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Job Description

	Job title:

	Systems Librarian

	Department/School:

	Library

	Grade:

	8

	Location:

	University of Bath premises / homeworking as required



	Job purpose


	
The postholder is one of three Senior Managers within the Operational Services Department, working closely with the Serials & E-resources Librarian and the Bibliographic Services Librarian and reporting to the Head of Library Operational Services.

The postholder is a member of the Library’s Senior Managers’ Team and deputises for the Head of Library Operational Services as necessary.



	Source and nature of management provided 


	
Head of Library Operational Services




	Staff management responsibility


	
Cataloguing and Metadata Librarian
IT Support Technician





	Main duties and responsibilities 


	


	1
	Administer the software systems used to support library operations, including but not limited to the library management system, discovery service, web proxy server, room booking system, website CMS, and digital archive system.


	2
	Develop and maintain apps and integrations to support library operations, such as for library card production, integration with door access control systems, past exam papers and Masters dissertations web apps.


	3
	Lead on the selection, procurement and implementation of new and replacement software systems to support library operations, liaising with vendors and the university’s Purchasing Services and Digital, Data & Technology departments.


	4
	Support library colleagues’ use of library systems and IT generally, contribute to process improvement projects, troubleshoot software issues and log software faults with vendors.


	5
	Manage the methods of access and linking to online resources and library systems, ensuring effective access for users on and off campus, and for different groups of users such as alumni and visitors. Support the Acquisitions and E-resources teams with responding to access and linking issues reported by users.


	6
	Produce data and reports from library and university systems to support library operations, and for statistical returns and Freedom of Information requests.


	7
	Manage the cataloguing and metadata team and oversee the supply of bibliographic and inventory records from vendors, ensuring appropriate completeness, quality and value for money of metadata records are maintained.


	8
	Manage purchases and subscription renewals for software systems, and manage the library’s budget for software, hardware and consumables.


	9
	Lead the library’s Digital Strategy and Operations Group which identifies and recommends new digital solutions and monitors the development and implementation of new services.


	10
	Represent the library on university-wide software procurement and implementation projects, such as for the managed print service.


	11
	Represent the library on software product user groups, contributing to enhancement request processes and participating in meetings and conferences. 


	12
	Identify and mitigate (as far as possible) risks in the business continuity of our systems,


	13
	Deputise for the Head of Library Operational Services as required.


	
	

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager.  You are required to follow all University policies and procedures at all times and take account of University guidance
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	Criteria:  Qualifications and Training

	Essential
	Desirable

	Library qualification to at least undergraduate level
	[image: ]
	

	Chartership OR Fellowship with CILIP (Chartered Institute of Library and Information Professionals) or equivalent international qualification or clear commitment to achieve it if not yet awarded
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	Criteria:  Knowledge and Experience

	Essential
	Desirable

	Experience of leading and managing teams effectively 
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	Experience of working strategically within an Academic Library
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	Experience of representing the University or other organisation at national level
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	Demonstrable knowledge of bibliographic markets, trends and standards
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	Experience of using evidence and data to inform strategic and service-level decisions
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	Demonstrable experience of successful negotiation with publishers and suppliers
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	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Display a strategic mindset, with the ability to contribute towards and influence library-wide discussion and initiatives 
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	Display strong leadership and an inclusive and collegiate management style
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	Demonstrate a flexible approach to problem-solving 
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	Demonstrate confidence and accuracy in using financial and statistical data and IT systems
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	Be an excellent communicator, both verbally and in all forms of written communication and for all audiences
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	Demonstrate an exceptional customer service focus and a proactive and agile approach to service provision
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	Work effectively within deadlines, prioritising your own and others’ workloads
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	Display a versatile, adaptable and enthusiastic attitude
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	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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