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Job Description 

	Job title
	User Experience Information Specialist

	Department
	Library

	Grade
	FA4




	Job purpose (a brief summary of the role)
	
This post sits within a developing User Experience team and involves building relationships with students and staff to plan, provide and promote a range of services to enhance the student experience. The main responsibilities of the role are to support and direct the Library student staff team in user experience activity, support the delivery of student communications to this area and to support ‘Library as Host’, organising and providing administrative support for online and in person events in the Library spaces.



	Duties and responsibilities
	
Service Delivery:  
·  Take part in planning, delivery, and evaluation of student engagement activities, both in-person and online, to support the provision of an outstanding and responsive service to library users. 
· To support and deliver ongoing UX projects and other research methods designed to assess user experiences and needs. 
· To work collaboratively with other Library teams to ensure students and customers experience comprehensive, efficient, and effective Library services. 
· To collect and collate data and present in written reports and presentations, to inform relevant Library teams KPIs and service level agreements (SLAs), fostering a culture of data driven decision making. 
· To work closely with relevant Library teams/stakeholders to support UX activity, to help continuously improve the student experience in the Library’s services, systems, and spaces. 
· To publish effective communications to Library users, including contributing to the Library’s social media presence, Library website, digital screens and wider marketing and promotion to students. 
· To take responsibility for the Library’s marketing merchandise, managing the administrative functions and stock management 
To work with the Library student staff team to develop and improve the Library’s services and facilities, both physical and online 
· To work with our Library Student Partners on UX activity (both face to face and online) 
To support the Library’s presence on University Open Days and at key calendar points on the student journey, such as Welcome Week.

Service Development:
· To use a range of UX methodologies to better understand the student experience and to inform service development.  
· To work with all the Library’s customers and stakeholders, supporting the User Experience Officer and User Experience Co-ordinator in the delivery of project work, leading on specific projects to develop customer service excellence e.g. social media, cultural events, improving the student experience. 
· To engage with colleagues and relevant groups across the University and broader sector to contribute to the wider University student experience. 
· To support wider engagement and citizen events and visits, through organising initiatives such as community networking activities, co-ordinating visiting organisations/individuals, promotional activity, facilitating bookings. This will include planning, marketing, monitoring, and reviewing activities. 
· To take an active involvement in cross Library Groups and projects as appropriate, leading on activities where relevant. To undertake continuous personal and professional development, maintaining awareness of developments in the wider environment. To identify and develop initiatives, in conjunction with the User Experience Officer and Digital Experience Development Manager, to take services forward

 
As required carry out 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 (E) 
	A
	E2
	Recent experience of working in a front line, client focused service or support role in the context of education, user experience or customer service (E)
	A & C
	E3
	Knowledge of UX methodologies. (E)
	A & C
	E4
	Good working knowledge of Microsoft packages, web authoring tools and social media applications and a demonstrable interest in ongoing skills development in this area (E)   
	A & C
	E5
	Has a service oriented and flexible approach, with a track record of changing own working practices as required (E) 
	A & C
	E6
	Has good presentation and interpersonal skills and demonstrates confidence when dealing with people at all levels. (E) 
	A & C
	E7
	Has the ability to work alone, without supervision, and resolve situations to a satisfactorily conclusion independently (E)  
	A & C
	E8
	Ability to work collaboratively and build relationships effectively, contributing actively towards team goals (E)  
	A & C
	E9
	Is self-motivated and able to work independently, planning, prioritising, and organising own workload (E) 
	A & C
	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
	
	Choose an item.
	D2
	
	Choose an item.
	D3
	
	Choose an item.
	D4
	
	Choose an item.
	D5
	
	Choose an item.


image1.emf
vy

WARWICK

FRSITY OF WARWICK










