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JOB DESCRIPTION

Job Title: 	Repository Assistant, LSS 
Campus: 		Hendon 
Grade:			4 
Salary: 			£22,388 – £25,576 per annum including London Weighting
Period: 			Temporary , full-time
Reporting to: 	Repository Manager
Reporting to 
Job holder: 	NA
	
Overall Purpose: 	

Library & Student Support supports the research and teaching priorities of the University by identifying the information needs of students, academic staff and researchers and by ensuring access to and specialist support for the resources which meet them. Close liaison with academic departments and a proactive approach are vital to the team’s success.

The post holder will work as part of the Middlesex University Research Repository team within Library & Student Support. The Middlesex University Research Repository (http://eprints.mdx.ac.uk) is an open access repository and public showcase of Middlesex University Research which enables researchers to comply with funder (including HEFCE and RCUK) Open Access requirements. 

The post holder works, in a timely manner, to ensure that the records are accurate and that full text deposits comply with copyright legislation when being made openly and freely available in the Repository. The post holder will also be required to enter metadata and where obtainable full text of Middlesex University researchers’ publications, primarily the back catalogues of new research staff, directly into the Current Research Information System and monitor their accurate transfer to the Repository.

The post holder will liaise with Middlesex University researchers and publishers on matters relating to publication metadata, full text deposit, Open Access, Research Data Management and copyright compliance. For certain tasks it may be necessary to liaise with additional Middlesex University stakeholders, such as Registry, the Cataloguing team, RKTO, the Web team, and the Copyright Officer.

The primary responsibilities of the post holder are to:

1. Maintain accurate publication data and process full text deposits added to the Repository and associated Research Information Management systems 
2. Analyse problems, Identfiy solutions and recommend potential improvements to ensure the smooth running of the service 
3. Liaise and communicate with individual researchers, Middlesex University staff (both within Library & Student Support and other University teams) and external organisations (such as publishers) where necessary.




Principal Duties:	

1. Add, check and edit metadata records and add full text files (where available) to the Repository
2. Manage workflow and ensure updates are added in a timely and consistent manner
3. Interpret and maintain procedures and guidelines and update when necessary
4. Maintain appropriate statistics and reports and provide this information when requested
5. Maintain and update Repository and Open Access web pages 
6. Use bibliographic databases and publisher websites to check that publications records submitted to the Research Repository are accurate and comply with appropriate standards
7. Add research degrees to the Research Repository including working with Research & Knowledge Transfer Office and other appropriate colleagues
8. Check that full text deposits comply with copyright legislation by checking and interpreting SHERPA/RoMEO and analysing related policy documentation such as Copyright Transfer Agreements and Repository agreement forms
9. Identify and resolve issues with publication records and full text
10. Contact individual researchers to clarify publication details and publishers to check copyright restrictions when necessary
11. Provide advice and training to researchers and Middlesex University staff including information on the deposit process, correct versions, copyright and Open Access 
12. Respond to queries about aspects of the service from depositors, consumers and other parties, and refer queries to senior colleagues when appropriate
13. Request information from staff in Middlesex University academic departments
14. Assist the Repository Manager in identifying enhancements to the Research Repository and implementing new features and workflows
15. Assist in the advocacy and promotion of the Research Repository throughout the University
16. Provide all services with regard to the requirements of SENDA, the Freedom of Information Act, Equal Opportunities and other relevant legislation
17. Attend and contribute to training, events, meetings, team briefings, projects and committees and participate in external groups and networks as appropriate


Other duties

1. Undertake any other duties and contribute to specific projects as may reasonably be required by the Repository Manager.
2. Duties and responsibilities may need to change over time, so this job description will be reviewed and amended in consultation with the post holder.






PERSON SPECIFICATION

Job Title: 	Repository Assistant  
Campus: 		Hendon 
Grade:			4 



Education:
Essential:	

· 5 A*-C GCSEs or equivalent
· Evidence of continuing ability to learn


Experience:
Essential

· Experience of entering high quality data to an institutional repository or publications database, or other large-scale bibliographic resource
· Experience of using bibliographic indexing and abstracting databases, and electronic journals

Desirable

· Understanding the principles and aims of Open Access
· Understand copyright legislation as it relates to repositories

Skills:
Essential:

· Excellent IT skills including experience of using Microsoft Office applications (including spreadsheets)
· Sound knowledge of Internet search techniques
· Excellent communication skills
· Strong organisational and administrative skills
· To be able to work accurately and with a high level of attention to detail


Aptitude:
Essential

· To have a positive approach to team working
· To have the ability to prioritise own time and tasks
· Commitment to a high standard of service delivery
· Ability to work under pressure
· Ability to work independently when required
· Ability to work methodically
· Ability and willingness to acquire new skills


Hours: 	35.5 hours per week actual daily hours by arrangement.  Some evening and/or weekend working may be required.
Leave:	25 days per annum plus eight Bank Holidays and seven University days taken at Christmas.  Annual leave for part-time staff 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 post-holder 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 using 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. 

Flexible working applications (including part-time working) will be considered. 

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

If you wish to apply for this post please complete an application form found here: http://www.mdx.ac.uk/Assets/MUapform.doc 

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 wish to discuss the job in further detail please contact:  Aran Lewis, a.lewis@mdx.ac.uk, 020 8411 2115

If selected for interview, you will hear directly from someone in the Service, usually within 3 weeks of the closing date. If you do not hear from us you may assume that your application was unsuccessful.
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