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Job title: 	Assistant Librarian User Experience

Post number:

Reports to: 	User Experience Librarian		

Department: 	Libraries	 

Location:	Moulsecoomb, Aldrich Library

The role will be based in the Aldrich Library on the Moulsecoomb campus but will require the flexibility to travel to and work at other university sites, as and when required, for which expenses will be paid in accordance with the university’s staff expenses policy 
 
Grade: 5

Purpose of the role: To assist and support the User Experience Librarian and contribute to the provision of services for library users across all site libraries to ensure the delivery of a consistent and high quality One Library Service, irrespective of a user’s location. Including to identify needs, plan, and implement improvements to services and physical spaces to create a continuous improvement culture and maximise customer usage and student retention. 

To play an active role in gathering evidence and submitting the Libraries annual Customer Service Excellence ® submission and use this process to identify examples of best practice as well as any gaps in service. 



Line management responsibility for: N/A
Main areas of responsibility:
· Assist the User Experience Librarian with the management of the library’s casual staff; to assist with recruitment and selection, induction, training and performance management. 
· Assist with the promotion and marketing events aligned to the university calendar and relevant external initiatives to promote and increase awareness of the work and scope of Library Services, 
· Assist and support with the User Experience surveys, usability research and similar initiatives, as well as any subsequent revisions to services and procedures.  Assist in the cascading to Customer Service Librarians to ensure consistency of approach and enhance student experience and success. 
· Work with the User Experience Librarian and other staff to ensure that a safe and healthy environment is maintained for library staff and users. 
· Serve on committees and project groups to ensure consistent integrated service delivery; to maximise customer usage, satisfaction and student retention. Deputising for the User Experience Librarian as necessary, projecting a positive image.
· Proactively assist with the annual Customer Service Excellence ® submission. 
· Assist with the annual reviews of Library Services documentation, Sharepoint pages, Health and Safety Inspections. 
· Assist and support the oversight of opening hours, monitoring usage and staffing levels, liaising with staffing agencies and Estates and Facilities Management as necessary.  
· Oversee the external membership offer including SCONUL for Library Services.
· Provide and publish key communications, in all formats, to promote both current services and forthcoming developments ensuring Library staff, University staff, students and library users are fully informed. 
· Assist in emergency or operational procedures as required that take precedence over main duties, for example, Fire Warden duties, to ensure the safety of service users.  

General responsibilities
These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade.
· To adhere to the University’s Equality and Diversity Policy in all activities, and to actively promote equality of opportunity wherever possible.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act.
· To work in accordance with the General Data Protection Regulations.











PERSON SPECIFICATION 
 
The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these are shown at the end of each criteria. 
Essential Criteria 
 
	Knowledge, skills, and abilities 
 

	· Thorough working knowledge and sound understanding of electronic information sources, discovery tools, library management systems, standard office applications and the confidence to learn, and train others, in new ICT skills. A, I 
· Practical working knowledge of Equality, Data Protection and Health & Safety guidelines I 
· Understanding of risk factors in the workplace with the ability to recognise hazards and produce appropriate risk assessments. A, I 
· Excellent Customer Service skills, ability to assess customer needs and identify trends impacting on the wider organisation and make recommendations to improve service standards/ delivery. A, I 
· Organised, able to prioritise conflicting demands, scheduling and planning work for self and others in order to meet objectives and standards, within deadlines with a minimum of supervision. A. I 
· Able to build partnerships and work collaboratively in a team and where appropriate across or with different professional groups within and external to the university. A, I 
· Evidence of engagement with current professional practice and developing knowledge. A, I  
 

	Qualifications 
 

	· Graduate with either a professional qualification in library or information services or equivalent experience in a relevant role.  A 

	Experience 
 

	· Significant and substantial relevant customer service experience.  I 
· Experience of change management and developing and implementing new services. A, I 
· Experience of liaison with stakeholders. A, I 


	Managing people 
 

	· Leadership, and teambuilding ability to successfully manage, coach and develop teams. A, I  
· Listens well and understands the perspectives of others, showing awareness of the need to ensure equality of opportunity and to respond as appropriate with advice, support, or referral. A 
· Act as a role model to promote a positive image of the workplace. I 
 

	Physical demands and/or other requirements 

	· Ability to work occasional evenings and weekends. A 
· The role will require occasional travel to other university sites and locations. A 
· Flexible approach to working and responding to the changing work environment. A, I 
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· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year.  All leave, including bank holidays and discretionary days, is pro-rated for part time employees.


	Grades
	Basic entitlement per year
	Grades
	After 5 years’ service

	1-3
	23 days
	1-3
	28 days

	4-7
	25 days
	4-7
	30 days

	8-9
	27 days
	8-9
	30 days

	Band 10 and above
	30 days
	Band 10 and above
	30 days



· More information about the department/school can be found here Professional Services Departments or here Academic departments (schools and colleges) 
· Read the University’s 2016 - 2021 Strategy 
· The University has an attractive range of benefits and you can find more information about them on our website


Date:  May 2024
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