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Job Description

Post Title:	Systems Manager

Grade:	Professional and Managerial Grade 7

Faculty/Department:	Student & Academic Services Directorate / Library

Reports to:	Associate Director (Systems & User Services)

Responsible for:	Systems Administrator

Purpose

· To manage, develop and support information systems and technology within the Library
· To take a lead role in the development and exploitation of information systems and web technologies in the delivery of library and information services,
· To establish and maintain links with the system suppliers, relevant customer user groups, IT services 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

1. To manage, monitor, and improve the Library systems operations, directly and in liaison with other Library Managers, for greatest possible effectiveness, 
2. To manage, and provide technical advice for, all Library systems.
3. To keep abreast of new developments and technologies as they emerge and assess implications for the Library in order to advise and update the Senior Management Team,
4. To plan and manage the implementation of all system upgrades and new developments including the negotiation of acceptable procedures within the University where necessary,
5. To lead on the identification and implementation of additional functionality through LMS modules, application programming interfaces (APIs), or interfacing systems,
6. To direct and manage the work of the Systems Administrator including, but not limited to, setting objectives, agreeing priorities, conducting appraisals and identifying training needs,
7. To co-ordinate the support and training of other Library staff engaged in systems operations and projects, and to advise the Associate Director (Systems & User Services) on general IT-related staff development needs,
8. To assist the Associate Director (Systems & User Services) in presenting plans for capital and recurrent expenditure on IT hardware and software to the Librarian and in managing the IT equipment portion of the Library's budget, 
9. To build and maintain effective working relationships with colleagues throughout the University Libraries & Collections Service, the Student Services (e.g. RlSIS) and with staff managing systems in other divisions of the University (e.g. IT, Campus Card Office, Finance Office, School Libraries/Resource Centres) at both strategic and operational levels and to advise on how library systems can interface with other University and external business services, 
10. To form strategic alliances and maintain effective working relationships with relevant systems suppliers and external partners/contacts and to attend and participate in relevant customer user group meetings on behalf of the University. 

General responsibilities

1. To contribute to policy and planning activities for the Library as a whole, including involvement in discussions on strategic and operational issues, liaison with Process and Project Team Leaders on matters that have cross-team implications and participating in projects designed to review, improve or develop services and procedures. 

2. To keep abreast of trends and developments in higher education and library/information services by scanning literature, establishing external contacts and attending professional meetings, with particular reference to software, hardware and network developments relevant to LIS operations. 

3. To undertake such other Library duties as may reasonably be assigned, including participation in rotas for evening and weekend duties. 

Contact
Other individuals in the University with whom there is frequent contact or liaison:
Liaison Team Managers
Process Team Managers
IT Services
Associate Director (Collections, Research & Space)
Associate Director (Academic Liaison & Support)

Terms and conditions

Full time, permanent. There are no specified hours of work, but the post holder will be required to work such hours as are necessary to carry out the duties associated with the post. Overtime is not payable. 

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.

Date assessed:		20 July 2018




Person Specification

	Job Title:
	Systems Manager
	School/Department:
	University Library

	

	Criteria
	Essential
	Desirable

	Skills Required

	· Good basic Information Technology skills (familiarity with Windows operating systems (currently Win7), Microsoft Office applications, including Outlook) and a desire to learn new ones
· Use of UNIX 
· Excellent analytical, problem solving, and fault-finding skills
· Good oral and written communication skills 
· Attention to detail
	· Use of HTML, Perl and CSS (training will be given and there will be opportunities to learn and develop skill in the Symphony application interface (API)



	Attainment 

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

	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
	· Use of MARC 21, AACR2, RDA, LCSH and DDC for cataloguing procedures 
· Use of automated accounting system(s) for fiscal year end procedures 

	Relevant Experience

	· Experience of managing projects which involve the upgrade, migration or major development of software or information systems
· Familiarity with the implementation of access to electronic information resources

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

	Disposition

	· Ability to interpret and relay technical information to colleagues within the context of Library operations in a comprehensible manner 
· Ability to lead a team and to work effectively within a team
· 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 prioritise tasks and work under pressure
	· Commitment to the continued development of the systems to facilitate the enhancement of the Library service

	Other
	
	

	
	
	

	
Completed by: Sue Egleton
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