	Head of Library Operations and Collections
	Grade
J

	Student Life and Library Services

	HERA 051994
(Added by HR)



	Reports to
	University Librarian

	Line manages or supervises
	Library Operations Managers and Acquisitions and Collections Manager
	Hours
	37
	Location
	Canterbury
	Smart working persona
	Academics and student-facing professional services


	Role Purpose

	The Head of Library Operations and Collections provides strategic leadership and direction for the development and delivery of high-quality, user-focused library services, and collections across all campuses. The role champions an outstanding experience for students, researchers, and staff, ensuring services and collections are inclusive, accessible, and aligned with institutional priorities.  
The role leads the Library’s customer-facing operations, physical spaces and the collection development, acting as the professional expert in user experience, service design, collection management, and front of house library services. They assist the University Librarian in the effective management of the information resources budget, ensuring evidence-based decision-making and value for money.
The postholder holds cross-library portfolio responsibilities, including strategic leadership in business continuity, health and safety, collection development and will deputise for the University librarian.  As a member of the Library Management Team they will support the University Librarian to develop, direct and oversee the implementation of the library strategy.


	Key Skills

	Leadership & Management
	Level 3: Leads a medium-sized team, setting objectives, managing resources, and motivating staff. Handles conflicts effectively and supports staff development.
	Project Management
	Level 4: Leads medium-sized projects, managing budgets, timelines, and resources effectively. Uses project management tools and methodologies. Proactively identifies risks, manages stakeholders, and ensures alignment with organisational objectives.
	Digital Literacy
	Level 3 - Proficient in a wide range of digital tools, such as advanced Excel functions, and Sharepoint collaboration. May be an administrator for local systems. Able to troubleshoot basic technical issues and support colleagues in using key systems.
	Adaptability & Innovation
	Level 4: Leads change initiatives, driving innovative ideas and fostering a culture of adaptability and continuous improvement. Identifies and implements improvements to systems and processes.


	Skills and Responsibilities

	Contributes to the strategic planning and management of the Library Services Department, developing strategic objectives and implementation plans that are aligned to, and ensure achievement of, institutional and service-based priorities.
Serve as a key expert in user experience, service design, collection development, and front-line library services, working with partners to deliver excellent library experiences.
Lead and support cross-departmental and university-wide projects and deputise for the University Librarian when needed. Oversee areas like collection development, user experience, business continuity, and health & safety.
Assist in the management of the library’s information resources budget, ensuring financial compliance and using data to support decision-making.
Handle contracts and licences for digital resources, including copyright and third-party agreements.
Lead the Library Operations and Collections Team, ensuring high-quality customer service, effective use of learning spaces, and strong team performance.
Develop and monitor strategic and operational plans, using performance data to drive improvements.
Build and maintain relationships with key stakeholders relevant to library services.
Oversee library marketing and communications, ensuring materials meet university standards.
Coordinate responses to external surveys and accreditations, such as Customer Service Excellence and health & safety audits.
Collaborate with Student Experiential Services to support university-wide initiatives like student welcome and induction.
Work with the University Bookshop Manager to support bookshop services.
Stay up to date with best practices and trends, advising senior leaders on opportunities to improve library services.



	Additional Information (if applicable)

	Supporting service delivery:  

Many services within Student Life operate across the calendar year, including university closed periods and evenings and weekends. Colleagues are required to recognise the nature of these services and demonstrate a degree of flexibility in their working hours/patterns to help deliver them. Colleagues are also expected to support university events such as registration, welcome events, open days and graduations, which may require working outside of their normal working pattern. This will be discussed and agreed with colleagues well in advance of events.  

Location:  

Colleagues are usually assigned a ‘home’ site for the majority of their work but may be required to work at other university campuses and locations to meet business need.   

Health and Safety:  

The University is committed to ensuring the health, safety and welfare of its employees, students and others affected by its activities. All employees, students and others involved in the undertakings of the University are expected to share this commitment to health and safety by complying with policies, completing relevant training, and contributing to the continuous improvement of the University health and safety standards. Unless exempt, and following relevant training, employees in Student Life are expected to support health and safety activities such as emergency evacuations and undertake fire warden duties as required, in agreement with their line manager.  

Dress code  

Colleagues are expected to present themselves in a professional manner and attire suitable for their area of work. Local arrangements may stipulate particular requirements to support employee safety and service delivery. For certain university events colleagues may be required to wear university branded clothing. 
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	Person specification

	Qualifications, knowledge and experience
	Essential /
Desirable
	Assessment method
(A – Application)
(C – Certificate)
(I – Interview)
(T – Test)

	Educated to degree-level, equivalent qualification, or qualified by substantial relevant experience
	E
	A, C

	A qualification in librarianship or aligned discipline or substantial experience of working in a library environment
	E
	A, C

	Significant and substantial experience of leading the planning, managing, delivering and evaluating user facing library services and/or library collections 
	E
	A, I

	Knowledge and understanding of other relevant trends and initiatives in libraries and the higher education sector
	D
	A, I

	Confidence and proven ability to motivate, lead and develop staff of a mixed range of skills and experience, including managing poor performance and leading staff through periods of change
	E
	A, I

	Understanding of library procurement and experience of negotiating and managing licenses, for example with publishers and suppliers
	D
	A, I

	Skills, abilities and competencies
	Essential /
Desirable
	Assessment method
(A – Application)
(C – Certificate)
(I – Interview)
(T – Test)

	Well-developed interpersonal, influencing and leadership skills
	E
	A, I

	Ability to develop and maintain effective working relationships at all levels
	E
	A, I

	Excellent communication skills, both oral and written
	E
	A, I

	Commitment to continuous improvement of service and skills
	E
	A, I

	Strong analytical skills, including a thorough understanding of how to interpret business needs, develop strategies and translate them into operational requirements
	E
	A, I

	Commitment to building good working relationships in the wider University in order to improve service standards and promote our service
	E
	A, I

	Ability to work under pressure, prioritise, schedule and balance workloads to meet deadlines
	E
	A, I

	Ability to manage projects and work effectively with wider stakeholders
	D
	A, I

	Strong commitment to equity and diversity principles, and the aims of the University’s mission statement
	E
	A, I

	Display a committed and pro-active approach to continuing professional development
	D
	A, I

	Commitment to the professional area of work evidenced by engagement with professional and sector bodies
	D
	A, I





	FOR HERA PURPOSES ONLY – REMOVE FROM PUBLIC VERSION OF JOB DESCRIPTION

	Complete the following sections for new or substantially changed (25%+) roles only. They are outline descriptors which typically describe the work activities undertaken by a role at different levels



	Proposed Grade
	Prof services - Grade J


	Team structure and development


What is their relationship with their line manager?
Independent Working: The line manager provides minimal oversight, focusing on high-level guidance and trusting the individual to operate independently.
What is their relationship with peers?
Works with Peer Managers: Collaborates with other managers or leaders to align strategies, share resources, and address cross-team challenges.
Do they manage or supervise a team?
Count all the people in their reporting structure, not just their direct reports
Responsible for 11+ people
What is their role in team development?
Level 4: Leads team development by identifying needs, creating opportunities, and conducting Positive Performance Conversations to support growth.

	Communication


Which option best describes this role on a day-to-day basis?
Regularly handles information which is highly detailed, technical or specialist, and communicates this in a clear way.
Is there any difference between how they communicate verbally or written?
	No, there is no difference.

	Networking


Do they attend any formal groups, committees or networks, either internally or externally?
Internal: 
      Chairs various operational groups within the department 
  Attends as a participant: Department Executive Team meetings 
  Attends as a participant: university working groups and committees

External:
    Attends as a participant:  
  SCONUL Deputies Meetings 
  Drill Hall Library and Unified Library Management System Governance meetings 
  KMMS Joint Service Delivery Team meetings 


	Service delivery


Where does the work come from and how is it delivered?
They are proactive and responsible for the quality of the service they provide

	Decision making


What sort of decisions to they make themselves without input from others?
Level 3 – Decisions affect a specific team or project, influencing outcomes and workflows within a defined area
What kind of decisions would they collaborate with others to resolve?
Level 3 – Decisions affect a specific team or project, influencing outcomes and workflows within a defined area
If they give advice or input to others, such as their line manager, to help them make a decision, what kind of decisions would that be?
Level 3 – Decisions affect a specific team or project, influencing outcomes and workflows within a defined area
Are they responsible for managing a budget?
Yes
If yes, how much? £ £300,000

	Problem solving


Which statement best describes how they solve problems?
Typical ratings: 1 = grades A-D, 2 = grades D-H, 3 = grades I-L, 4= grades K+
Level 3: Analyses complex problems where there may be partial or conflicting information, develops solutions independently, and evaluates potential outcomes before implementing them.

	Data analysis


What is their role regarding data?
Level 3: Analyses large datasets, identifies trends or insights, and prepares detailed reports or presentations tailored to different audiences.

	Work environment (health and safety)


What role do they have regarding Health and Safety procedures?
Works primarily in offices or other stable environments, follows routine health and safety procedures

	Supporting the wellbeing of others


Which statement best describes their involvement in wellbeing?
Level 3 - As a manager, supports everyday wellbeing issues within a small team, offering guidance and signposting to resources as needed.

	Delivering training


Which statement best describes their involvement in designing and delivering training?
Level 3: Designs and delivers training tailored to specific audiences, adapting content to meet varying needs. Evaluates effectiveness and provides follow-up support.

	Knowledge and Experience


Which statement best describes their depth of knowledge or experience?
Typical ratings: 1 = grades A-B, 2 = grades C-E, 3 = grades F-I, 4 = grades I-L, 5 = grades J+
Level 4 – Applies a breadth or depth of knowledge or experience. Is recognised as an expert and is a point of reference to others.
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