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Job Description 

	Job title
	Subscriptions Officer  

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	To effectively manage the licensing and subscriptions to an extensive portfolio of subscribed resources, predominantly in a digital format including online journals, databases, and e-books in a dynamic and fast-changing environment. The post is one of the senior staff within the team, working to deliver timely, cost-effective, compliant and responsive services which underpin and enhance the customer experience. You will lead our direct negotiations with suppliers to ensure value-for-money, and optimal licensing terms.  

The position will be responsible for the review and analysis of consortia and national deals for subscribed content to ensure that the Library’s resource budget is spent effectively, liaising with colleagues within the University and external suppliers. Core to this is the analysis of usage and cost data and the provision of statistical and qualitative reporting to senior managers. You will sit on appropriate Library groups, and provide expert advice to colleagues on licensing, authentication, budgeting and access management for digital resources. The Subscriptions Officer will supervise two full-time staff supporting the work of serials management, digital access and database licensing/invoicing coordination.


	Duties and responsibilities
	1. Service Delivery 
To manage the licensing and subscriptions of resources, mainly digital ensuring these are seamlessly available to support the University’s teaching learning and research agenda. This includes:
· Managing subscription resources through the establishment of product trials, access management, record maintenance, timely new subscriptions and renewals, and ongoing supplier relations in compliance with university and library policies and procedures 
· Liaising and negotiating with service providers, publishers and agents, both as part of the negotiating process prior to purchase and in order to ensure ongoing access to resources. 
· Fosters and maintains connections with suppliers and publishers in order to stay informed about emerging products that would enhance learning, teaching and research.  
· Advocates with suppliers and publishers for the enhancement or creation of products that align more effectively with university needs, including open access. 
· Managing and negotiating license agreements and contract renewals with both internal and external stakeholders, ensuring cost-effectiveness and optimal licensing terms. 
· Developing and maintaining policies, agile procedures, and other types of documentation in collaboration with other internal stakeholders. 
· Investigating and resolving more complex issues around access and authentication for digital resources. 
· Liaison on transformational, post-transformational and other emergent and innovative agreements with internal and external stakeholders, and recommendations to the library leadership team. 
2. Compliance & Licensing 
To manage the licensing and subscriptions of resources in conjunction with the other Resources colleagues, to ensure access and availability of resources. This will include: 
· Checking licences for electronic resources prior to signing 
 
· Maintain and oversee an electronic resources management (ERM) system, and use of other systems to ensure accurate records on licensing and subscriptions terms and conditions. 
 
· Analyzing and reporting on electronic resource data and usage statistics, such as Counter 5 reports, turn-aways, as well as viewing historical trends and anticipating future trends. 
· Reviewing regularly/as required terms and conditions for digital resources to ensure compliance and, where licences do not meet the requirements of the university, negotiate most favourable terms with relevant supplier or publisher and ensure appropriate action is taken to ensure compliance. This may require amendments to membership/user access privileges and the guidance presented to Library users. 
· Providing guidance on electronic resources licence and access enquiries 
· Reviewing terms, conditions and financial aspects of digital subscriptions, deals and packages and providing advice to inform purchase decisions.  
· Maintaining a knowledge base of issues relating to access rights under the licences, and information relating to expiry and renewal dates of deals. 
 
3. Service Development 
To improve and maximise service delivery, efficiency, and effectiveness by:  
· Analysing customer feedback to inform planning and services, monitoring trends in resource acquisition and exploring opportunities for new service provision, including technical or service innovation.  
 
· Improving service efficiency by reviewing and developing lean workflows  
· Participate in considering workflow demands and priorities, identifying solutions and developing procedures identifying and developing improvements/modifications to Library and other systems, for example, the Library Management System and Electronic Resource Management system keeping abreast of external developments in digital resource and serials service delivery and management, identify and recommend/implement best practice improvements.  
 
4. Staff Management  
 
Ensuring the delivery of assigned objectives in the team’s operational plan, reporting to the wider Library as required. 
 
To manage motivate and develop the team, directly line managing members of the team as assigned, working collaboratively with other line managers as appropriate. Undertake recruitment and selection, induction, training, performance management and annual Staff Development Reviews. 
 
 
 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
	Experience with or working knowledge of relevant standards, initiatives, tools, and services, such as COUNTER, SUSHI, OpenURL resovers, and proxy servers such as EZProxy and SSO
	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
	In-depth understanding of the acquisition lifecycle relating to serials and e-resources, including e-books and developments in digital resource management, access protocols and mechanisms
	A,B,C & D
	E6
	Excellent understanding of the current complex procurement landscape for digital resources within the Library/HE sector
	A,B,C & D
	E7
	Ability to accurately interpret purchasing contracts and licence documentation and negotiate effectively to obtain improved terms/price
	A,B,C & D
	E8
	Experience of managing staff and ability to lead and build a team
	A,B,C & D
	E9
	Strong interpersonal and communication skills
	A,B,C & D
	E10
	Proficient IT skills and experience of Microsoft Office programmes
	A,B,C & D
	E11
	Strong organisational skills, able to handle competing demands and priorities and remain focused
	A,B,C & D
	E12
	Attention to detail, accurate and numerate and able to analyse and interpret data and assimilate complex information quickly
	A,B,C & D
	E13
	Ability to think laterally to propose and deliver solutions to difficult problems
	A,B,C & D
	E14
	The ability to work both independently and collaboratively. Experience of working successfully as part of a team and quickly building strong professional relationships
	A,B,C & D
	E15
	Ability to be extremely flexible, resourceful and independent in your approach to working in a challenging environment
	A,B,C & D



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	
	Choose an item.

	D2
	
	Choose an item.

	D3
	
	Choose an item.

	D4
	
	Choose an item.
	D5
	
	Choose an item.
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