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Job Description 

	Job title
	Resource Delivery and Acquisitions Information Specialist

	Department
	Library

	Grade
	FA4




	Job purpose (a brief summary of the role)
	This role is in the Collections Acquisitions team, within the Collections and Discovery section of the Library.

To enable and maintain access to Library e-resources. To ensure the efficient acquisition, addition to stock and management of print and electronic serials and to contribute to the development of digital information services. Day to day management of inter-library lending and document delivery services, and digitisation of Library and Archive materials.  

	Duties and responsibilities
	1. Service Delivery: 
· Responsible for day-to-day service delivery of document supply, inter library loan and digitisation services, handling complex requests, service performance, to ensure relevant and appropriate items are obtained and made available to the customer in a timely and responsive manner. 
· To facilitate the acquisition of texts in alternative formats and, using appropriate software, to make reading list materials fully accessible. 
· To take responsibility for the day-to-day management of any automated systems, to ensure full support on electronic resources available to Library users, the accurate representation of resources information and enforcement of necessary access requirements, relevant to digitised texts, digital resources, and databases. 
· To support in dealing with relevant first-stage enquiries and act as a referral point for more complex issues. 
· To develop and maintain the relevant sections and pages of the Library web site and other information channels/mechanisms to ensure staff and users are fully informed about access to e resources, services, and collections. 
· To carry out all necessary bibliographical amendments to existing catalogue records and to undertake retrospective cataloguing as required. 
 
2. Service Development: 
· To review, develop and recommend or provide input to service development and modification of policies and procedures, including staffing changes and the development of new working practices. Implement improvements and digital library service developments as agreed to maintain a high quality and efficient service, undertaking project work as required. 
 
3. Staff Management: 
· To supervise the team, undertaking recruitment and appraisal of staff, handling disciplinary / performance matters, and providing training and support as required.  
· To monitor workflow, deploying staff and employing appropriate practices to smooth out peaks and troughs of business demand and plan staffing in conjunction with relevant managers. 
 
4. Compliance: 
· To ensure compliance with any Copyright and other legal/statutory requirements in the supply and provision of Library resources, obtaining guidance and support from Library and/or University/external parties as required. 
· To ensure required processes and procedures which supports the acquisition of resources is maintained in line with University and Library policy requirements.  
 
5. Financial:  
· To complete all necessary financial procedures and processes in accordance with the University’s and Library’s policy and procedures to ensure effective and timely payment of subscription renewal invoices and to maintain accurate records of payment. 
· To communicate with agents and publishers on all matters related to procurement/delivery of materials and subscription fulfilment to ensure continuity of supply. 
 
6. Management Information  
· To collect and analyse management information on relevant activities, determining allocations and reporting appropriately. 
 
· 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
	Recent experience of working in a library/information or customer service environment
	A,B,C & D
	E3
	Experience of successfully working as a team and across teams, building relationships, sharing information, and contributing actively towards service goals
	A,B,C & D
	E4
	Sound knowledge of a range of information sources/digital resources/authentication services and how these are used and being developed in an academic environment
	A,B,C & D
	E5
	Extensive knowledge of UK inter lending and copyright law in relation to document delivery
	A,B,C & D
	E6
	Proficient IT skills with good working knowledge of Microsoft Office applications
	A,B,C & D
	E7
	Skilled at effective team management and motivation
	A,B,C & D
	E8
	Excellent communication and interpersonal skills
	A,B,C & D
	E9
	Ability to prioritise and manage own workload with minimal supervision
	A,B,C & D
	E10
	A thorough, methodical, and flexible approach with a high level of problem-solving skills
	A,B,C & D
	E11
	A positive attitude to customer service and experience of handling customer enquiries
	A,B,C & D
	E12
	A commitment to continuous professional development and learning new skills
	A,C & D
	E13
	
	Choose an item.
	E14
	
	Choose an item.
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Project management skills
	A
	D2
	
	Choose an item.
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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