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Job Description 

	Job title
	Reading List Officer

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	To manage and take responsibility for the delivery of the reading list service and work with colleagues to ensure the process for the timely acquisition of materials (print/electronic books, multimedia/DVD/streamed video, etc.) required to support the University’s teaching, learning and research agenda.

	Duties and responsibilities
	1. Service Delivery 
To take responsibility for the delivery of an efficient and effective reading list service overseeing the reading list review process and the purchasing of Library resources ensuring that relevant and appropriate items are identified, ordered and added to stock in a timely and responsive manner. 
To manage the service and operational activity from start to finish ensuring the delivery of a seamless, responsive, efficient and effective service, including, but not limited to: 
· the collection and processing of Reading Lists – including the publication of lists on the Library’s Reading List system, working collaboratively with relevant Library teams to encourage the buy-in and adoption of the Library’s Reading List system and thus publication of reading lists. 
· Liaising with relevant teams to ensure the timely acquisition of required Library resources (print/electronic books (monographs & textbooks), multimedia/DVD/streamed video, etc.) required to support the University’s teaching, learning and research agenda. 
· provision of expert guidance and support to Library staff and customers as required and/or undertaking procurement activities as/where required, for example, unusual or complex orders, orders for specialist material. 
· work in conjunction with other teams to improve data available on Library resources available within various systems, e.g. to ensure the Library’s stock holding is accurate and representative.  
 
2. Service Administration & Budget Management 
· To oversee relevant operational budgets ensuring funds are effectively allocated and spend is maintained within agreed budgets. Achieve best value and ensure accessibility aspects are considered in procuring goods or services in line with university requirements, monitoring and reporting on financial activity and performance as required. Maintain accurate records of all acquisition’s activity, reporting issues to the Collections Acquisitions Manager as appropriate. 
 
3. Service Development 
· To monitor and develop/improve service delivery, benchmarking/reviewing performance against agreed local and (if appropriate) national performance levels/standards. Actively deploy staff to meet workflow demands and to maintain/improve, where possible, lead turnaround times. 
· To consider workflow demands and priorities of the team, developing policies and procedures to improve service delivery efficiency & effectiveness. Implement agreed developments, planning and managing the projects, collaborating with/involving wider Library experts/teams as appropriate. 
· To identify and develop improvements/modifications to Library and other systems, for example, the Library Management System and Library’s Reading List system, to maximise efficiency and ensure these continue to support service delivery. 
 
 
 
 
4. Staff Management 
· To manage and develop the team, directly line-managing members of the team as assigned, working collaboratively with other line managers as appropriate. To undertake recruitment and selection, induction, training, performance management and annual Staff Development Reviews. 
 
5. 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
	Educated to degree level or equivalent or significant equivalent work experience
	A
	E2
	Recent relevant supervisory experience
	A,B,C & D
	E3
	Recent procurement or acquisition experience, preferably within an academic environment
	A,B,C & D
	E4
	Recent experience of managing or controlling a budget
	A,B,C & D
	E5
	Experience of managing staff, to lead and build a team
	A,B,C & D
	E6
	Strong interpersonal, communication and influencing skills
	A,B,C & D
	E7
	Proficient IT skills and experience of Microsoft Office programmes
	A,B,C & D
	E8
	Strong organisational skills, able to handle competing demands and priorities and remain focused
	A,B,C & D
	E9
	Attention to detail, accurate and numerate and able to analyse and interpret data and assimilate complex information quickly
	A,B,C & D
	E10
	Ability to think laterally to propose & deliver solutions to difficult problems
	A,B,C & D
	E11
	Ability to work both independently & collaboratively. Experience of working successfully as part of a team and quickly building strong professional relationships
	A,B,C & D
	E12
	Ability to be extremely flexible, resourceful and independent in your approach to working in a challenging environment
	A,B,C & D
	E13
	
	Choose an item.
	E14
	
	Choose an item.
	E15
	
	Choose an item.
	
	
	




	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	To hold or be working towards a Library or Information Science qualification or other relevant qualification, e.g. Procurement qualification
	A
	D2
	Previous experience of creating and modifying bibliographic records
	A
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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