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JE04983 Assistant Research Support Librarian
JOB DESCRIPTION 

Faculty / School or Division: Library Services
Faculty/School or Division Address:   Augustine’s Courtyard, Orchard Lane, Bristol, BS1 5DS

	Job Family:
	Professional & Administrative Services
	Grade:  
	I
	Salary range:
	

	Hours of work:
	
	Contract type:
	

	Work pattern:
	
	Vacancy Reference Number:




Main Job Purpose 

The post provides specialist support to the Research Support team within the Library in the implementation of policies, procedures, activities and day to day operation of the services, including Research Data Management, Open Access and Research Metrics.

The post-holder will be expected to contribute to the ongoing development and improvement of existing operational policies and procedures as appropriate.
Standard Responsibilities
1. Produce and analyse  quantitative and qualitative statistical reports and analyse and report the information to support the work of the Research Support team
2. Monitor and support compliance with funder and government policies, e.g.  the submission of data management plans to funding bodies
3. Provide specialist advice and support to researchers and professional services staff on research policies, processes, and best practice, particularly in areas such as Open Research and research data management.
4. Deliver  specialist administrative support for working groups and projects boards within Research Services as appropriate for example ensuring that due diligence checks have been carried out on any requests for restricted research data and preparing the documentation for the University’s Data Access Committee
5. Design, organise and assist in the creation and delivery of training sessions to research and professional services staff
6. Maintain and enhance research support  guidance and resource , including authoring and updating Library web pages relating to research support
7. Represent the Research support team at Faculty/School/Library meetings to ensure that issues are appropriately represented, recorded and communicated
8. Manage and  respond independently to complex enquiries relating to Research Support, exercising professional  judgement and initiative to deal with any unforeseen problems
9. Review and access research data  submissions to the University research data repository, and assess suitability for publication
10. Build effective relationships and negotiate and influence,  to balance competing priorities, identify opportunities for innovative solutions to an appropriate level and within parameters agreed with senior colleagues

Additional Responsibilities (if applicable)

SafePod Coordinator

Relationships 

Line manager:  Research Support Librarian

Line manager to (where appropriate):  n/a

Job Hazards and Pre-employment Checks
Please include details of what pre-employment checks the role requires eg health screening and DBS 
(Please refer to the guidance notes at: http://www.bristol.ac.uk/hr/resourcing/practicalguidance/appointment/checks.html)

DBS CHECK



PERSON SPECIFICATION

Standard Skills, Knowledge & Experience Required 
	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	Extensive practical experience of working in an information service

	x
	
	A/I

	Experience and/or knowledge of working with digital library applications in an HE environment

	x
	
	A/I

	High level of ICT skills including web authorship

	x
	
	A/I

	Flexible and adaptable collaborative approach to service delivery and problem resolution

	x
	
	I/O

	Proven statistical and/or financial knowledge and experience

	x
	
	A/I

	· Excellent verbal and written communication and interpersonal skills

	x
	
	

	· Ability to receive, understand and convey complex information

	x
	
	

	· Proven analytical and problem solving capability

	x
	
	

	· Flexible and adaptable collaborative approach to service delivery and problem resolution

	x
	
	



Additional Skills, Knowledge & Experience (if applicable)


	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	Understanding of Open Research (Open Access, Open Data)

	
	x
	A/I

	Understanding of research metrics, analytics and impact assessment

	
	x
	A/I


	Postgraduate qualification in Information and Library Management (or currently undertaking qualification)  	Comment by Garima Verma: This should be essential 
	x
	
	A/I





A – Application Form
I – Interview
T – Test or Scenario
O – Other e.g. presentation, focus group
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