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Role description form 
This role is intended for the use in the following processes: Evaluation of a new role, Re-evaluation of an existing role and appeal of a Job Evaluation panel decision. You will need to submit a business case and attach an org chart with this form. Please select which applies from the following
Evaluation of a new role☐         Re-evaluation of an existing role/updates to role (Please use Track Changes to original RDF) ☒          Appeal of a JE panel decision☐
	[bookmark: _Hlk87532137]Job Title / Previous job title* *re-evaluation only
	Digital Scholarship Officer 

	Job Holder/s (if applicable): 
	Vacant

	Department:
	Library

	 Sub-Department:
	Research and Academic Services 

	Responsible to
(title and name):
	Digital Scholarship Manager


	Responsible for (title and numbers):
	Digitisation Assistant




	Job Purpose: Please include a brief description of the key purpose of the role (min 100 words)

	
The primary role is to leverage expert knowledge of digital scholarship, applying this knowledge to ensure a pipeline of innovation through projects and in-service improvements. 

The postholder will contribute to the design, development and delivery of substantive new digital scholarship services.  This role will contribute to the University’s ability to meet core strategic goals relating to learning, teaching, research, and a positive lifelong learning experience.



	Principal accountabilities (this section is the same as Duties and Responsibilities on the Job description) 

Please list principal accountabilities in priority order and giving an estimate time spent on each activity over the course of a year. The percentage in time must add up to 100% and cannot be less than 5%. You may group these under several headers within the section
	 % of time allocated to each accountability 

	1) Responsible for:
· Developing strategies and approaches to digital scholarship, whether embedded in the curriculum or co-curricular.
· Creating, delivering, and evaluating innovative sustainable and scalable digital scholarship services based on expert knowledge sharing best practice and re-purposing where appropriate.
· Providing advice to colleagues engaged in creating and implementing innovative digital experiences for students and researchers, working in partnership with academic and professional services colleagues.
· Apply professional knowledge of digital scholarship, ensuring that approaches are quality assured and pedagogically sound, managing resources effectively.
Lead an innovative digital scholarship approach through:
· Investigating developments in research, teaching, learning and assessment methods and techniques. 
· Providing staff development and individual guidance to enhance the practice of staff in their delivery of support to all cohorts. Contribute to sector and University networks, benchmarking best practice.

2) Contribute to services, including expert individual consultations, developing, and delivering group sessions, training, and guidance. This will include advising on digital humanities and digital scholarship topics e.g. creation and application of tools in text-mining, virtual reality, data visualisation, image, and sound manipulation. 

3) Manage and contribute to fixed term institutional projects, including externally funded projects with national project partners, negotiating with stakeholders, and ensuring requirements are delivered to timescale.  To deliver services and projects in a timely and effective way. Assess user feedback to iteratively improve services.

4) Provides expert advice and guidance in consultations and group training, enhancing student and researcher skills, knowledge, and experience. 

As required, undertake any other duties commensurate with the role.
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	Knowledge, Skills and Experience (this Section contains the same information as the Person Specification in a job description). 
Please select what are the Desirable and Essential skills for the role holder by marking with an (E) or (D) (Max.15 Essential and 5 Desirable in total) 

	Qualifications (or equivalent experience)
	· Skill level equivalent to achievement of Library Information Management HND, Degree, NVQ4 or basic professional qualification or equivalent experience. (E)

	Professional Qualifications
	· Membership of CILIP or other relevant professional body (D)
· Fellowship or Associate Fellowship of Higher Education Academy (D)

	Previous Experience
	· Experience of working in Digital Humanities or a similar environment which combines academic or other activity with digital solutions. (E)
· Demonstrable experience planning and managing digital humanities or other projects, with the ability to implement effectively within a fixed term period. (E)
· Proven experience of planning and progressing work activities within broad professional guidelines and/or broad organisational policy. (E)

	· Knowledge and Skills
	· Able to apply an awareness of principles and trends in a specialist or professional field and an awareness of how this affects activities in the University. (E)
· Proficient with technologies currently used in Digital Humanities and archival projects, such as digitisation, digital asset management, infrastructure and networking, and common DH software. (E)

	Other Information
	· Highly engaged with developments in the Higher Education sector, particularly within the research & innovation environment. (E)
· Highly self-motivated, with an enquiring mind, high personal work standards and ethics, with excellent attention to detail, personable and approachable (E)
· able to work effectively with a wide range of colleagues and accommodate their differing approaches and styles (E)



	[bookmark: _Hlk88642449]Dimensions -please answer the questions below in as much detail as possible 

	Financial 

	What financial responsibility does the role holder have?
	Delivery of small, allocated budget of up to £50,000

	Does the role holder have direct responsibility for a budget or income stream? If so, please provide details.
	No 

	Operational

	Describe the Operational impact that the role has across the function or wider institution.

	The Digital Scholarship Officer will work closely with a range of academic and professional services stakeholders to develop and implement a suite of training and advice tools to support researchers in developing skills, funding bids and projects. They will be instrumental in continuing the work to establish the Library as a beacon for long-term Digital Humanities support at the University.

	 Staffing 

	Is the role holder required to supervise other members of staff?  If yes, what does that supervision involve?
	Line management responsibility for FA2 Digitisation Assistant role via regular 1:1 meetings and setting goals via PDR. Working closely with MRC Manager and Head of Archives and Special Collections to agree priorities specifically with regard to archive digitisation projects.

	Who does the role holder receive supervision from? Describe the level of supervision received?
	Light supervision from line manager but expected to work proactively and independently to deliver goals and agreed outcomes.

	Planning and organising 

	What is the furthest ahead the role holder is required to plan for? 
	Daily: ☐ Weekly:  ☐ Monthly: ☐   Quarterly: x Yearly: ☐ Longer: ☐ 

	Which Principal Accountability does this relate to?

	Developing strategies and approaches to digital scholarship, whether embedded in the curriculum or co-curricular.

	Describe the planning activity the role holder is required to undertake. 

	Manage and contribute to fixed term institutional projects, including externally funded projects with national project partners, negotiating with stakeholders, and ensuring requirements are delivered to timescale.





	Communication
	

	Who will the role holder communicate with on a regular basis and how?
Describe the context and the purpose of communicating with stakeholders. 

	Other members of the department/University staff.
External customers
Relevant suppliers and external contacts
Faculties and Professional Service

	Decision making 
	

	Typical Decision the role would be expected to make
	Best approach to dealing with a semi-complex digital enquiry query – assessing best methodology or tools to deliver the outcome desired

	Most Complex Decision the role would be required to make 
	Conceiving, writing, and delivering new training materials



	Supplementary information

	Special circumstances:
	

	Do you anticipate the role requires a DBS check? 
	Yes ☐ -  Please fill the DBS Eligibility Assessment Form 
No ☒


Signatures and checklist 
	Signed by:
	

	Organisation chart 
	I have included an org. chart with this form for submission ☐
The org. chart contains Job Titles   ☐
The job titles on the org. chart match Job titles in Success Factors ☐

	Business case 
	I have attached a Business Case with this form ☐


Please ensure that the form is signed by all required individuals; Forms without signature may cause delays in processing.  Please send the form to your relevant HR BP for signature        
Date Completed:                                                    
Head of Department:  Anna O’Neill		Date: 30.09.2024
Line Manager:  Sofia Fernandez 			Date: 30.09.2024                                 
HR Business Partner: Ana Garcia                  	Date: 05.10.2024
HR Manager: Leonie Walls                                   	Date: 05.10.2024             
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