
Job Description                                                      
	Position Title & Grade
	Quality & Planning Co-ordinator – Gr 5

	Unit
	UCC Library 

	Reports to
	Quality & Planning Co-ordinator – Gr 5

	Direct Reports
	Nil

	Indirect Reports
	Library staff within the context of specific projects

	Contract Type 
	Permanent Full-time



Role Overview 
	The Quality & Planning Co-ordinator will be responsible for leading and coordinating planning, quality, and assurance activities within the library.  Reporting to the Head of Business Operations & Projects and as part of the Business Operations team, this will include developing strategies and operational plans to provide high-level expertise and advice to the library leadership team in activities under compliance & reporting, business data, process improvement and continuous improvement.   The position will champion a culture of innovation and service improvement, supporting effective business processes across the Library.



Overview of Unit and Context 
	The University’s Library is at the heart of the University and plays a pivotal role in supporting the learning and research activities of University College Cork. UCC Library comprises a distinct unit that resides under the Vice-President for Teaching & Learning with the University Librarian reporting directly to the Vice-President for Teaching & Learning.

The Library is entering an exciting period of transformation with a new University Librarian and the development of a new library vision and plan that will support the UCC Strategic Plan 2023-2028 ‘Securing our Future’ and the broader University aspirations. 

UCC Library’s Business Operations unit oversees the business operational functions of the library including quality & planning, workforce development, finance, marketing & communications as well as providing professional executive support.  




Role Responsibilities and Activities
	Area of accountability
	Core Responsibilities & Typical Activities

	Planning


	· Coordinate the development, monitoring and reporting of the annual Operational Programme of Works. 
· Coordinate the development of a Library Continuous Improvement plan which will respond to the Library Vision & Plan and support library operational program of works annually.
· Embed Library Continuous Improvement plan activities to recur annually undertaking periodic reviews to refine and improve plans.
· Collect, collate, analyse, and store statistical data on all library services on a continual and/or annual basis.
· Develop, in consultation with Head of Business Operations, the format for annual and other strategic and operational reports.
· Coordinate the recurrent completion of university reporting activities that include the Library Risk Register and Health & Safety reports.

	Quality Assurance




	· Coordinate the development and operation of a Library quality management plan which will respond to the Library Vision & Plan and support library operations on an annual and recurrent basis.
· Design and build a suite of measurement and insight tools to enable staff to monitor, review and improve services. 
· Ensure appropriate business data is collected and analysed across the library to inform planning and other library and university activities.
· Conduct regular library unit reviews that incorporate unit self-assessment to identify areas of process improvement.
· Nurture a culture of assessment, evidence-based decision making and continuous improvement.
· Analyse and report on key trends or issues and opportunities for improving the Library’s services and operational efficiency.
· Coordinate reviews of library policies and procedures to feed into both quality management and continuous improvement plans.
· Coordinate the library activities and input to other periodic quality reviews as needed.


	Leadership & Management
	· Provide leadership and effective management of the Quality & Planning function, to promote whole library employee engagement, encouraging performance achievement and continuous improvement through collaborative work approaches.
· Be accountable for exceptional team performance and develop and upskill library staff to successfully deliver agreed goals and objectives.
· Provide expert advice, lead and/or actively contribute to projects that support the library’s strategic objectives and align with strategic directions. 



	Communication and engagement
	· Foster strong relationships with key library stakeholders to enable the strategic priorities of the library to be effectively and efficiently delivered via operational excellence.
· Proactively represent the University both internally and externally and develop strategies to leverage key relationships with a view to creating opportunities for collaboration.
· Work closely with the Head of Business Operations and the wider operations team to feed into communications in relation to quality management and service improvement. 


	Training, Advice, and support
	· Promote awareness of good practice by leading on the delivery of staff training programs. 
· Monitor and ensure compliance with legislative, regulatory, policy and procedural requirements in the work area. 


	
Workplace Culture
	· Lead, encourage and promote a culture that embraces change, equity, collaboration, client focus, communication, continuous improvement, and accountability.
· Drive high standards of performance whilst maintaining a positive environment for health and wellbeing.



Expected Behaviours
The role is expected to display personal qualities and behaviours consistent with values of the University as outlined in the University’s Strategic Plan 2023-2028.
· Compassion			
· Agility
· Integrity
· Respect
· Discovery
· Equity
· Accountability
· Sustainability
Essential Criteria
1. Graduate with degree qualification and at least three years’ professional experience in the workplace.
2. Demonstrated experience in planning and quality management activities, including preparation and provision of analytical reports utilising analytical tools (databases, spreadsheets, statistical analysis, qualitative analysis, and data visualization).
3. Aptitude to identify self-assessment tools to support the implementation of quality & planning initiatives.
4. Demonstrated experience in reviewing and revising policies and procedures.
5. Demonstrable analytical and organisational skills with attention to detail for complex work and an ability to produce reports on and interpret statistical and financial information.
6. Excellent communication skills with an ability to quickly assimilate complex or incomplete information and provide expert opinion or specialist advice to a variety of audiences in a range of formats. 
7. Outstanding interpersonal skills including the capacity to build relationships and interact with a range of internal and external stakeholders.
8. Ability to generate a strong sense of team spirit, co-operation and collaboration within and across teams. 
9. Demonstrated ability to set appropriate goals, prioritise work, manage time and workload, follow through on tasks, report progress, and achieve results. 

Desirable Criteria
1. A good knowledge and experience of the auditing and regulatory requirements within a public sector or large industry context.
2. A demonstrable commitment to personal development.
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