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Job Description 

	Job title
	Open Access Officer

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	The post holder will support the University’s drive towards open access, particularly the wide dissemination of research publications and other research outputs.  Activities include advocacy for open access in all areas of the institution; support and advice for researchers navigating the fast-changing open access landscape, particularly when meeting funder requirements for open access and overseeing the administration of University budgets for open access publishing.  The post holder will also play a key part in future strategies and projects designed to develop the services provided to support open access.

The post holder will provide advice to departments and to senior colleagues on the impact of developments in the OA publishing environment.  The post holder will work closely with the academic community, with colleagues across the Library, and with colleagues in other departments, particularly Research and Impact Services. They will establish and maintain close links with internal and external stakeholders concerned with the dissemination and impact of research, publishing and the wider OA movement. The post holder will be responsible for line management of a member of the Open Research Team.

Open access is a role that permeates a wide range of academic and administrative life in the current environment and the work of the role will involve dealing with senior academics, including the Pro-Vice Chancellors as part of a programme of change to academic culture.  Therefore, the post holder will need to have a strong conviction in the work they are doing as well as an ability to handle robust debate and conversation.


	Duties and responsibilities
	1. Develop and maintain an OA advocacy programme at the University of Warwick, and create publicity materials, by:
· Working closely with the Open Research Manager and the E-Repositories Manager to frame, agree, deliver, and keep up to date a portfolio of advocacy messages for all parts of the research community at Warwick.  This includes forming good relations with researchers, research administrators in departments and relevant professional services colleagues. 
· Develop training materials and facilitate training events on OA issues for specific groups within the institution and ensure the effective maintenance of training materials and content e.g. user documentation, teaching support materials, web pages, etc.
· Identify innovative and frictionless systems, workflows, and processes to establish and nurture a culture of open scholarship and research.

2. To provide expert advice to the Warwick research community on open access and funder requirements for open access, by:
· Maintaining awareness of policy developments in the UK and internationally, making recommendations for their effective and efficient implementation.
· Keeping up to date with changing requirements of funding bodies and ensuring that the right information is provided to the right audiences at the right time. 
· Providing timely and accurate advice is available to support publishing strategies by ensuring enquires to the service team mailboxes are handled efficiently and effectively, with protocols in place to cover planned and unplanned leave.
· Find creative and engaging ways to build knowledge and skills of Academic Support Librarians on issues related to open access publishing and the challenges and opportunities this creates for academic colleagues.  
· Liaise with external bodies and stakeholders as required, e.g. research funders, publishers, Jisc and others.

3. To monitor and report on APC budgets, make recommendations for new OA investment, and propose relevant OA content purchasing/content creation initiatives, collaborating with colleagues to seek external funding to support such initiatives where appropriate:
· Ensuring that grants provided by funding bodies are used appropriately to support OA policies and providing financial and management information reports as required by the institution and grant providers.
· Making recommendations to the Open Research Group on OA policy implementation at the University and the effective use of OA budgets, providing relevant management information.
· Agreeing procedures with the Finance Office for payment of APCs and administering budgets and recommending initiatives that may improve value for money or facilitate the uptake by researchers.
· Working collaboratively with colleagues and external peers to analyse the costs of OA publishing and dissemination and seek best value for money.
· Undertake projects to implement innovative practices that improve efficiency, increase engagement, and ensure cost effectiveness. Where relevant, collaborate with colleagues to create competitive bids to secure external funding.


To undertake additional duties as required.








	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
	A first degree or equivalent experience. 
	A
	E2
	Experience of working with a service supporting open access, preferably within Higher Education or other research environments. 
	A & C
	E3
	Experience of working in a customer focussed environment. 
	A & C
	E4
	Experience of managing a budget and of budget planning. 
	A & C
	E5
	In-depth knowledge of current issues in scholarly communication, including detailed knowledge of open access principles and contentions as well as familiarity with legal issues relating to open access. 
	A & C
	E6
	Understanding researchers’ needs and workflows around research dissemination and outputs. 
	A & C
	E7
	Excellent written and oral communication skills, proven presentation skills and an ability to tailor information to different audiences (both technical and non-technical). 
	A & C
	E8
	A demonstrated ability to communicate with colleagues at all levels; including approachability, diplomacy and confidence in dealing with a wide range of University staff, including tact and assertiveness as appropriate and an ability to maintain effective working relationships with staff at all levels within the University and with external project partners. 
	A,C & D
	E9
	Excellent organisational, planning, and problem-solving skills, particularly good attention to detail, high level of accuracy and methodical record-keeping skills. 
	C
	E10
	Flexibility to work independently or within a team context as required. 
	A & C
	E11
	A customer-focused approach to the delivery of high-quality support services. 
	A & C
	E12
	Proficient use of standard office software and familiarity with file format options. 
	A
	E13
	Ability to prioritise or schedule work in the face of conflicting demands. 
	A
	E14
	Champions equality, diversity and inclusivity in professional behaviours and working practices.
	A
	E15
	An understanding of the principles and practice of effective project delivery.
	A & C



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Postgraduate qualification in a relevant discipline. 
	A
	D2
	Experience of undertaking postgraduate research.
	A
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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