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[bookmark: _Hlk163138300]JOB DESCRIPTION

	[bookmark: _Hlk163138209]Job Title: 
	Digital and Online Teaching Information Consultant


	Department / Unit:
	Library

	Job type 
	

	Grade:	
	RHUL 7

	Accountable to:	
	Head of Academic Liaison

	Accountable for:    

	

	Purpose of the Post

	The main responsibilities of the post are: 

· Creation and delivery of online information skills teaching and training to a range of users across the College
· Lead as part of the liaison team the delivery of online teaching
· Contribute to and participate in service development projects to exploit information content, navigation and promote e-assisted learning
· Maintain the Library, Art, Archives and Exhibitions web and online presence 
· Build effective working relationships between the Department of Social Work and the School of Law
· Assume responsibility for designated Library/Information functions and Service-wide areas


	Key Tasks

	Digital and Online Learning
1. Champion the delivery of online teaching for embedded information and digital literacy within the college;
2. Maintain current knowledge of emerging trends, best practices, and pedagogical principles in instructional technology and online learning; 
3. Plan, design, implement, and maintain a broad range of teaching and learning objects including but not limited to webinars, web-based tutorials, instructional videos, research guides, and websites; 
4. Lead, as part of the Academic Liaison team, the delivery of Online Teaching;
5. Input into curriculum design of modules.



	Online presence
6. Website Champion with responsibility for maintenance of all Library websites (Library, Archives, Art and Exhibitions);
7. Oversee the social media presence for all library channels e.g.  Twitter, Facebook, YouTube, Instagram;
8. Establish a range of communications channels and tools to reach customers effectively ensuring consistency and tailoring for specific audiences;
9. Advise and support colleagues across the Library to carry out a range of promotional activities for services including presentations, events and writing for the web.

	Accessibility
10. Ensure the library’s online presence is fully accessible to all including via accessibility aids;
11. Advise and support colleagues across the library on ensuring the accessibility of all material and resources with  reasonable adjustments where required.


	Enquiry service
12. Lead the library’s online enquiry service including online web chat;
13. Forming part of a team providing promotional, reference and enquiry services to users.


	Liaison with specific departments
14. Promoting and delivering services to meet the particular needs of staff and students in a range of Departments and as part of a team in line with the strategic priorities of the Library;

15. Representing the Library through attendance at Departmental Staff/Student meetings; holding regular meetings with and providing regular budget information for the relevant Departmental Library Representatives in academic departments.


	Collection development

16. Collection development and management of information resources in the Social Work and Law subject areas with a focus on, although not exclusively, online resources.
17. Monitoring relevant departmental budgets, formulating estimates and keeping the Departmental Library Representative informed.


	General

18. Responsibility for a functional/service wide area and participation in other work on a service-wide and project basis to meet the Library’s strategic aims and goals.  

19. Some supervision of staff allocated from time to time, to support stock management, ordering processes and projects.

20. Be aware of trends in information services by maintaining external contacts and attending professional meetings and aspire to the best academic library practice.

21. Such other duties as the Librarian may reasonably require.     



	Other Duties

	The duties listed are not exhaustive and may be varied from time to time as dictated by the changing needs of the College.  The post holder will be expected to undertake other duties as appropriate and as requested by his/her manager.

The post holder may be required to work at any of the locations at which the business of Royal Holloway is conducted.

	Internal and external relationships

	The following list is not exhaustive but the post holder  will be required to liaise with:

Educational Development





This is a new role in the library refocusing an Information Consultant post in the area of digital and online teaching with a strong focus on supporting students who are studying at our central London campus and commuting students. The subject support element of the role is smaller than the other Information Consultants but this role will lead on the online delivery for the team, providing material for all subjects. 
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