Purchase Order - Librarian Services - Melbourne, Australia
PURCHASE ORDER
Librarian Professional Services & Engagement — Melbourne, Victoria, Australia
Purchase Order No.: PO-MEL-2025-04782
Date of Issue: 14 June 2025
Valid Until: 14 July 2025
AUSTRALIA — MELBOURNE
Classification: Professional Services — Library & Information
Department: Human Resources & Library Operations
1. Buyer Information
	Organisation: Melbourne Metropolitan Library & Information Services Authority

	Address: Level 4, 120 Collins Street, Melbourne VIC 3000, Australia

	ABN: 52 004 871 236

	Contact Person: Ms. Eleanor Whitfield, Director of Library Operations

	Email: e.whitfield@mmliasa.gov.au  |  Phone: +61 3 9654 2200


2. Supplier / Service Provider Information
	Provider Name: Librarian Professional Services Pty Ltd

	Address: Suite 7, 45 Lonsdale Street, Melbourne VIC 3000, Australia

	ABN: 87 112 345 679

	ACN: 623 457 891

	Contact Person: Mr. David Chen, Managing Director

	Email: d.chen@librarianservices.com.au  |  Phone: +61 3 9417 8832


3. Scope of Purchase — Librarian Services
This Purchase Order is issued by the Melbourne Metropolitan Library & Information Services Authority to procure the professional services of a qualified Librarian for the Melbourne central library campus and its associated satellite branches across the Melbourne metropolitan area. The Librarian engagement is intended to support the Authority’s strategic objectives in collection management, digital resource curation, community information literacy programmes, and patron services delivery in accordance with the Victorian Public Libraries Act 2019 and the Australian Library and Information Association (ALIA) professional standards.
Note: The Librarian engaged under this Purchase Order must hold a minimum of a Master of Library and Information Science (MLIS) or equivalent qualification recognised by ALIA and the Victorian Tertiary Education Quality and Standards Agency (VETASA). The role is based in Melbourne, Victoria, Australia, and all services must be rendered in compliance with Australian employment law, the Fair Work Act 2009 (Cth), and applicable Victorian state legislation.
4. Line Items — Services and Deliverables
	Item No.
	Description of Librarian Service
	Quantity
	Unit
	Unit Price (AUD)
	Total (AUD)

	01
	Senior Librarian — Full-time engagement (38 hrs/week) for collection development, cataloguing, and metadata management at the Melbourne Central Library, Collins Street campus. Includes ALIA professional development compliance.
	1
	Position (12-month term)
	87,600.00
	87,600.00

	02
	Librarian — Part-time engagement (20 hrs/week) for digital resource curation, e-book management, and online reference services across Melbourne satellite branches (South Yarra, Fitzroy, and St Kilda locations).
	1
	Position (12-month term)
	46,200.00
	46,200.00

	03
	Librarian-led Community Information Literacy Programmes — Design and delivery of 24 workshops per annum for Melbourne community groups, schools, and multicultural organisations in the Melbourne metropolitan area.
	24
	Workshops
	1,450.00
	34,800.00

	04
	Librarian Consultancy — Strategic advisory on library policy, Australian Copyright Act 1968 compliance, open-access publishing frameworks, and Indigenous knowledge management protocols specific to Melbourne’s First Nations communities.
	60
	Hours
	185.00
	11,100.00

	05
	Librarian Supervision & Mentoring — Ongoing professional supervision, performance management, and mentoring of junior library staff and student librarians completing placements at Melbourne institutions.
	1
	Annual retainer
	8,400.00
	8,400.00

	Subtotal (AUD)
	188,100.00

	GST (10%) — Australian Taxation Office compliant
	18,810.00

	TOTAL PURCHASE ORDER VALUE (AUD, incl. GST)
	206,910.00


5. Delivery and Commencement Details
All Librarian services under this Purchase Order shall commence on 1 August 2025 at the Melbourne Central Library premises, Level 4, 120 Collins Street, Melbourne VIC 3000, Australia. The engagement period is twelve (12) months, concluding on 31 July 2026, subject to mutual renewal. The Librarian is required to be physically present at the Melbourne campus a minimum of three (3) days per week, with the remaining days allocated to remote or satellite-branch duties within the Melbourne metropolitan area. All work must be performed in accordance with the Australian Standard AS/NZS 4819:2020 for library and information services.
6. Payment Terms
Payment shall be made in accordance with the following schedule, all amounts denominated in Australian Dollars (AUD):
1. Payment Schedule: Monthly in arrears, invoiced by the 25th of each month for services rendered in the preceding calendar month. Payment to be processed within thirty (30) days of receipt of a valid tax invoice compliant with Australian Taxation Office (ATO) requirements.
1. Bank Details: Payments shall be made via electronic funds transfer (EFT) to the supplier’s nominated Australian bank account. The supplier must provide a valid Australian Business Number (ABN) on all invoices.
1. Withholding: The Buyer reserves the right to withhold payment for any services not rendered to the standard specified in this Purchase Order or not in compliance with ALIA professional ethics and Melbourne municipal library regulations.
1. Disputes: Any payment disputes shall be resolved in accordance with the Victorian Civil and Administrative Tribunal (VCAT) procedures or as otherwise determined under Australian contract law.
7. Terms and Conditions
1. This Purchase Order is governed by the laws of the State of Victoria, Australia, and the Commonwealth of Australia. All disputes shall be subject to the exclusive jurisdiction of the courts of Victoria, Australia.
1. The Librarian engaged under this Purchase Order must maintain valid professional indemnity insurance with a minimum cover of AUD 10,000,000, as well as public liability insurance of AUD 20,000,000, in accordance with Australian insurance regulations.
1. The Librarian must comply with all applicable Australian privacy legislation, including the Privacy Act 1988 (Cth) and the Victorian Information Privacy and Protection Act 1998, particularly with respect to patron data handled at Melbourne library facilities.
1. The Librarian shall adhere to the ALIA Code of Ethics and the Australian Copyright Act 1968 (Cth) in all aspects of collection management, digital resource provision, and patron services delivered in Melbourne.
1. This Purchase Order may be terminated by either party with thirty (30) days’ written notice. In the event of termination, the Buyer shall pay for all Librarian services rendered up to the date of termination.
1. All intellectual property created by the Librarian in the course of this engagement, including but not limited to collection development strategies, programme curricula, and metadata frameworks developed for Melbourne library services, shall vest in the Melbourne Metropolitan Library & Information Services Authority.
1. The Librarian must hold a valid Australian working visa or citizenship and be eligible to work in Australia. The supplier warrants that all personnel assigned to this Purchase Order are lawfully authorised to perform work in Melbourne, Victoria, Australia.
1. Force majeure events, including but not limited to natural disasters affecting the Melbourne metropolitan area, shall be addressed in accordance with standard Australian commercial contract provisions.
8. Authorisation and Acceptance
This Purchase Order for Librarian services in Melbourne, Australia, is authorised and accepted by the undersigned parties. By signing below, both parties acknowledge and agree to all terms, conditions, and obligations set forth in this document.
For and on behalf of the Buyer:
Melbourne Metropolitan Library & Information Services Authority
Name: Ms. Eleanor Whitfield
Title: Director of Library Operations
Signature: _________________________
Date: _________________________
For and on behalf of the Supplier:
Librarian Professional Services Pty Ltd
Name: Mr. David Chen
Title: Managing Director
Signature: _________________________
Date: _________________________
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