[image: ]


Job Description 

	Job title
	Acquisitions Officer  

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	To manage the acquisitions and procurement of non-subscription digital and physical resources ensuring accuracy, agility, compliance, responsiveness, resilience, value for money and return on investment. This is a collaborative and diverse role which requires working closely with the multiple library teams to ensure that users have access to high quality resources in a timely manner. The position requires knowledge and experience of library acquisitions processes and supply chains and maintenance of accurate financial records for all purchases. The post holder will work closely with suppliers and purchasing consortia, ensuring value for money, permissive license terms and conditions and excellent and responsive service standards. The role includes managing, motivating, and developing the high performing acquisitions team through continuous improvement. 



	Duties and responsibilities
	1. Service Delivery 
To manage the acquisition of resources ensuring these are seamlessly available to support the University’s teaching, learning and research agenda. This includes: 

· managing the library acquisition budget to ensure efficient and effective value for money and return on investment, providing specialist input to financial forward planning, based on expert knowledge of changes in academic publishing and the licensing of content.  
· developing strategy and refining processes for the purchasing and subsequent collection development of digital and physical resource collections  
· the timely acquisition and/or renewal of required Library resources maintaining an accurate record of all acquisitions activity.  
· reporting to finance on acquisition spending, reconciliation of coding for invoices and credit notes including part-payments. Annual budget forecasting including phasing and inflation factors.  
· reporting regularly to the library leadership team on service operations and issues including risks, budgets, timelines and resourcing, and make appropriate plans and recommendations to address any variances. 
· the appropriate allocation and use of budgets and compliance with all/any University/Library policies and procedures and/or legal/statutory requirements, proactively advising colleagues over potential budgetary concerns, recommending the most cost-effective sources of supply. 
· maintain accurate records of acquisitions, in the library management system, and electronic resource management system (module). 
· identification and negotiation of favourable terms and pricing for relevant and required resources.  
· liaise with book suppliers, publishers and other suppliers to ensure delivery of consistently high-quality service for digital and physical resources, monitoring standards of service delivery and working to resolve any issues with orders, online access or print supply, escalating as necessary. 
· liaison with HE national negotiation bodies (e.g. Jisc Collections), publishers and negotiating agents to obtain financial, statistical and other management information for analysis of data and development of recommendations for relevant members of the Library’s Management Team and Academic Services Team for presentation to academic departments. 
· providing expert advice and support on consortia and other licence agreements relating to content, collections and digital environments, to ensure optimum benefits for academic staff and students. 
· collaboration with Library (e.g., Data Services/Digital Production Team), wider University, (e.g. IDG, Procurement/Legal) and external parties, e.g. Jisc Collections, etc., to improve resource provision, and to aid search and maintain access to resources by users.  
· collaborate with internal and external stakeholders on transformational and post transformational agreement assessments, and report recommendations to address relevant issues the library leadership team. 

2. Compliance & Licensing 
To manage the portfolio of electronic/print resources in conjunction with the other Officers within the Collections and Discovery team, to ensure access and availability of material. This will include:  

· maintaining an accurate record of current resources licence terms & conditions using the appropriate/selected licence management system.  
· reviewing regularly/as required terms and conditions for e-resources to ensure compliance and, where licences do not meet the requirements of the institution or users, negotiate most favourable terms with relevant provider and ensure appropriate action is taken to ensure compliance.  This may require amendments to membership/user access privileges and the guidance presented to Library users. 
· providing guidance on electronic resources licence and access enquiries. 
· assisting in the ongoing review, development and operational implementation of future content acquisition systems, access infrastructure and resource discoverability to enable maximum visibility and access to the library’s collections.  
· review contracts and license agreements to ensure compliance with university policies, and UK legislation, including data protection and privacy ahead of signing.  

 
3. Service Development 
To improve and maximise service delivery, efficiency, and effectiveness by: 

· considering workflow demands and priorities, identifying solutions and developing procedures. 
· identifying and developing improvements/modifications to Library and other systems, for example, the Library Management System and Electronic Resource Management system. 
· implementing agreed developments, planning, and managing projects, collaborating with/involving wider Library experts/teams, e.g., Academic Services, Data Services/Digital Production as appropriate. 
· keeping abreast of external developments in e-resources service delivery and management, identify and recommend/implement best practice improvements. 
· participating in projects to provide innovative solutions for access to library collections, including existing in-house digital collections, ensuring that emerging technologies are effectively exploited. 

4. Staff Management 
To manage and develop the team, directly line managing member of the team as assigned, working collaboratively with other line managers as appropriate. Undertake recruitment and selection, induction, training, performance management and annual Staff Development Reviews. 

 As required, undertake any other duties commensurate with the role.







	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	Educated to degree level or equivalent or significant equivalent work experience.
	A
	E2
	Recent procurement or acquisition experience, preferably within an academic environment.
	A & C
	E3
	Recent experience of managing or controlling a budget.
	A & C
	E4
	In-depth understanding of the acquisition lifecycle relating to serials and e-resources, including e-books.
	C
	E5
	In-depth understanding of developments in electronic resource management, access protocols and mechanisms.
	C
	E6
	In-depth understanding of the current complex procurement landscape for e-resources within the Library/HE sector.
	C
	E7
	Ability to accurately interpret purchasing contracts and licence documentation and negotiate effectively to obtain improved terms/price.
	C
	E8
	Strong interpersonal, communication and influencing skills.
	C
	E9
	Proficient IT skills and experience of Microsoft Office programmes.
	A
	E10
	Strong organisational skills, able to handle competing demands and priorities and remain focused.
	A & C
	E11
	Attention to detail, accurate and numerate and able to analyse and interpret data and assimilate complex information quickly.
	A & C
	E12
	Ability to think laterally to propose and deliver solutions to difficult problems.
	C
	E13
	Ability to work both independently and collaboratively. Experience of working successfully as part of a team and quickly building strong professional relationships.
	A & C
	E14
	Ability to be extremely flexible, resourceful and independent in your approach to working in a challenging environment.
	A & C
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	To hold or be working towards a Library or Information Management qualification, or other relevant qualification, e.g., Procurement qualification.
	A
	D2
	Experience of electronic resource management.
	A
	D3
	Experience of project management.
	A
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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