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Job Description 

	Job title
	E-Repository Senior Library Assistant

	Department
	Research and Academic Services, Library

	Grade
	FA3




	Job purpose (a brief summary of the role)
	To carry out the day-to-day operations of Warwick’s institutional repositories and research administration system.

The post holder will work with the E-Repositories Team, to receive, process, and compliance check a high volume of the full range of research outputs to a high library standard. The role will support training, resolve enquiries, and provide guidance and support on the repository service.


	Duties and responsibilities
	
1) Collections Management
· Process high-volume and high-quality repository deposits by entering and editing records, referring to bibliographic databases and relevant sources, ensuring accuracy, and handling deposits closest to compliance expiry first. Effectively use the integrated library system, repository management, and related software applications for metadata optimisation, using recognised international standards and resource discovery.
· Convert deposited works to formats suitable for the repositories, for example, by creating coversheets, using scanning equipment, and creating PDF files.

2) Legal and policy compliance
· Check copyright and publisher permissions for self-archiving deposited works using guidance sources such as the national Jisc Open Policy Finder service. Contact publishers as necessary regarding copyright and self-archiving and refer enquiries to the E-Repository Information Specialist as appropriate.
· Administer copyright licences (i.e. Creative Commons open licences) and records for deposited works, filing copies of agreements and keeping records relating to embargoes and third-party content.
· Check repository record metadata against research funder compliance requirements, including support for Research England REF Open Access policy, recording compliance actions, and advising researchers.

3) Working with Stakeholders
· Provide first-line advice and guidance to internal and external stakeholders on repositories’ processes for record discovery, access and open access availability, including conducting on-demand sessions and small outreach events. Organise, prioritise, and process enquiries as necessary. 

4) Publicity, promotion and communications
· Maintain and update service web pages providing information about the University’s repositories and help with the production of marketing/guidance material (e.g. print material, digital signage, newsletters, new staff starters’ mailings, etc.) to raise the profile of the repositories and encourage compliant and timely deposit of research outputs.



5) Administration
· Carry out any other administrative tasks required for the repository service's smooth running and ongoing maintenance. This will include keeping records, recording service teams’ meeting minutes, producing documentation, calculating statistics, and exporting reports relating to the repositories. 
· Undertake small-scale project work, including project supervision for temporary project staff on similar tasks to role.

6) Other
· Undertake continuing personal staff development to maintain a good knowledge of new developments in the UK repository community and changing funder requirements.

As required, undertake 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
	Good general level of education equivalent to achievement of NVQ2, GCSE, Ci and Guilds or equivalence
	A
	E2
	Experience working with online data entry software systems.
	A & C
	E3
	Recent experience of working in a customer-focused service or support role.
	A & C
	E4
	Experience working successfully as a team and contributing actively towards service performance levels.
	A & C
	E5
	Experience in using integrated library systems, repository management systems and/or equivalent software applications.
	A & C
	E6
	Awareness of types of research output and scholarly publications and the principles of metadata standards surrounding bibliographic databases, cataloguing and structured records
	A & C
	E7
	Demonstrates sustained attention to detail in creating structured database records and accuracy when manipulating information from multiple sources.
	A & C
	E8
	Ability to keep accurate records and document processes.
	A & C
	E9
	An awareness of intellectual property rights, including copyright, especially relating to digital works.
	A & C
	E10
	Knowledge of Open Access policies, tools and services in Higher Education.
	A & C
	E11
	A service-oriented and flexible approach, changing working practices as required and promoting these changes to others.
	A & C
	E12
	Ability to organise own workload within set parameters, demonstrating the ability to work efficiently and independently, and solve a range of problems by responding to varying circumstances while identifying risk issues to report within standard operating procedures.
	A & C
	E13
	Good oral and written communication skills and an ability to effectively communicate with different audiences at all levels, tailoring the approach as appropriate.
	A & C
	E14
	Good interpersonal skills, able to contribute to team efficiency through sharing information and constructively supporting others.
	A & C
	E15
	Proficient IT skills, including essential website content management, familiarity with different digital object file formats, computer and internet literacy, including effective use of office software, online tools for distance/collaborative working, and the ability to become familiar with new technologies to support service development.
	A & C



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Experience in analysing data and presenting summary information.
	A & C
	D2
	Knowledge of Creative Commons licensing.
	A & C
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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