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Job Description 

	Job title
	Collections Engagement and Outreach Officer   

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	To play a key role in the Library and Archives’ Civic Engagement strategy, raising awareness of and increasing engagement with the rich and varied collections held by the University Library and Archives.

To work in partnership with colleagues across academic departments and professional services, including the Warwick Institute for Engagement to develop, implement and review outreach activities for the Library and the Modern Records Centre (MRC) with audiences within the University of Warwick and beyond.

To develop and implement strategies to raise the profile of the breadth and depth of the MRC’s archive collections to increase engagement with a wide range of archive materials to support the teaching and research activity of the University.

To work with Research and Academic Support Librarians to develop and implement approaches which will use MRC collections to underpin and support the University’s education and research strategies, including the inclusive education strategy.

To increase engagement with the Library and Archives’ collections through curation of exhibitions and events, both physical and virtual. Working in partnership to co-create with students where appropriate.


	Duties and responsibilities
	1) To work with colleagues across the University to raise the profile of the MRC collections and to embed their use in the curriculum by:
· Working in partnership with colleagues in academic departments and with MRC archivists and Research and Academic Support Librarians to plan and deliver embedded teaching sessions which will develop confidence in working with archival materials, both physical and digital, and a better understanding of the range and depth of MRC collections.
· Working in partnership with MRC archivists and Research and Academic Support Librarians to co-create events and exhibitions (both physical and virtual) to promote the Library and MRC collections and to encourage use for, for example, student dissertations and projects.
· Working with student communities to co-create exhibitions, special lectures, events, etc. To support and facilitate student research projects including, for example, as part of the University’s URSS scheme.

2) To contribute to the Library’s Civic Engagement Strategy by:
· Planning and delivering outreach events and activities to engage with relevant external communities
· Working with local community groups, trade union bodies, and archive services to promote the MRC and its collections through a varied range of engaging activities.
· Working with colleagues in the widening participation team to contribute to the University widening participation strategy through, for example, delivering talks/tours and by developing workshops for school communities and/or teaching staff which give insight into archive and library collections.
· Working with Library colleagues to facilitate visits to anduse of library and archive collections by school groups and individual school students.).  

3) To develop, maintain and analyse appropriate management information (both quantitative and qualitative and to demonstrate the impact of interventions.

4) Partnership working 
· Developing effective partnerships with University colleagues and with the Warwick Institute for Engagement to promote Library and Archives outreach programmes both internally within the University and externally, producing appropriate marketing and advocacy tools  
· keeping abreast of developments in the University and the wider sector through networking and CPD and using this to inform service planning and development.  

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







	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
	Relevant front-line work experience in an academic or specialist information service setting, working with staff and students. 
	A & C
	E3
	Experience of presenting and/or delivering training to large groups and explaining complex information to audiences of all levels 
	A & C
	E4
	Good and up-to-date understanding and knowledge of modern teaching and learning methods, including e-learning developments.
	A & C
	E5
	Good understanding of student needs and an excellent track record of developing user-focused services. 
	A & C
	E6
	Excellent interpersonal and relationship-building skills, working both collaboratively and independently . 
	A & C
	E7
	Excellent written communication skills, including report writing and developing promotional materials. 
	A & C
	E8
	Excellent team working skills with the ability to build and co-ordinate informal teams and motivate staff to achieve goals. 
	A & C
	E9
	Proficient IT skills (including use of Microsoft Office, Social Media, library catalogues and other search tools) and an understanding of how to apply these in an educational setting. 
	A & C
	E10
	Ability to handle competing demands and remain focussed, with excellent time management and organisational skills. 
	A & C
	E11
	Ability to take an innovative and creative approach to service development and decision making. 
	A & C
	E12
	Flexible approach to working hours to meet the demands of outreach programme delivery. 
	A & C
	E13
	Good and up-to-date understanding and knowledge of modern teaching and learning methods, including e-learning developments. 
	A & C



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Possession of an appropriate qualification in educational studies or in archive work/ librarianship/information management
	A
	D2
	Experience of writing successful funding bids 
	A & C
	D3
	A knowledge of archives and their use in teaching and learning
	A & C
	D4
	Good understanding of widening participation issues in Higher Education (kept up to date by CPD) and how they impact on service delivery. 
	A & C
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