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Job Description 

	Job title
	Digital Experience Information Specialist

	Department
	Library

	Grade
	FA4




	Job purpose (a brief summary of the role)
	
This post sits within a developing Digital Experience team and supporting the delivery of online user interactions with the Library, providing support for an outstanding student digital experience. The main responsibilities of the role are to support aspects of digital student communications interventions to support our student communities, provide support for staff training and development in the digital space, and support service development through evidence-based research, to advocate new approaches and technologies.



	Duties and responsibilities
	
Service Delivery:  
·  To support the operational management of the Library’s online presence. This will include contributing to the production of self-paced e-learning packages (e.g. Moodle), the Library’s website and other digital outputs, to ensure the provision of an outstanding and responsive service to library users. 
· To deliver effective communications to Library users, including contributing to the Library’s website content. 
· To provide support and technical guidance in the production of teaching & learning materials, working with colleagues across the Library. 

Communication and Engagement:
· To produce student communication content (e.g. videos, blog posts and other social media outputs) to support the work of the Library. 
· To deal with general enquiries received via a range of communication methods from students, University staff and external customers, making referrals to other individuals and teams, as appropriate. 
· To maintain awareness of developments in the wider environment through internal or external development activity and networking and to act as a source of information for colleagues.  
· To work closely with colleagues across the Library and other stakeholders, as appropriate (including membership of Library-wide groups). 


Service Development:

· To work with the Digital Experience Development Officer to support service development through evidence-based research: 
· to advocate the adoption of new processes and/or technologies when appropriate. 
· To work with the Digital Experience Development Officer to help plan, deliver and implement a range of projects in support of the work of the Library and in line with the Library strategy. 
· to recognise priorities and deliver tasks to required standards. 
· to monitor progress of projects to agreed plans and targets. 
· To provide administrative support to colleagues within the Learner Services section.  

 
As required carry out 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 skill level equivalent to qualifications or experience. (E) 

	A
	E2
	A service-oriented approach, which responds flexibly to customer demand. (E) 

	A & C
	E3
	The ability to communicate verbal and written information effectively and clearly to a wide range of audiences, tailoring the approach, as appropriate. (E) 

	A & C
	E4
	The ability to use initiative and creativity. (E) 

	A & C
	E5
	Good understanding and knowledge of current teaching and learning methods, e-learning developments, and their service delivery implications. (E) 

	A & C
	E6
	Strong organisational skills, including the ability to prioritise own workload in an organised and methodical manner. (E) 

	A & C
	E7
	Good interpersonal skills and the ability to build strong relationships with a variety of stakeholders. (E) 

	A & C
	E8
	Team working skills, including the ability to work collaboratively and a willingness to contribute new ideas. (E) 
  
	A & C
	E9
	The ability to work independently and use own initiative to identify and select appropriate solutions to problems. (E) 

	A & C
	E10
	Ability to handle competing demands and priorities and remain focused. (E) 
	A & C
	E11
	Self-motivation and the ability to maintain commitment and respond positively to new challenges. (E) 
	A & C
	E12
	Good level of digital literacy including social media, website and video-editing techniques and the ability to quickly become familiar with new technologies to support service development. (E) 
	A & C
	E13
	Operational experience of project work. (E) 
	A & C
	E14
	
	Choose an item.
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Previous experience of working in an academic/specialist library, educational office or educational service environment in a customer focussed role. (D) 
	A
	D2
	An understanding of training and development in the area of digital technologies as well as an ability to empathise with those engaged in these activities. (D) 
	A & C
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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