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Job Description
	
	Post Title:
	Systems Administrator

	Grade:
	6

	School/Department:
	University Library

	Reports to:
	Systems Manager


Purpose
· To assist in the development and support of information systems and technologies in the Library, including managing day-to-day operations, troubleshooting, system development, staff support and training.
· To establish and maintain links with system suppliers, relevant customer user groups, IT staff and other University staff on systems related matters.
· To contribute to planning and policy-making for Library systems and services.
Main duties and responsibilities
· Day-to-day operations. To ensure the smooth running of the Library’s business systems on a day-to-day basis, including troubleshooting problems with the supplier and IT; supporting Library staff; assisting in the creation of reports and management information; processing and uploading of data; management of the Systems Team email account. 
· Assist with the configuration and operation of the public discovery interfaces for the Library and associated catalogues on campus.
· System development. To assist the Systems Manager in preparing, testing and implementing new system functionality; preparing and testing software upgrades; maintenance and development of the user interfaces (staff and end user); carrying out system configuration.
· Technical support. As a member of the Systems Team, help troubleshoot technical problems in conjunction with IT staff in order to maintain the efficient running of Library services.
· Staff support. To be the initial point of contact for Library staff seeking assistance with systems or technology and to manage any relevant open tickets within the University’s IT enquiry service tool. 
· Staff training. To assist the Systems Manager in demonstrating new system functionality as it arises and in training staff, including the preparation of documentation, as appropriate.
· Assist in the development and maintenance of dashboards to allow all levels of Library staff to analyse and visualise data to support evidence-based decision making across the service.
· Self-service. To monitor and troubleshoot application problems relating to the self-service machines (including payment options), book-sorter, RFID and Digital Library Assistant.
· E-resource management (ERM).  To assist with the daily operation of access routes to e-resources (e.g. proxy servers and federated access).
General responsibilities
· To contribute to policy and planning activities in the Systems Team particularly, and for the Library as a whole, including discussions on strategic and operational issues; to participate in projects designed to review, improve or develop resources and services; to represent the team at meetings, on task forces and in special interest groups within the Library.
· To keep abreast of trends and developments in higher education and library/information services by scanning literature, establishing external contacts and attending professional meetings; to participate in the Library staff development hour programme both as attendee and occasional presenter.
· To participate in specific projects both within the Library, within the University or the wider Library & Information community where necessary or appropriate.
· To undertake any such other Library duties as may reasonably be assigned, including participation in rotas for evening and weekend duties.
Contact
Process Team Managers
IT 
Associate Director (Systems & User Services)
Associate Director (Collections, Research & Planning)
Associate Director (Academic Liaison & Support)
Terms and conditions
Full time, permanent. 
This document outlines the duties required for the time being of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list and the line manager may vary duties from time to time which do not change the general character of the job or the level of responsibility entailed. Staff are appointed to the University Library as a whole and may, if necessary, be required to work anywhere within it.


















Person Specification

	Job Title
	School/Department

	Systems Administrator
	Library


	Criteria
	Essential
	Desirable

	Skills Required


	· Excellent Information Technology skills (familiarity with Windows operating systems (currently Win10, MS Office365) and a desire to learn new ones
· Good analytical, problem solving, and fault-finding skills
· Good oral and written communication skills that allow you to be responsive and proactive in seeking stakeholder feedback.
· Ability to interpret and relay technical information to colleagues within the context of Library operations in a comprehensible manner.
· Ability to work on own initiative and to agreed deadlines. 
	· Knowledge of UNIX and HTML (training will be given and there will be opportunities to learn and develop skills in the LMS application interface).



	Attainment 


	· A first degree in an academic discipline 

	· Chartered or corporate membership of an appropriate professional body, e.g. CILIP
· A postgraduate degree or diploma in library or information science, or equivalent subject area

	Knowledge


	· Familiarity with the use and management of a large, fully integrated library management system
· Familiarity with the use and management of library discovery systems
· Familiarity with the implementation of access to electronic information resources
	· Use of automated accounting system(s) for fiscal year end procedures

	Relevant Experience


	
	· Relevant practical experience in an academic or special library, particularly with respect to systems administration

	Disposition


	· Ability to work effectively in a team as well as individually
· Ability to liaise and network with staff in other sections of the University, (e.g. IT Services) and externally with other systems managers either individually or as part of relevant user/interest groups
· Ability to manage own time, work to and meet deadlines
· Commitment to the continued development of the systems to facilitate the enhancement of the Library service
· Proactive willingness to support colleagues in an open and patient manner
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	Other

	·  Awareness of health and safety and wellbeing at individual level.
· The ability to cope with the physical demands of the work (manual handling, DSE regulations, for example)
	

	Completed by: Samuel Tyler                                                                                                        Date: 22 July 2019
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