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ROYAL HOLLOWAY

University of London

JOB DESCRIPTION

Department:
Library Services


Post Title:
Senior Information Assistant (Document Delivery and E-resources)

Grade:

5
Reports to:
Head of Acquisitions and Content Delivery
Main Purpose of Job
Based in the Acquisitions and Content Delivery Team, the post holder will be responsible for the delivery and supervision of activities relating to the administration of the Library's inter-library loans service, digital copies for teaching service, and accessible copies service. The post holder will also support the work of the Journals and Databases Coordinator and the Book Acquisitions Coordinator by carrying out tasks relating to e-resources acquisitions and management.
Responsible for:
Content Delivery

1. Handling inter-library loans requests from Royal Holloway staff and students, ensuring that accurate checks of our available collections (including open access resources) are made and that materials loaned from other libraries are kept securely;

2. Handling requests from other libraries for inter-library loan or document supply of items held in our collections and liaising with the Metadata and Discovery Team over any queries regarding our collections and holdings;

3. Handling requests for digital copies for teaching from library and academic staff and ensuring that these are supplied efficiently and in a timely manner, according to licence and copyright restrictions;

4. Handling requests for accessible copies from individual students with disabilities registered with the College’s Disability and Dyslexia service, liaising with Customer Service and Liaison Team colleagues as well as with the Royal Holloway Disability and Dyslexia Service;

5. Coordination of thesis digitization requests via the British Library’s ETHOS service;
6. Supervising the work of all Information Assistants in the Acquisitions and Content Delivery Team relating to inter-library loans, digital copies, and accessible copies, including providing support to the Information Assistants by resolving queries, and providing training and support;

7. Responding to feedback from academic staff and library users, advising library users about copyright, licensing and other aspects of the library’s content delivery services; escalating queries and issues appropriately to the Head of Acquisitions and Content Delivery;

8. Establishing and maintaining procedures and workflows and contributing to documentation on these;  keeping relevant web pages about the services up to date; evaluating and making suggestions for the updating and improvement of workflows to ensure they are efficient, cost effective, and providing the best user experience
9. Keeping accurate and comprehensive records of all requests in a format and level of detail sufficient to comply with copyright and licensing terms and to fulfil the requirements of annual reporting to and audit by external bodies such as the CLA, SCONUL; maintain records of income and expenditure for requests and process invoices for payment; provide management information on the relevant services as required;

10. Liaising with the Head of Acquisitions and Content Delivery, Information Consultants, the Book Acquisitions Coordinator and the Journals and Databases Coordinator to ensure that the most appropriate method of delivering content to the users is selected;

11. Supervised by the Head of Acquisitions and Content Delivery and appropriate Liaison staff, conduct an annual audit of selected academic departments to ensure that Royal Holloway is compliant with the CLA licence terms – reviewing documents placed in Moodle by academic departments and reporting back;

12. Working with the Head of Acquisitions and Content Delivery and other colleagues in Acquisitions and Content Delivery to develop the service, introduce new systems and features in line with the needs of our users and streamlining workflows;
13. Keeping up to date with current developments in inter-library loans, digital copies for teaching, accessibility, copyright law and current copyright licensing agreements, by attending relevant events and professional groups (for example FIL (Forum for Interlending and Information Delivery) and participating in online discussion lists such as lis-copyseek; referring to Head of Acquisitions and Content Delivery or Research Support Manager over more complex copyright and licensing issues;
E-resources support
Under the supervision of the Journals and Databases Coordinator and Book Acquisitions Coordinator support the work of the Acquisitions and Content Delivery Team in acquiring and maintaining e-resources. Duties include but are not limited to the following:
Supporting the administration of orders, payment of invoices and the administration of licence documents using the Alma library management system
Supporting the creation and activation of e-resources collections using the Alma library management system

Supporting the importing of metadata into Alma relating to e-resources collections, to ensure that all e-resources are discoverable in the library search interface (Primo)
Supporting the collection and collation of usage data for e-books, e-journals and databases using appropriate tools (JUSP) and standards (COUNTER, SUSHI),
Supporting the carrying-out of regular checks to ensure that e-resources are fully accessible and discoverable, and authentication methods are working correctly;
As part of a team, responding to queries relating to e-resources from library staff and users, and trouble-shoot access problems.

Carrying out project work relating to e-resources management from time-to-time as required.

General
Participating in project and development activities as part of a team of staff seeking to meet the Library’s strategic aims and goals;
Any other duties as required by the Head of Department that are commensurate with the grade.  
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