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Job Description 

	Job title
	Open Research Information Specialist 

	Department
	Library – Research and Academic Services

	Grade
	FA4




	Job purpose (a brief summary of the role)
	This role is part of a specialist team providing support for excellent research and innovation practices at the University of Warwick.

The postholder will support the Open Access Officer in providing training, advice, and support for researchers on all aspects of Open Access policy and practice. They will also support advocacy and awareness raising campaigns which ensure researchers are kept up to date with a rapidly changing landscape, in particular on updated requirements from both funders and future REF requirements. 

The postholder will work with the Research Data Officer on advocacy and awareness raising campaigns to ensure all researchers have a clear understanding of the principles and practice of research data management. They will also support the delivery of training and advice for researchers in this field.

The postholder will provide support across the team, managing and triaging enquiries and supporting a range of activities as required.


	Duties and responsibilities
	Advocacy and training
To support the development and maintenance of an OA advocacy programme at the University of Warwick, and create publicity materials, by:
· Working closely with the Open Access Officer to deliver and keep up to date a portfolio of advocacy messages for all parts of the research community at Warwick.  This may include communicating directly with researchers, research administrators in departments and relevant professional services colleagues. 
· Working with the Open Access Officer and the Research Data Officer to support the design and delivery of advocacy, outreach, training and promotion materials and activities to promote best practice in open access and research data management, and to increase researcher engagement with relevant policies and services.
· Working with the Open Access Officer and the Research Data Officer to ensure library staff are equipped with the appropriate level of Open Access and RDM knowledge and skills so that agreed service levels and service models can be sustained.

Enquiry management and advice 
To support the Open Access Officer and the Research Data Officer in providing advice to the Warwick research community on open access; funder requirements for open access; and research data management principles and policies by:
· Keeping up to date with developments in Open Access and Research Data Management, and with changing requirements of funding bodies to inform responses to queries. 
· Working with the Open Access Officer and the Research Data Officer to create and curate a set of standardised responses to FAQs.
· Working with the Open Access Officer and the Research Data Officer to provide timely responses to enquiries to the service team mailboxes – following protocols and triaging queries using standardised responses where appropriate - to ensure all enquiries are handled efficiently and effectively.

Admin support 
To support the Open Access Officer in administering APC budgets by:
· Supporting the Open Access Officer to ensure that requests for funding are dealt with in a timely way.
· Assisting in the administration of open access funds, including processing applications and advising on funder and publisher policies.
· Working with the E-repository Team in maintaining repository research output metadata, including responses to requests from academics requiring help and advice to deposit their data, and ensuring compliance with relevant Open Access policies.

CPD
· To engage with training and learning opportunities in order to develop skills and knowledge. In particular to engage with the Mercian Collaboration and to keep up to date with developments in University Libraries.

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
	Degree or equivalent experience
	A
	E2
	The ability to communicate information effectively and clearly to a range of audiences both in writing and verbally
	A,C & D
	E3
	The ability to work independently, effectively and use own initiative to handle competing demands and determine priorities within set parameters - planning and reporting on own workload as well as organising and supervising others.
	A & C
	E4
	Good interpersonal, networking and influencing skills. Able to contribute to team efficiency through sharing information and constructively supporting others and able to build strong relationships with a variety of stakeholders.
	A & C
	E5
	Good understanding of excellent customer service and a commitment to delivery.
	A & C
	E6
	Understanding of and interest in the academic research landscape, and in open access methodologies and research data management in particular, along with a commitment to keeping up to date with new developments, and their implications for service delivery
	A & C
	E7
	Good level of computer literacy including Microsoft Office programmes, web and video-editing skills, and familiarity with new technologies and their potential for the development of library services.
	A & C
	E8
	Experience of project work, from initiation to final reporting. Ability to handle competing demands and priorities, and remain focused to deliver work to agreed timescales
	A & C
	E9
	A service-oriented and flexible approach.  Takes on new approaches and methods willingly and helps others see the need and benefits of implementing changes.
	A & C
	E10
	
	Choose an item.
	E11
	
	Choose an item.
	E12
	
	Choose an item.
	E13
	
	Choose an item.
	E14
	
	Choose an item.
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Previous experience working in an academic research library, or other appropriate academic setting
	A & C
	D2
	An understanding of research processes in HE and an ability to empathise with those engaged in research is desirable.
	A & C
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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