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Job Description 
	Job title  
	Acquisitions and Subscriptions Manager

	School / department 
	Library Services

	Grade
	6

	Line manager 
	Head of Content and Scholarly Communication

	Responsible for
	Team of Assistant Librarians  

	

	Main purpose of the job

	
Responsibility for effective content management within the Library Services. Increasing discoverability of the digital and physical content through enhancement of metadata and optimisation of the discovery tool. Operational management of information resources budget. Line management of a team of Assistant Librarians. 


	

	Key areas of responsibility

	1. Provide strategic direction and operational management to the team of Assistant Librarians and promote continuous improvement through collaborative work approaches.

2. Operational management of the information resources budget to ensure value for money.  Providing specialist input to financial planning and reporting regularly to the Library Management Team on forecasts, budget, risks and timelines. 

3. Deputise for the Head of Content and Scholarly Communication as required. 

4. Lead and coordinate the acquisition of all types of information resources, essential to the teaching and research objectives of the University.

5. Ensure discoverability of the physical and digital collections and resources through effective metadata management and optimisation of the discovery tool. Develop strategies for measuring effectiveness of applied changes. 

6. Develop and implement inclusive metadata strategies for the library collections to eliminate any discriminatory concepts relating to underrepresented communities and to establish an inclusive descriptive practice.

7. Manage and evaluate information resources in all formats. Ensure the creation, maintenance and analysis of appropriate management information, including usage statistics, to inform decision-making through evidence and data to maximising value-for-money.  

8. Provide advice to relevant stakeholders including Library Management Team, Academic Support Team, Schools and Colleges and our partners on licence agreements relating to content and collections. Effectively manage negotiations with suppliers to ensure value for money. 

9. Proactively lead on trouble-shooting access issues to ensure seamless access to information resources.

10. Foster strong relationships with key internal and external stakeholders, including vendors and the University Finance and Procurement teams.

11. Oversee the timely processing and payment of invoices ensuring compliance with the financial regulations of the University, liaising with University departments and external suppliers as necessary.

12. Lead on developments to the document delivery service including participation in schemes designed to demonstrate best value for money to the University, and the introduction of new services to users, in collaboration with the Heads of Content and Scholarly Communication.

13. Lead on the maintenance and development of training documentation, and the delivery of relevant training, in liaison with other sections within Library Services as appropriate. 

14. Actively contribute to the sharing of knowledge and best practice within the Content and Schol communications Team and Library Services to improve services to the users.

15. Represent Library Services on relevant University committees or working groups and externally, as required by the Library Management Team.

16. Undertake a programme of continuing personal and professional development, including development of specialist skills and knowledge required for particular service areas.

17. Ensure personal and team compliance with all of the University’s procedures, policies and regulations. 


In addition to the above areas of responsibility the position maybe required to undertake any other reasonable duties relating to the broad scope of the position.  


		

	Dimensions / back ground information 

	Although based at a particular campus, the post holder is required to work at any of the University sites as necessary.

Annualised hours will be applied to this role.





Person Specification
	Criteria
	Essential 
	Desirable

	
Qualifications and/or membership of professional bodies
	Holds first degree or equivalent

Professional qualification in Library or Information Studies or equivalent experience

	
Membership of an appropriate professional body

	
Knowledge and experience
	Experience in a library or publishing acquisitions, document delivery or subscriptions

Proven experience of Information resources administration and management 

Experience of using a Library Management System

Knowledge of Information resources used in higher education
	Experience of working in an academic library

Knowledge of trends across the sector in areas relevant to the post





	
Specific skills to the job
	Ability to line manage and motivate a team, 

Budget management skill

Ability to build effective relationships with internal and external stakeholders

Good problem solving and analytical skills 

	An awareness of and ability to apply appropriate new methods or technologies to service delivery. 

	
General skills
	Ability to lead and motivate people 

Evidence a good customer service attitude

Ability to work flexibly both independently and as part of a team   
Good communication skills, written and oral

Accuracy and attention to detail 

Ability to proactively prioritise complex and competing demands with minimal supervision

Ability to work collaboratively across the team, Library and the University



Excellent interpersonal, negotiating and/or influencing skills  

Self-awareness and commitment to reflective practice, especially relating to interpersonal skills. 
  
Ability to use initiative to innovate and apply lateral thinking to solve problems  

Highly computer literate 



Good numeracy and analysis  
	

	
Other
	An adaptable, responsive and flexible approach 

Evidence of continuing professional development and keeping up-to-date 
	

	Disclosure and Barring Scheme
	This post does not require a DBS check
	
Essential Criteria are those, without which, a candidate would not be able to do the job. Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the shortlisting stage.

Desirable Criteria are those that would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.
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