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Job Description

Job Title:		Copyright and Accessibility Officer 
Job Ref:
Service:		Library & Student Support 
Campus:		Hendon 
Grade:			7
Salary:	£32,267 - £37,382 (inclusive of outer London weighting)
Period:		Permanent
Reporting to:		Head of Content and Library Experience
Reporting to
Job holder:		Collection and Digitisation Assistants

Overall Purpose:	
The role holder is responsible for promoting and maintaining awareness of UK and international copyright issues for all University staff where they affect the production, dissemination and use of teaching and learning materials. This includes an understanding of the impact of technical developments including VLEs, electronic library resources and the internet.

The role holder has a central role in the development, coordination and promotion of copyright compliance within the University.  This includes managing the digitisation service and staff and ensuring requests for digitisation of reading materials are fulfilled efficiently within legal and licensing requirements. The role also includes responsibility for creating, maintaining and communicating policies and procedures to ensure that all learning materials produced, disseminated and used within the University comply with relevant legislation.

The role holder also ensures that the library service provides compliant accessible formats of texts and other resources to meet the needs of students with disabilities.



Principal Duties:

· To write, implement and regularly review appropriate policies and procedures in line with UK legislation and to advise and support Digital and Library Services and staff across the University in complying with them.  

· To use all appropriate methods of communication on matters relating to copyright legislation through a variety of media.  This will include developing and maintaining copyright information web pages on the Staff Intranet and MyMDX as well as answering individual enquiries, giving presentations and leading training sessions.

· To research, review and monitor current developments in the field of copyright and licensing and to ensure senior Digital and Library staff are kept informed.  This will include identifying new licences which might be beneficial to the University and identifying possible areas of risk due to non-compliance.

· To act as the key contact for licensing (CLA, NLA, ERA, OU etc) on behalf of the University.  This will involve liaising with licensing bodies, providing reports to them as required, coordinating inspections as well as monitoring compliance.

· To lead and direct Collection and Digitisation Assistants in the delivery of a customer-focused, effective and relevant service that supports the LSS objective of providing easy and accessible access to online materials. 

· To manage the performance of the team through continuous review and annual appraisal and other relevant mechanisms, including personal development plans.

· Work with the Head of Content and Library Experience and the Content and Discovery Manager in the selection and recruitment of team members, advising on the skill set of applicants in relation to developments in working practice and the application of new technologies. 

· To collaborate with the Director of Library and Digital Education, Head of Content and Library Experience and Digital and Library Service colleagues in the development of service standards and the use of appropriate and timely feedback mechanisms.

· To assist academic and other staff with the addition of electronic resources (text, image, video etc) to VLE modules by providing advice and assistance on matters connected with selection, acquisition, creation and copyright clearance of digital content.

· To evaluate staff training needs in the field of legal compliance and then develop and deliver: 

1. self-instructional materials for students and staff in the use of learning and information resources across a variety of media.
2. information skills sessions for Digital and Library Services and across the University. 

· To develop the system for recording and digitising learning materials within the digitisation service.

· To maintain records (including the copyright database) from data provided so that these can be used for auditing and reporting purposes.  

· To train and support Collection and Digitisation Assistants in copyright law and licensing to enable them to make informed decisions prior to fulfilling digitisation requests.

· To provide an expert advice service concerning copyright legislation for students and staff using a range of communication methods and media. In addition to answering a range of enquiries quickly and efficiently, this will include negotiating with external bodies on matters such as copyright clearance and licence terms on behalf of members of academic staff.

· To provide and analyse management information to inform future planning and support the work of the service

· To liaise with colleagues in other service departments including Learning and Teaching, Student Administration and Finance to advise on compliance across the University. 

·  To be an active member of appropriate external networks, to assist in maintaining current awareness and the benchmarking of services.

Other duties
· Develop professional interests associated with the needs of the University, including maintaining a good understanding of relevant national/international trends, strategies and initiatives in the higher education sector.

· To undertake any other duties and specific projects as may reasonably be required by senior staff of  Digital and Library Services

Hours:	35.5 hours per week for 42 weeks per annum, actual daily hours by arrangement.  Some evening and/or weekend working may be required.

Leave:	30 days per annum plus six University days to be taken in conjunction with Bank Holidays.  Leave for part time employment is pro rata.

Flexibility:	Please note that given the need for flexibility in order to meet the changing requirements, the duties/location of this post and the role of the postholder may be changed after consultation

No Parking at Hendon campus: There are no parking facilities for new staff joining our Hendon campus, except for Blue Badge holders.  If you are applying for a post at our Hendon campus please ensure you can commute without a car. 

Information on public transport to Hendon can be found here:
http://www.mdx.ac.uk/campus/campuses/docs/Hendon_campus_map.pdf 

We offer an interest-free season ticket loan, interest-free motorbike loan, and bicycle and motorbike parking and changing facilities. 

Middlesex University is working towards equality of opportunity.  Flexible working applications (including part-time working) will be considered.

How to apply
If you wish to apply for this post please complete an application form found here:  www.mdx.ac.uk/jobs

Closing date for receipt of applications: 

Please return the completed application form to: recruit1@mdx.ac.uk or to The Recruitment Office, Middlesex University, Hendon Campus, The Burroughs, London, NW4 4BT.
Please note that all incoming post to Middlesex University is opened and scanned by our document handler, CDS, and then emailed to the recipient.

If you do not want your application form to Middlesex University processed in this way please email it to recruit1@mdx.ac.uk 

What Happens Next ?
If you wish to discuss the job in further detail please contact School/Service/Campus, on (020) 8411 xxxx. If selected for interview, you will hear directly from someone in the School/Service/Campus, usually within 3 weeks of the closing date. If you do not hear from us you may assume that your application was unsuccessful.









PERSON SPECIFICATION

Job Title:		Copyright and Accessibility Officer 
Campus:		Hendon
Grade:			7

Education:
Essential:	
· To have a degree in a relevant field preferably law or librarianship or substantial relevant work experience involving copyright law and licensing.
· Evidence of continuing professional development.

Desirable:
· To have a postgraduate degree in an appropriate subject

Experience:
Essential:	
· To have familiarity with current UK copyright legislation and licensing schemes (such as CLA and NLA) and an understanding of how these relate to a university environment
· To have experience of delivering services at higher education level
· To have experience of designing and delivering training workshops

Desirable:
· Previous work experience in a library or information service

Skills:
Essential:	
· To be able to rapidly acquire knowledge and keep abreast of changing legal compliance issues within the context of the UK higher education system
· To have an analytical approach to issues affected by copyright legislation
· To have excellent communications skills in a range of media
· Excellent administrative and organisational skills
· Excellent IT skills including a familiarity with issues relating to e-learning and web developments.
· To have good interpersonal and negotiation skills
· Proven ability in the design and delivery of information skills training

Aptitude:
Essential:
· To be self motivated and able to work independently
· To possess a flexible approach to working in a complex, busy environment
· To have the ability to prioritise own time and tasks
· To be able to demonstrate a professional attitude and interest in professional issues
· To have a positive interest and approach to customer service
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