
Job Description

	Job Title
	Acquisitions & Digital Content Officer
	Code
	

	Subject/Service Area
	Student Learning 


	Reports to
	Acquisitions and Digital Content Manager

	Accountable To
	Head of Library Services


	Purpose of Job

	To maintain and develop services to support the learning, teaching, research, enterprise and partnership activities (in accordance with the University mission and key strategic goals) of the staff and students of, and visitors to, Liverpool Hope University in all of its locations.



	Key Tasks / Responsibilities

	Undertake a range of duties across the library service, including some or all of the following, under the direction of the appropriate Line Manager:

· Supervision and co-ordination of Library Assistants in the Acquisitions and Digital Content Office
· Material Acquisitions/Collections related duties - participation in an integrated service approach to the purchase of all learning materials
· Senior Library Assistant Team responsibilities

· Generic Library Assistant duties
· Additional responsibilities


	Work Performed (relating to key tasks)

	Supervision:
· Supervise the activities and workloads of the Library Assistants in the Collections Office e.g. book ordering, journal processing, invoicing, project work etc providing clear guidance, training and first line support for all of their tasks and associated issues arising. 

· Documentation of work procedures and practices to support the training needs of current and new staff e.g. learn new systems and write training guides
Material Acquisitions/Collections related duties
· Support the Acquisitions and Digital Content Manager in the provision of access to all online material, on and off campus. Create purchase orders for all databases and licences that are to be invoiced and maintain associated spreadsheets and files.
· Day-to-day management of the Network of Hope Library budget to ensure it remains within agreed limits including decisions on price increases within agreed
thresholds and liaise with the College Librarian and Finance department. Report any issues and financial year-end figures to the Director of Student Learning. 
· Respond to queries and problems from internal and external contacts e.g. Network of Hope staff, Academic Services Librarians, Finance and suppliers.
· Provide regular and accurate financial reports on budget balances and communicate updates of changes and implications of order/price discrepancies and facilitate repurchase or cancellations. 
· EDI verification of all orders placed on the Library Management System and follow up with suppliers on transmission errors.
· Contribute towards the production and updating of documents e.g. usage statistics collection and journal renewal lists, subscription renewal data collection, to be distributed to Heads of Schools/Departments. 

· Take a proactive approach to checking e-book turn away statistics and report to the Acquisitions and Digital Content Manager and appropriate Academic Services Librarian 
· Contribute to statistical collection for external SCONUL return via the interrogation of multiple supplier systems to extract usage statistics using knowledge of Counter Reports.
· Provide accurate statistical and financial information to the Directors of Student Learning and Head of Library Services, the Acquisitions and Digital Content Manager, Academic Services Librarians, academic colleagues, Finance Office and designated areas of the University. Interpret the data and advise on expenditure anomalies and patterns.

· Update records on the Library Management System e.g. amend catalogue records, update holdings, open and close purchase order lines.
· Lead on and undertake all aspects of non-standard acquisitions, using the University credit card and in liaison with Library Administrator as appropriate
· Engage and liaise with suppliers when handling notifications e.g. price increases, e-book activations/updates and invoice queries, and ensure correct discounts are applied to invoices and are balanced in the Library Management system.
· In liaison with the Acquisitions and Digital Content Manager, take responsibility for the monitoring and administration of proforma accounts and invoices ensuring they do not go out of tolerance.
· Work closely with suppliers and the Finance Office to ensure payments and invoices are dealt with efficiently and in accordance with the University Financial Regulations. Use of University financial system Agresso, to monitor spend and ensure invoices have been passed for payment correctly. Request new supplier set up in Agresso and provide relevant information to facilitate this. 
· Raise journal transfers from internal budgets and track progress to ensure completion.

· In liaison with the Acquisitions and Digital Content Manager, take responsibility for completing end-of-year housekeeping tasks to ensure all orders are received, invoiced and completed to enable the Acquisitions and Digital Content Manager to complete the financial year end. 
· Keep up-to-date with relevant developments and enhancements with supplier systems and apply these to current practice where required.

Senior Library Assistant Team: 
· Support the Head of Library Services and the Customer Services Co-ordinator to deliver customer care standards at service points.

· Promotional activities to students and staff e.g. provide student tours during induction periods and Open Days.

· Assist with specific projects as required by the Director of Student Learning and Head of Library Services.
· As a team communicate and plan to support each other.
· Negotiate timetable requirements with the Customer Services Co-ordinator and/or Senior Library Assistant.
Generic Library Assistant duties as required including:
· Help Point late nights 

· Deal with first line support and directional queries.
· Issue, discharge and renewal of materials as needed.
· Referral to relevant library staff.
· Financial transactions at the Help Point. 

· Emptying of book return boxes.
· Processing

Additional responsibilities
· Undertake continued professional development and learn from best practice in order to improve performance and contribute to the development of a quality service
· Attend appropriate team meetings and feedback as required.
· Membership or co-option onto Library Project Teams to achieve identified project tasks and outcomes. Some groups may be task and finish groups


	Materials, resources & equipment to be used

	General IT hardware and software e.g. PCs, MS Office etc. 

Relevant Library and University systems as required e.g. Library Management System, Finance systems, Personnel system, website editing system, telephone system etc. 

Online platforms and software, Zoom etc.
Equipment such as self-service machines, printer/copiers etc

PA system

Card payment machine

Turnstiles and 3M security equipment



	Qualifications / Experience Required

	Educated to degree level or equivalent 

Previous experience as a Library Assistant and Senior Library Assistant

	Regular contacts (internal / external)

	All Liverpool Hope staff, students and potential students, partners and visitors

IT Services Helpdesk

Finance

Suppliers

Network of Hope library staff

	Staff Reporting to Post holder

	Library Assistants, Assistant, Student workers, Volunteers, Interns 



Person Specification

	Job Title
	Acquisitions & Digital Content Officer
	Code
	

	Subject/Service Area
	Student Learning 


	Weighting 
	3 – High Importance

2 – Medium Importance

1 – Low Importance


	Educational Requirements
	Weighting

	Be educated to degree level or equivalent 

	3



	Professional/Technical & Occupational Training
	

	N/A
	

	Experience
	

	Experienced as a Library Assistant/Senior Library Assistant

Demonstrable track record of financial record keeping 
Experience using Microsoft Office- Excel/Word
Familiarity with online databases and data collection
Customer service 
	2

3

3

2

3

	Skills & knowledge
	

	Supervisory

Customer service approach

Accuracy

Initiative

Communication skills including interpreting written & oral enquiries

Demonstrable track record of effective referral 

IT Skills

Statistical/financial

Cash handling

Organizational skills 

Able to cope with change

Able to cope under pressure

Planning 

Prioritizing and time management skills
Working as an individual and as part of a team

Approachable/friendly/helpful while maintaining efficiency and effectiveness

Patient

Willing to learn & adapt flexibly

Assertiveness/negotiating skills

Tact/Confidentiality

Contribution to SLA team activities

Confident to contact suppliers with routine, complex and difficult queries
	3

3

3

3

3

3

3

3

3

3

3

3

2

3

3

3

3

3

3

3

3

3

3



	Any Other Requirements
	

	Flexible and adaptable in terms of task, location and time and approach

Able to cope with change

Understanding of compliance issues e.g. GDPR, copyright, financial regulations

Health & Safety awareness


	3

3

3

3
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