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JOB DESCRIPTION

Job Title:		Collections and Digitisation Assistant
Ref no:
Campus: 		Hendon
School/Service:	Digital and Library Services
Grade:		Grade 4
Starting Salary:	£               per annum inclusive of Outer London Weighting rising 	to £             incrementally each year.
Hours:		35.5 hours per week, actual daily hours by arrangement	
Period:		Permanent 

Reporting to:	            Teams Leader (Access and Acquisitions); Team Leader 
(	Subscriptions and Partnerships); Copyright Officer 
Reporting to 
Job Holder:	N/A


Overall Purpose:

The post holder works with Collection Team colleagues to deliver high quality, customer-focused library services, supporting learning, teaching and research activities by contributing to the efficient acquisition, maintenance and provision of access to library resources.

Members of the team will primarily work within one of the Acquisitions, Subscriptions and Digitisation teams, but there will be regular rotation between teams to ensure that experience and knowledge is shared between staff and all members of the team will be expected to work across teams at peak time and support projects.

Principal Duties:

· Assist in the efficient and timely operation of the acquisitions and subscriptions processes from the placing of orders to the delivery and digitisation of materials.
· Use the Library Management System acquisitions and subscriptions packages to place and record orders, receipts and invoices for items requested.
· Produce regular reports of management information to assist in the development of the collections
· Assist the Head of Collections and other members of the library service in projects to develop and enhance the collections
· Provide support as requested to the Library Liaison team. This may include producing materials, or assisting in the Materials room, Financial Markets lab or Teaching Resources room.
· Assist in processing inter library loan requests, answering enquiries from students based off site, or providing information to staff at collaborative partner institutions.
· Action Library Management System reports including weekly and monthly reports to ensure the Circulation records are accurate.
· Undertake all tasks associated with the effective management of the lending print collections in University Library premises including daily and ad hoc tasks and activities; planned stock moves and disposals. 
· Liaise with other service teams as appropriate to ensure that student enquiries are promptly and accurately resolved

Subscriptions duties:

· Work with the Subscriptions Manager to ensure that journals, databases and other subscriptions are managed effectively to provide relevant materials to users in a manner which is easily accessible.
· Ensure that access to electronic resources is maintained through regular monitoring of the provision of electronic links to subscribed materials.
· Assist the Subscriptions Manager in keeping track of licence terms and conditions.
· Collate and organise usage data for electronic resources to assist the Library Liaison team in making evidence-based decisions about subscription renewal. 
· Utilise the Library Management System (LMS) claims function to try to ensure speedy delivery of materials. 
· Contribute to the effective/efficient responses to user queries, ensuring that electronic access problems are resolved quickly. 
· Administer purchase, renewal and cancellation of subscriptions in consultation with the Library Liaison Team 
· Ensure that new hard copy journals are processed and made available for users to consult within agreed timeframes

Acquisitions duties:

· Work with the Acquisitions Manager to ensure that reading lists are managed effectively: creating new and updating existing reading lists on the Reading List management system. This will involve checking for additional copies of existing texts, new editions and eBooks, and providing access and links to journal articles, book records, and multi-media materials.
· Assist the Acquisitions Manager in collecting and collating data from academic staff about essential texts for the Personal e-Textbook scheme.
· Troubleshoot problems and liaise with external supplier support teams.
· Liaise with academic staff and programme administrators to answer queries and gather information as required to support the Reading list and Personal e-Textbook scheme.
· Take responsibility for book ordering including the processing of book orders, updating order records and cancelling of undelivered items within agreed guidelines.

Digitisation duties:
· To receive digitisation requests either from members of academic staff, or colleagues in Library services; to assess whether they comply with licence restrictions; and if they do, digitise them according to agreed procedures.
· To provide accessible formats for information resources, ensuring these comply with copyright and licensing requirements.
· To be aware of appropriate policies and procedures in line with UK legislation and licence requirements. 
· To work under the supervision of the Copyright Officer on an audit of current materials held on the virtual learning environment, in order to ensure the University’s compliance with relevant legislation.
· To assist liaison librarians with the review of reading lists. This might include providing links to electronic journal articles or identifying the latest editions of key textbooks.
· To assist the Copyright Officer and other managers in checking licence terms and conditions for electronic resources.
· To maintain records (including the copyright database) from data provided so that these can be used for auditing and reporting purposes
 







PERSON SPECIFICATION

Job Title:	Collections and Digitisation Assistant

Your supporting statement on your application form will be assessed to see how you meet each of the following criteria

SELECTION CRITERIA:

Education / Qualifications
Essential:
· Educated to GCSE or equivalent qualification, or having substantial relevant work experience

Experience:
Essential:
· Experience and confidence in using a range of IT applications including MS Office
· Experience of working effectively within a team
· Previous experience working in a library or customer service support role.
Desirable
· Previous experience in working in a library service in higher education.
· Familiarity with automated purchasing processes and library management systems

Knowledge:
Essential:
· Demonstrable ongoing commitment to continuing professional development.
Desirable
· Knowledge of legal compliance issues relevant to library services within a university environment
Skills:	
Essential:
· Proactive approach to problem solving and service delivery
· Excellent verbal, written, presentation and communication skills.
· Excellent interpersonal skills
· Excellent organisational and effective time management skills
· Accurate and methodical under pressure
· Demonstrate strong commitment to customer service with the ability to respond flexibly to customer needs and adapt training style depending on the end users
· Self-motivated, and able to work independently to prioritise own time and tasks.


Equality Diversity and Inclusion	
Essential:
1. Demonstrable commitment to fairness and the principles of equality and inclusion. 






M U Services Limited
Middlesex University has established a wholly owned subsidiary, MU Services Limited, to provide professional services to the University.  Staff of MU Services Limited will work alongside Middlesex University staff and will be employed by MU Services Limited.  All University policies and procedures and the University Professional Services Staff Handbook will apply to MU Services Limited staff during their employment, unless where expressly stated otherwise.

_______________________________________________________________________________

Annual Leave: XX days per annum plus eight Bank Holidays and seven University days taken at Christmas (pro rata for part-time staff) which may need to be taken as time off in lieu.

Flexibility: Please note that given the need for flexibility in order to meet the changing requirements of the University, the duties and location of this post and the role of the post-holder may be changed after consultation. The balance of duties may vary over time and will be reviewed as part of the appraisal process.



Parking at Hendon campus
There are currently Regular Parking Permits and Pre-Paid Parking options available to new joiners. Further details are available on the Travel and transport page on the staff intranet. Please note if the number of applications becomes oversubscribed these parking options could be withdrawn at any point.
Information for Disabled Staff
Staff and visitors with their own current blue badge have access to free parking on campus.  All blue badge holders should present a copy of their blue badge to the security office in the Quad.  Holders will be given car park access up to the date of expiry of their blue badge.
Public Transport
Our Hendon Campus is well served by public transport with buses, London underground and British Rail services all within a short walk of the campus. You can get detailed journey information from TfL (www.tfl.gov.uk) and have a look at our directions and location to help plan your travel: http://www.mdx.ac.uk/aboutus/Location/hendon/directions/index.aspx

We offer an interest-free season ticket loan, interest-free motorbike loan, a cycle to work scheme and bicycle and motorbike parking and changing facilities. 

We value diversity and strive to create a fairer, more equitable work environment for our staff and students.

We offer a range of family friendly, inclusive employment policies, flexible working arrangements, staff diversity networks, campus facilities and services to support staff from different backgrounds.

The postholder should actively follow Middlesex University policies and procedures and maintain an awareness and observation of Fire and Health & Safety Regulations.



What Happens Next?

If you wish to apply for this post please return to the portal and click on Apply Online. 

If you wish to discuss the job in further detail please contact <insert name, position, email address and or phone number>.  
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