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Job Title:	Repository Coordinator
Ref no:	DLS032
Campus:	Hendon
School/Service:	Digital and Library Services
Grade:	6
Starting Salary:	£37,357 per annum pro-rata (for part-time staff) inclusive of Outer London Weighting rising to £42,653 incrementally each year. 
Hours:	35.5 hours per week, actual daily hours by arrangement
Period:	Permanent
Reporting to:	Research Information Manager
Overall Purpose
As a member of the Research Support team in DLS, the post holder manages and develops the University’s research repository and associated services, systems and support including the provision of training, guidance and advocacy for open access research outputs and research data.
The Repository Manager promotes the discoverability, visibility and accessibility of the University’s research outputs and, working with authors and the Research & Knowledge Transfer Office (RKTO), ensures that research outputs and underpinning research data are made available according to the requirements of funders’ open access policies.

Principal Duties

· Maintain and develop the University’s research repository service (currently Cayuse), liaising with users, stakeholders, and service providers to gather feedback and plan and implement improvements.

· Assist in developing good practice and policy in collaboration with the Research Information Manager, the Research and Knowledge Transfer Office (RKTO) and faculty staff as appropriate, to meet the requirements of funders’ open access policies and support Research Excellence Framework (REF) guidance.

· Implement, document, and maintain effective quality control standards to ensure repository content is accurate, reliable, and added in a timely manner, so that academic staff and researchers receive the support they require.
· Ensure consistency and accuracy in metadata entry is maintained, and ensure quality control of metadata through clear procedures and mechanisms.
· Liaise with external and internal service providers to resolve technical faults and make improvements to repository systems. Monitor support effectiveness and recommend changes to ensure efficient and relevant support is available to all repository users.
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· Assist the Research Information Manager in identification and analysis of relevant management information on the research repository.
· Following consultation with the Research Information Manager and key stakeholders, agree priorities for repository work such as full text deposit and workflows.
· Contribute to the Research Support team’s role of being a source of expertise within the University on repositories and research information systems to manage and maximise access to and visibility of research outputs.
· Respond to enquiries from academic staff and researchers about a variety of topics including the repository, appropriate open access publication routes, relevant University policies, publishers’ policies, funders’ policies, and copyright.

· Contribute to the Research Support team’s provision of support and training in repository use, open access and research data management for all academic staff, including creation of training materials, and the delivery of face-to-face training (including one-to- one and group sessions) in person or via webinars.

· Raise awareness of open access publishing options amongst research students and academic staff.
· Manage the submission of doctoral theses into the repository in cooperation with Student Administration and the Copyright Officer, ensuring that the process is robust and effective in both protecting intellectual property and maximising access to the University’s research outputs and balancing these aims.
· Collaborate with other staff in DLS and across the University to publicise the repositories and associated services, producing briefings and delivering presentations.
· Develop and maintain web pages offering advice and useful resources.
· Contribute as a member of the Research Support team to projects developing the repository service infrastructure, service integration and interfaces, and related development opportunities and initiatives.
· Engage with relevant stakeholders including (but not limited to) academic staff, professional services, and administrative staff to help develop the service.

· Collaborate with the Research Information Manager to ensure that resources required for the efficient operation and future development of the service are planned and managed effectively.
· Maintain an understanding of developments in repositories and repository management, research information systems, research data management and open access publishing and advise on their relevance and application in the University.

· Assist in building synergies between the management of research publications and the digital curation of other (practice) research material and research data.

· Demonstrate a commitment to continuous professional development by attending conferences and appropriate training courses to keep up to date knowledge and expertise within the sector.

· Participate in professional networks and liaise with external organisations to maintain professional knowledge associated with the needs of the University.

· Deputise for the Research Information Manager when required.

· Undertake any other duties and specific projects which are appropriate to the post as may be reasonably requested by the Research Information Manager or other senior management.

· Work co-operatively and contribute to the maintenance of a collaborative, collegiate and inclusive culture, by sharing information and good practice.


Note:
· As duties and responsibilities change, the job description will be reviewed and amended in consultation with the post-holder.

· The post-holder will carry out any other duties as are within the scope, spirit and purpose of the job as requested by the line manager.

· The post-holder will actively follow Middlesex University policies including Equality & Diversity policies.

PERSON SPECIFICATION

Job Title: Repository Coordinator
Your supporting statement on your application form will be assessed to see how you meet each of the following criteria.

SELECTION CRITERIA:

Essential Requirements

· First degree or an equivalent qualification or a relevant professional or postgraduate qualification (e.g. Information Science, Records/ Information Management, Library and Information Studies) or relevant work experience alongside structured training/development.

· Experience of working in Higher Education or other relevant research or publishing environment.

· Experience of managing metadata, bibliographic data or of cataloguing.

· Demonstrable accuracy and attention to detail in creating and maintaining records. (I)

· Experience of using institutional repository software.

· Knowledge of current issues associated with the management of research outputs in the higher education sector.

· Demonstrable understanding of the role of repositories and the principles of Open Access or Open Research.

· Understanding of copyright legislation and licensing as it relates to research and academic publishing.
· Ability to communicate using a range of media.

· A commitment to the University’s Equality and Diversity policy, and an understanding of how to implement this in developing the service.

· Demonstrable commitment to the University’s values and vision.

· Team-working skills including the ability to be adaptable and resourceful in meeting service demands

· Well organised, with excellent planning skills and able to cope with a variety of tasks under pressure, prioritising workloads and managing time efficiently.

Desirable Requirements

· Experience of delivering high quality guidance material and teaching/training sessions to staff and/or students.

· Experience of managing or maintaining research repositories.


MU Services Limited

Middlesex University has established a wholly owned subsidiary, MU Services Limited, to provide professional services to the University. Staff of MU Services Limited will work alongside Middlesex University staff and will be employed by MU Services Limited. All University policies and procedures and the University Professional Services Staff Handbook will apply to MU Services Limited staff during their employment, unless where expressly stated otherwise.
Annual Leave
30 days per annum plus eight Bank Holidays and seven University days taken at Christmas (pro rata for part-time staff) which may need to be taken as time off in lieu.

Flexibility
Please note that given the need for flexibility in order to meet the changing requirements of the University, the duties and location of this post and the role of the post-holder may be changed after consultation. The balance of duties may vary over time and will be reviewed as part of the appraisal process.
No Parking at Hendon campus
There are no parking facilities for new staff joining our Hendon campus, except for Blue Badge holders. If you are applying for a post at our Hendon campus, please ensure you can commute without a car.
Information on public transport to Hendon can be found here: https://www.mdx.ac.uk/get-in- touch/directions-london
We offer an interest-free season ticket loan, interest-free motorbike loan, a cycle to work scheme and bicycle and motorbike parking and changing facilities.

What We Value and Offer
We value diversity and strive to create a fairer, more equitable work environment for our staff and students.

Middlesex University is working towards equality of opportunity. Flexible working applications (including part-time working) will be considered.

We offer a range of family friendly, inclusive employment policies, flexible working arrangements, staff diversity networks, campus facilities and services to support staff from different backgrounds.

The postholder should actively follow Middlesex University policies and procedures and maintain an awareness and observation of Fire and Health & Safety Regulations.

What Happens Next?

If you wish to apply for this post please return to the portal and click on Apply Online.

If you wish to discuss the job in further detail please contact Brigitte Joerg, Research Information Manager, via b.joerg@mdx.ac.uk
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