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JOB DESCRIPTION

	Job Title:  Library Engagement Advisor 


	Faculty/Directorate:  Library and Archives

	Grade:  D

	Location:  High Wycombe/Uxbridge 
	Hours:  37

	Responsible to:  Licensing and Partnerships Librarian/Collection Development Librarian/Head of Library Teaching and Engagement

	Responsible for:  Supervision of staff at service points


	Job Purpose: 
 
As a Library Engagement Advisor, you will be responsible for the effective delivery of Library and Archives services and resources to a diverse customer base. You will supervise staff in both face-to-face and online service provision, ensuring service standards are consistently met or exceeded and that customer needs are fully supported.
You will contribute to the work of the team in which you are based, with responsibilities including:
· Teaching and Engagement Team: You will support the delivery of information and digital literacy skills, and help promote engagement with library services and resources.
· Content and Digital Environment Team: You will assist with inter-library loans and digitisation, stock acquisition, journal and online resource administration, reading list support, and provide technical support for access and authentication.

You will practice an inclusive approach and support building an inclusive university community where people can be themselves.




Main Duties & Responsibilities of the role: 
1. Deliver customer focussed library services by providing a timely and high-quality enquiry service in-person and online; referring complex enquiries for specialist support as appropriate and undertaking library circulation duties on a rota basis.
2. Delivering staff induction and training, answering queries and acting as first point of referral for complex circulation enquiries and feedback.
3. Delivering induction and training sessions to new staff and students on a one-to-one or small group basis. 
4. Work as part of a team to manage the learning environment ensuring that the library spaces are inclusive and welcoming for all. 
5. Maintaining and reviewing library service usage statistics, providing analysis of trends to inform the decision making of Library Management Team and project groups as required. 
6. Participate in cross-team projects and working groups as required.
7. Contribute to the library’s evening and weekend staffing rota.
8. Whilst based at our High Wycombe the post holder will be expected to regularly work at our other campuses as needed. 


Posts in the Teaching and Engagement team:
9. Working with the Experience and Engagement Librarians to design and deliver library marketing and outreach activities to promote library services and resources to our wide customer base. 
10. Support the Teaching and Engagement Librarians in the preparation and delivery of inductions, workshops and 1-2-1 support.
11. Working with the Teaching and Engagement Librarians to produce online library and archives guidance and training for BNU students, staff and other customers. 
12. Working with Teaching and Engagement Librarians and the University’s Recruitment and Outreach Team to plan and deliver outreach activities to local schools including support for EPQs.
13. To run regular administrative tasks relating to circulation and library user records including oversight of external membership schemes.

Posts in the Content and Digital Environment Team
8. Liaise with Disability and Inclusion Service to implement reasonable adjustments for library users, e.g. supporting the provision of alternative formats, provision of assistive technology and equipment etc.  
9. Work with the Collection Development Librarian to review Library holdings and use to ensure our collections are up-to-date and meet the needs of the BNU community including administration of reading lists.
10. Work with the Licensing and Partnerships Librarian to deliver inter-library loans and digitisation services in accordance with licensing and legal requirements.
11. Support the work of the Content and Digital Environment team acting as a point of referral for online resource access issues, resolving issues in a timely manner and escalating as needed.
12. Support the work of the Content and Digital Environment team in the administration and development of the Library’s digital services including LibChat, enquiry management and our knowledge base.

For all posts:
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 be reasonably required.
15. Supervisory duties including motivating and supporting team members, giving 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

	Educated to Level 3 (A level) or equivalent
	A

	GCSEs or equivalent in Maths and English
	A

	Knowledge & Experience
	

	Delivering an excellent customer experience
	A/I/T

	Experience of handling customer enquiries
	A/I/T

	Experience working alone and as part of a team
	A/I

	Skills
	

	Digitally able and proficient in Microsoft tools
	A/I

	Accuracy and attention to detail
	A/I/T

	Ability to collate and analyse numerical data
	A/I

	Ability to communicate clearly in a way that suits the medium and audience
	A/I/T

	Excellent written communication skills
	A/I/T

	Ability to exercise appropriate initiative with demonstrable problem solving skills
	A/I

	Ability to plan and organise your own workload
	A/I

	Special Requirements
	

	Ability to work evenings and weekends at key periods of the year on a rota basis
	A/I

	Ability to work across all campuses
	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:

	Managing self and personal skills
Being aware of own behaviour and mindful of how it impacts on others, enhancing personal skills to adapt professional practice accordingly.

	Delivering excellent service
Providing the best quality service to external and internal customers/students/stakeholders. Building genuine and open long-term relationships in order to drive up customer service standards.


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