JOB DESCRIPTION

Job Title: 	Team Leader – Access and Acquisitions 
Job ref: 	
Service: 	Digital and Library Services
Campus: 	Hendon 
Grade: 	7
Period: 	Permanent
Salary: 	£38,778 - £44,545 per annum inclusive of Outer London Weighting 
Reporting to: 	Content and Discovery Manager
Reporting to 
Job Holder: 	Collections and Digitisation Assistants

Overall Purpose
 
The Content and Discovery Team support teaching and learning activities by working with colleagues to make resources legally available and easily discoverable via Online Reading lists and Library Search, the University Discovery System.

The post-holder is responsible for the licencing of and acquisition of online and print materials. They work closely with internal stakeholders and external partners to operationally mange the Personal eTextbook scheme, liaise with colleagues to manage the creation, and ongoing maintenance, of module reading lists and oversee the purchasing of resources. The post holder is also responsible for the Inter Library Loan service. 

Working alongside the Team Leader – Subscriptions and Partnerships to co-manage a team of Collections and Digitisation Assistants, they will recruit, develop and motivate their team to continually deliver an excellent standard of service.

Principal duties

· Manage the University’s institution wide eTextbook scheme and Reading List service, liaise with external partners and the Library Liaison team to ensure the effective exchange of information and timely delivery of resources.

· Regularly review acquisitions models, and engage with external networks, to maximise spending power, ensure value for money and manage budget effectively.

· Take a continuous improvement approach to the management of acquisitions operations reviewing policies and procedures on an ongoing basis to ensure workflows are optimised.

· Take responsibility for overseeing the management of the Inter Library Loan service.

· Work with the Content and Discovery Manager and product manager and specialists within Digital and Library Services monitor new developments and exploit efficiencies within the Library Management System 

· Work with the Copyright and Accessibility Officer to ensure that materials are acquired, and made available, in accordance with relevant legislation and assist with annual reporting activities.

· Work with the Team Leader – Subscriptions and Partnerships to recruit, lead and motivate staff to deliver an excellent standard of service and thorough monitoring and reviewing the levels of work and processes, ensure appropriate resources are available to meet service objectives. 

· Take a proactive approach to service delivery including development activities to meet the required skills, knowledge and behaviours of the team in order to achieve individual, team and service objectives.

· Take responsibility for the collection and analysis of management information, eg usage statistics, to support internal reporting and decision making.

· Gather, and respond to, stakeholder feedback, including from academic staff and students. Represent the Library at internal meetings and events.

· Work collaboratively with key stakeholders, including Liaison Librarian Team, Digital and Library Services, Disability and Wellbeing, Marketing and Centre for Academic Practice Enhancement (CAPE) to ensure the coordinated development and delivery of service provision.

· Develop effective working relationships with external suppliers including representing the Library at external meetings, events and working groups.

· Build and engage with professional networks to benchmark services, share best practice and learn from colleagues.

· Develop, document and maintain appropriate standard operational procedures and policies and ensure colleagues are consulted and updated appropriately through team and individual meetings, briefings and other appropriate communication channels.




PERSON SPECIFICATION

Post Title: Team Leader – Access and Acquisitions 

The essential criteria will be used to assess all potential candidates for this vacancy. The 
evidence you provide and the examples you give showing how you meet each of the 
essential criteria will be assessed where marked on the person specification, by an (S) for 
shortlisting, (I) for the interview, (P) for a presentation and (T) for a test.
Your supporting statement on your application form will be assessed to see how you meet 
each of the following criteria.

Education, Qualifications, Experience, Knowledge, Skills & Aptitude

Essential Requirements

E1 An undergraduate or postgraduate qualification in Library and Information Science (S)

E2 Substantial and recent experience of working at a senior operational level within a 
Library or Information service. (S,I)

E3 Demonstrable experience of all aspects of staff management, including recruitment, 
motivation, performance management, appraisal and the development of a service team.
(S,I)

E4 Experience of planning service delivery, using data driven decision making, and 
monitoring and evaluation tools to deliver both consistently excellent services and 
service innovation. (S,I)

E5 Experience of balancing different priorities when faced with competing demands from 
stakeholders, colleagues and the organisation. (S,I)

E6 Extensive experience of establishing, maintaining and developing effective working 
relationships and networks with colleagues, contractors and suppliers, demonstrating 
sensitivity and respect for different professional expertise and viewpoints. (S,I)

E7 Knowledge of principles of project management and experience of successfully 
managing projects. (S,I)

E8 Excellent communication skills, including active listening and ability to encourage open 
discussion, able to present ideas in a clear and concise way and pro-actively 
communicate the rationale for change and service improvement. (S,I)

E9 Able to delegate work appropriately, encouraging decision making and accountability at 
individual and team level. (S,I)

E10 Confidence and experience in working with a range of library management and other IT 
systems and tools. (S,I)

E11 Evidence of making a continuing commitment to develop skills, knowledge and 
behaviours of self and team. (S,I)

E12 A commitment to the University’s Equality and Diversity policy, demonstrating fairness 
and respect for others in both education and employment. (I)  

E13 Demonstrable commitment to the University’s values and vision. (I) 

Desirable Requirements

D1 Experience of working in a Higher Education library. (S)

D2 Membership of CILIP or other relevant professional organisations (A)

[bookmark: _GoBack]D3 Knowledge of current eTextbook provision in Higher Education. (I)

Annual Leave: 30 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 postholder may be changed after consultation. The balance of duties may vary over time and will be reviewed as part of the appraisal process.

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/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
