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JOB DESCRIPTION

	Job Title:  Head of Library Content and Digital Environment


	Faculty/Directorate:  Library and Archives

	Grade:  H

	Location:  High Wycombe

	Hours:  37

	Responsible to:  Director of Library and Archives


	Responsible for:  Library Content and Digital Environment Team: Collection Development Librarian; Licensing and Partnerships Librarian; Open Research and Publishing Librarian; Library Engagement Advisors.

	Job Purpose:
 
Committed to excellence in student and staff experience you will lead and manage the Library Content and Digital Environment Team in the acquisition and procurement of online and physical library resources, metadata, and the development of library systems to meet the needs of the institution. You will work on embedding the principles of open research in practice and culture across the institution. You will develop a culture of continual service improvement by empowering the Library Content and Digital Environment Team to deliver a Library and Archives Service that exceeds the expectations of our customers, promoting cross team working and enabling the team to enhance customer experience.  With the Library and Archives Management Team you will be responsible for developing and delivering the Directorate’s strategic objectives and service standards.  

At all times you will practice an inclusive approach and support building an inclusive university community where people can be themselves.




Main Duties & Responsibilities of the role:  
1. Lead, manage and develop the Library Content and Digital Environment to deliver onsite and online library resources and systems that meet the needs of our customers ensuring effective library content procurement and management
2. As a member of the Library and Archives Management Team lead collaboratively, developing, implementing, monitoring and evaluating library collections and systems ensuring excellent customer experience.
3. As part of the Library and Archives Management Team contribute to the annual planning cycle, business continuity and development plans and operational plan to deliver the strategic objectives of the directorate building a culture of continuous improvement making data informed decisions.
4. To lead and manage services relating to open research ensuring colleges make the best use of BNU’s resources, advocating for open access practices.
5. Oversee the procurement of library resources, developing and managing associated workflows and managing projects to evaluate the customer experience and impact of library resources and assessing their cost-effectiveness.
6. Oversee the information resource budget administration ensuring compliance with the University’s financial regulations and proactively providing timely and relevant management information to stakeholders across the University and contribute to wider financial planning activities.
7. Manage supplier relationships and service agreements, monitoring consortia purchase agreements to secure the best value for money for Library and Archives.
8. Ensuring continuity of service by managing and coordinating subscription and maintenance agreement renewals.
9. Manage and participate in projects across Library and Archive and within the wider University.
10. Analyse and evaluate usage data and feedback developing a culture of continual improvement taking the lead on Library and Archives service and system improvement projects with a customer focus.
11. To work collaboratively with internal and external stakeholders managing key relationships for the day-to-day operational activities and service developments, including staff within Digital and Technical Services, Learning Enhancement and Academic Practice, and the Partnerships Office. 
12. To generate and analyse reports to highlight trends and develop solutions with a focus on quality, efficiency, and customer satisfaction.
13. Based at the High Wycombe campus with travel to our other campuses as required. Regular on campus working is required. 
14. Comply with relevant legislative and other requirements (e.g., the Data Protection Act 2018 and GDPR; Health and Safety; UKVI; and Equality and Diversity) in all working practices.
15. Such other duties temporarily or on a continuing basis, as may reasonably be required.
16. Line management responsibilities including recruitment and selection, performance management, professional development, motivation, health & safety and wellbeing.

PERSON SPECIFICATION – Essential Criteria Only

A = Application     T = Test     I = Interview	

	Education, Qualifications & Training
	Means of Testing

	Library or information qualification or equivalent professional experience in an academic library
	A

	Evidence of recent continuing professional development relevant to the post
	A/I

	Knowledge & Experience
	

	Delivering an excellent customer experience
	A/I

	Experience developing staff and empowering teams to take a problem solving approach driving continuous service improvement
	A/I

	Experiences managing or supervising staff working as a team to deliver a positive impact in a complex environment 
	A/I

	Experience in the operational delivery of library resources and systems
	A/I

	Experience administering Copyright and/or resource licensing agreements and knowledge of the associated issues affecting UK HE
	A/I

	Knowledge of open research, scholarly publishing and open access
	A/T/I

	Experience managing relationships with staff and key stakeholders
	A/I

	Experience manging projects to improve or implement new services or systems
	A/I

	Experience managing a budget
	A/I

	Skills
	

	Digitally able and proficient in Microsoft tools
	A/I

	Ability to manage projects to deliver customer focussed service or system improvements
	A/I

	Excellent verbal and written communication skills including the ability to present complex information to a range of audiences
	A/I

	Ability to work to tight deadlines and prioritise workloads
	A/I

	Ability to collate and analyse qualitative and quantitative data to drive decision making and evaluate the impact of interventions 
	A/T/I

	Future focussed with the ability to effectively draw on professional practices, awareness of the sector, established networks to proactively lead the team to develop shared, innovative approaches to work and service design and to evidence their impact
	A/I

	Problem solving and taking initiative to resolve issues and create an inclusive and self-directed culture
	A/I

	Special Requirements
	

	Able to work evenings and weekends on a rota basis
	A/I





BEHAVIOURAL INDICATORS

The BNU Behaviours Framework (BBF) is a framework for all University staff that sets out the key behaviours that exemplify the DRIVE values and ethos of the University.  The nine categories provide a clear steer on behavioural expectations that will help support a step change in the performance and culture of the University.  The three key behavioural indicators for this post are as follows:

	Delivering excellent service
Providing the best quality service to external and internal customers/students/stakeholders. Building genuine and open long-term relationships in order to drive up customer service standards.


	Working together
Working collaboratively and across boundaries with others in order to achieve objectives. Recognising and valuing the different contributions people bring to this process.


	Achieving results
Consistently meeting agreed objectives and success criteria. Taking personal responsibility for getting things done.
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