based at Senate House, London, with remote working possible where appropriate.
The appointment will initially be for 12 months, with the possibility of renewal.
The salary will be £38,422 per annum full-time equivalent, equivalent to £19,211 pro rata for the 0.5 FTE post.
How to apply
Please submit the following documents as a single PDF file to info@lbilondon.ac.uk:
· a CV of no more than two pages; and
· a covering letter of no more than two pages outlining your suitability for the role and your relevant experience.
Applications should demonstrate clearly how you meet the essential criteria in the person specification.
Please note that applicants must have an existing right to work in the UK in order to be considered.
Informal enquiries about the role may be directed to Dr Joseph Cronin, Director, Leo Baeck Institute London (j.cronin@lbilondon.ac.uk).


