[image: ]



JOB DESCRIPTION

	Job Title:  Collection Development Librarian


	Faculty/Directorate:  
Library and Archives
	Grade:  F

	Location:  
High Wycombe
	Hours:  
37

	Responsible to:  Head of Library Content and Digital Environment

	Responsible for:  supervision of Library Engagement Advisors


	Job Purpose:
To ensure that Library’s online and physical collections meet the needs of the University through liaison with academic staff in the selection and acquisition of print and online books. The Collection Development Librarian has oversight of our online reading lists tool and associated processes. They act as a point of referral for academic staff relating to reading lists and take responsibility for the follow-up and resolution of issues, liaising with other teams and delegating appropriately. The post-holder will supervise staff working with our reading list and acquisitions processes as well as at our service points.  
To practice an inclusive approach and support building an inclusive university community where people can be themselves.




Main Duties & Responsibilities of the role:  
1. Take a lead role in the collection, analysis, and interpretation of a range of content data to demonstrate cost-effectiveness and impact, providing regular summary and recommendation reports for the Library Management Team to help inform decision-making
2. To co-ordinate Library stock management processes to ensure that Library collections are up-to-date and meet the teaching and research needs of the University
3. To monitor in-year expenditure of allocated budgets for print and online resources
4. Work with the Systems Librarian and the wider Library and Archives Team to streamline and enhance the timely provision of high-quality and diverse resources to our customers through our online reading list system
5. Implement evidence-based and value for money approaches to purchasing under the direction of the Head of Library Content and Digital Environment and the wider Library Management Team
6. To negotiate with suppliers to ensure value for money, including managing day-to-day relationships to ensure a timely and co-ordinated response on any issues 
7. Receive and invoice newly purchased items on the Library Management System (WMS) ensuring high quality catalogue records in line with relevant standards
8. Work with the Teaching and Engagement Librarians and the Student Equality, Diversity and Inclusion Team to source accessible format readings for disabled students in line with policies
9. Liaise with other staff in the Content and Discovery Team to manage the annual rollover processes for reading lists and the Digital Content Store (DCS)
10. Support collections management work across the team including withdrawal and disposal of stock
11. To work as part of a team to deliver front-line library services in person and online and to participate in the evening/weekend library services rota.
12. Whilst based at our High Wycombe Campus the post-holder will be expected to work at our other campuses as needed. 
13. Comply with relevant legislative and other requirements (e.g., the Data Protection Act 2018 and GDPR; Health and Safety; UKVI; and Equality and Diversity) in all working practices.
14. Such other duties temporarily or on a continuing basis, as may reasonably be required
15. Supervisory duties including motivating and supporting team members, given direction and feedback and ensuring adequate staffing cover. 



PERSON SPECIFICATION – Essential Criteria Only

A = Application     T = Test     I = Interview	

	Education, Qualifications & Training
	Means of Testing

	Degree level or equivalent
	A

	Qualification in librarianship, information management or relevant professional experience
	A

	Knowledge & Experience
	

	Experience delivering an excellent customer experience including answering enquiries
	A/T/I

	Experience of working as part of a team to deliver a shared objective, project or service
	A/I

	Experience supervising or managing staff, projects or volunteers
	A/I

	Experience using library systems including library management systems, resource discovery, specialist databases and Open Access platforms
	A/I

	Experience of library acquisitions and collection management processes
	A/I

	Experience of cataloguing using established standards, e.g. MARC21, RDA, AACR2 and classification using DDC
	A/I

	Understanding of licensing agreements and copyright as they apply to UK HE
	A/I

	Knowledge of current issues and trends in UK Higher Education and how they affect the library content landscape
	A/I

	Skills
	

	Digitally able and proficient in Microsoft tools
	A/I

	Excellent written and verbal communication skills and the ability to communicate with a variety of internal and external stakeholders
	A/T/I

	Ability to work collaboratively in teams, task groups and projects sharing knowledge and ideas with others 
	A/I

	High level of accuracy and attention to detail
	A/T/I

	Ability to plan and prioritise own workload and adapt to changing priorities
	A/I

	Ability to make independent decisions and take initiative
	A/I

	Ability to analyse data, identifying trends and make evidence-based decisions
	A/T/I

	Special Requirements
	

	Ability to work evenings and weekends on a rota basis
	A/I




BEHAVIOURAL INDICATORS

The BNU Behaviours Framework (BBF) is a framework for all University staff that sets out the key behaviours that exemplify the DRIVE values and ethos of the University.  The nine categories provide a clear steer on behavioural expectations that will help support a step change in the performance and culture of the University.  The three key behavioural indicators for this post are as follows: 

	Using resources effectively
Identifying and making the most productive use of resources including people, time, information, networks and budgets.


	Working together
Working collaboratively and across boundaries with others in order to achieve objectives. Recognising and valuing the different contributions people bring to this process.


	Achieving results
Consistently meeting agreed objectives and success criteria. Taking personal responsibility for getting things done.
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