
 

July 2020 

 

DUTY	STATEMENT:	LIBRARIAN	
 

 

DUTIES: 
1. Under the direction of the Conductor, research and source music scores for soloists, 

choristers and orchestra. 
2. Ensure that all soloists, choristers and orchestral players have scores available for 

the first rehearsal for the concert. 
3. Ensure invoices relating to score hire and royalties for performance are forwarded 

to the Treasurer. 
4. Organise for choristers to purchase or hire scores and ensure accurate financial records and 

cash payments are provided to the Treasurer. 
5. Ensure all hire scores are returned in good condition to the choir they were hired from 

within a reasonable time after the concert. 
6. Keep the Committee informed of all matters concerning the acquisition or hire of music 

scores. 
 

SKILLS AND EXPERIENCE: 
1. Good communication skills, both verbal and written (essential). 
2. Good organisational skills (essential). 
3. Working knowledge of Gmail, Dropbox and online choral music apps (essential). 
4. Familiarity with Excel and other relevant programmes (desirable). 
5. Familiarity with the standard choral repertoire and publishers (desirable). 

 
 
  

 
KEY RESPONSIBILITIES: The Librarian is responsible for sourcing and making available music scores to 
choristers and other performers. 
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TASKS: 
1. Allow PLENTY of time for research of available versions and prices of the score and 

ALWAYS consult with the Conductor, who may know of a better source. 
2. Allow PLENTY of time for acquisition of the scores. There are sources that can get the 

scores to you quickly, but others may take 4-6 weeks. 
3. ALWAYS consult with the Treasurer about the cost of acquiring scores and make sure 

there is sufficient money on the debit card. 
4. Close orders to buy or hire music 3 weeks prior to the start of rehearsals. 
5. Use UWACS news to communicate with choristers. Use online order form when possible. 

Otherwise, provide a PDF of both forms for choristers to print off their own, but always 
have at least 50 hard copies for those who can’t print or find it easier to pick up a form and 
complete it at rehearsal. 

6. Use an Officeworks Copy Card that can be topped up using the UWACS Debit Card 
(ensuring there are sufficient funds on the card). This Copy Card should be kept for 
UWACS printing only. 

7. Always order 10-15 extra copies of scores for walk-ins and late comers. HOWEVER, DO 
NOT ACCEPT LATE ORDERS. Remind choristers that late orders will not be accepted and 
that they must make their own arrangements if they are going to be away or out of touch 
through UWACS News. Do not issue scores to new choristers unless the Registrar has their 
contact details. No contact details, no score. 

8. Issue a reminder about the return of hire scores, which should be at the end of the 
concert. Ensure all scores are returned and organise helpers to erase all marks in the 
scores. Alternatively, you may decide to make the return of scores a couple of weeks 
after the concert to allow for choristers themselves erasing all the mark-ups. 

9. UWACS is a member of the Canberra Lending Scheme and hire copies are often available 
from this source. 

10. Electronic copies should be made available for those choristers wishing to use this 
option. A link to these can be placed on the website. 
 

 


