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Job Description 

	Job title
	Research and Academic Support Information Specialist

	Department
	Library

	Grade
	FA4




	Job purpose (a brief summary of the role)
	
The role of the Academic Support Team is to engage with academic departments and to provide expert and tailored support for their teaching and research needs. 

The main responsibility of this role is to work with Research and Academic Support Librarians in providing information and advice for students and researchers, and to assist with information research skills training.






	Duties and responsibilities
	1) Information Skills Teaching
· To support the Research and Academic Support Librarians in planning developing and evaluating a programme of information skills teaching. This could include supporting the development of session content, supporting the delivery of sessions, collecting, evaluating, and reporting feedback and making recommendations for future improvement.
· In consultation with Research and Academic Support Librarians, to develop generic learning materials, including digital learning objects, which can act as building blocks in the delivery of information and research skills training.
· To support Research and Academic Support Librarians in the delivery of relevant skills sessions e.g. welcome tours, induction sessions, information skills sessions, and hosting Library events.  

2) Academic Liaison
· To support Research and Academic Support Librarians in liaising with academic departments. This might entail the circulation of routine communications to academic contacts and/or attending and reporting back from Staff Student Committee Meetings.

3) Enquiry Support
· Using the JIRA enquiry management system, to support Research and Academic Support Librarians in responding to queries from Library users. To provide accurate and comprehensive responses to queries, and to refer to Research and Academic Support Librarians when appropriate.
· Liaising with colleagues in RADA (Resource Acquisition and Digital Access) regarding queries from students and staff related to resources required for teaching and research, and regarding reading lists in Talis Aspire.

4) Communication and Advocacy
· To help develop and produce advocacy tools for the Research and Academic Support Librarians using a variety of channels, including social media, news items and web pages.  To highlight new / under used resources and to raise awareness of the advice and support offered by the team. In particular to support the Research and Academic Support Librarians in creating engaging subject information guides on the LibGuides platform.

5) Collections Engagement
· To provide support to Research and Academic Support Librarians in projects to develop and diversify Library collections. This might involve working with student partners to gather feedback on gaps in the collection for subsequent enhancement or diversification; identifying and reporting on potential content to achieve these outcomes; providing support for the creation of diverse reading lists. Work in this area may also include supporting the use of collections in teaching through the administration of bulk loans or the provision of material for teaching sessions or displays.

6) 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
	Educated to degree level/equivalent or equivalent significant work 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
	Strong organisational, communication and interpersonal skills.  Understands the workloads and priorities of others.
	A & C
	E4
	Team working skills including the ability to work both independently and collaboratively to support project and team goals.
	A & C
	E5
	Good understanding of excellent customer service and a commitment to delivery.
	A & C
	E6
	Understanding of and interest in modern teaching and learning methods, including e-learning and a commitment to keeping up to date with new educational practices and technologies, and their implications for service delivery.
	A,C & D
	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 of working in an academic/specialist library or educational environment in a customer focussed role
	A
	D2
	An understanding of teaching and learning processes in HE and an ability to empathise with those engaged in teaching and learning is desirable.
	A & C
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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