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Job Description

	Job title
	Resource and Reading List Library Assistant

	Department
	Library

	Grade
	FA2




	Job purpose (a brief summary of the role)
	To contribute to the efficient provision of resources in all formats in support of education and research, and customer service excellence. To assist with the acquisition, development, delivery, and administration for resources needed for learning, teaching and research via reading lists, digitisation, document supply and acquisitions. This role is in the Collections and Acquisitions team, within the Collections and Discovery section of the Library. 


	Duties and responsibilities
	1. To complete a variety of activities within the Library as required to ensure materials are available to meet the customers’ requirements in a timely and efficient manner, following agreed procedures ensuring pre-allocated financial criteria are maintained. For example: 
· the processing of Reading Lists received from academic departments, (e.g. inputting, reviewing/updating lists on the Reading List system and linking to the material)
· assist with the acquisition of resources, (e.g. ordering, receipting, activation, and fast tracking of urgent requests)
· activities enabling access to required resources, (e.g. reservations/click and collect, ‘Get it for me’ services including document supply, scan and deliver, postal loans and interlibrary loans) in a timely manner.
· Maintain timely, accurate data about digital resources in a variety of systems used to enable access to, and usage of, digital resources, such as the library management system, electronic resource management systems, link resolver, and discovery tool.
· to liaise with publishers, vendors, and subscription agents regarding the technical aspects of subscription activation, access to resources, IP registration, usernames, passwords, and any other issues to ensure the smooth delivery of library service delivery.
· process invoices in the library management system, reporting issues as necessary.

2. To assist with the digitisation of Library and Archive documents and materials in whole or in part as appropriate, processing and preparing using relevant equipment and digital technologies to ensure access following prescribed academic and bibliographic conventions, accessibility, and compliance with copyright law and the terms of the Copyright Licensing Agency UK Higher Education scanning licence, To create metadata and piece-level catalogue descriptions (to prescribed standards) for digitised sources, recording references, dates, titles and other information as necessary to aid retrieval of digitised outputs and to publish digitised content online.
 
3. To search a variety of sources to locate and access material held by the Library, suppliers/publishers, or other institutions and to maintain accurate and up-to-date information on resources and users ensuring all library systems are current and appropriate representations of the Library’s stock holding, Library membership and/or Library transactions/activity.
 
4. To provide a range of effective enquiry and support services via communication channels with students, staff and others, e.g. face to face, phone, online etc. This involves answering ad hoc enquiries and provision of advice and support, proactively or reactively, making decisions and taking appropriate action to deal with problems and enquiries including referral to other Library/University teams. Complex/specialised enquiries can be referred to supervisors/appropriate areas.
 
5. To undertake financial management activities, following financial procedures, working within pre-determined budget/financial limits.
 
6. To collect, record and maintain management information and Library statistics providing accurate information on service delivery/performance and to enable Library management to make informed decisions.

Engage in reasonable professional development activities as appropriate.

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 GCSE level, including English and Mathematics or relevant experience
	A
	E2
	Proficient interpersonal skills, including team working together with the ability to work with a diverse range of people
	A,B,C & D
	E3
	Good written and verbal communication skills
	A,B,C & D
	E4
	Proficient IT skills including the ability to use Microsoft Office packages
	A,B,C & D
	E5
	Evidence of working to a high level of accuracy with good attention to detail
	A,B,C & D
	E6
	Well-developed organisational, time management skills and the ability to work under pressure
	A,B,C & D
	E7
	Willing to learn, keen to take on new challenges, accepts and reacts flexibly to change, able to use initiative
	A,B,C & D
	E8
	Seeks to exceed customer expectations, demonstrating a commitment to outstanding service
	A,B,C & D
	E9
	General understanding of what archives are and how they can be used
	A,B,C & D
	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
	Relevant experience in a front-line, face-to-face diverse customer-based environment
	A & C
	D2
	Recent experience of working in a Library, information service or archive setting
	A
	D3
	Knowledge of image capture as well as experience of file formats and OCR software/photographic software
	A
	D4
	Knowledge of authentication and discovery systems and services
	A & C
	D5
	
	Choose an item.
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