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Job Description

	Job Title
	Library Digital Services Co-ordinator (0.5 FTE)
	Code
	

	Subject/Service Area
	Student Learning 

	Reports to
	Head of Library Services 

	Accountable To
	Director of Student Learning


	Purpose of Job

	The Digital Services Coordinator is responsible for the management and ongoing development of our digital library services in support of the Teaching, Learning and Research activities of Liverpool Hope University.


	Key Tasks / Responsibilities

	· Co-ordinate, maintain and develop the Library Systems portfolio including the LMS, Digital Collections software, repository, discovery and reading list systems 

· Co-ordination of the collection and analysis of Library data 

· Co-ordinate training and support in use of Library’s systems and digital services 
· Supporting Library services development using optimal use of technology and innovative approaches  
· Contribute to Library wide service provision and groups as required
· Keeping up to date with relevant professional development and training  


	Work Performed (relating to key tasks)

	Co-ordinate, maintain and develop the Library Systems portfolio including the LMS, Digital Collections software, repository, discovery and reading list systems 
· Oversee the Library Management System and other library specific software applications ensuring optimal performance, data integrity and user satisfaction 

· Liaise with IT Services staff and suppliers to ensure seamless integration and functionality of library systems, as well as addressing technical issues and troubleshooting system problems 
· Through the use of technical roadmaps identify, implement and monitor new features, updates, and upgrades for library systems.

· Maintain system documentation and user guides.

· Manage and maintain the library's LMS, ensuring optimal performance, data integrity, and user satisfaction.
· Oversee the implementation and integration of new library technologies and systems.

Co-ordination of the collection and analysis of Library data 

· Analyze usage data and user feedback to evaluate and make recommendations to improve and enhance digital services.
· Support colleagues to obtain data and statistics from library systems

· Collection of data to support University and external (e.g. SCONUL) benchmarking and decision making 
Co-ordinate training and support in use of Library’s systems and digital services 

· Train library staff on effectively utilizing library systems and digital resources.

· Provide technical support to patrons encountering issues with accessing or using digital services.

· Develop user guides and tutorials for library systems and digital tools.
Supporting Library services development  using optimal use of technology and innovative approaches  
· Stay abreast of emerging technologies relevant to libraries and digital services.

· Research and recommend new digital tools and resources to enhance the library's digital offerings.

· Collaborate with library staff to develop and implement strategies for continuous improvement of library systems and digital services.

Contribute to Library wide service provision and groups as required
· Provide staff development sessions as required
· Support the Librarians’ team at pressured times as directed by the Head of  Library Services 
Keeping up to date with relevant professional development and training

· Keeping abreast of relevant current professional developments via professional bodies/literature and networking  
· Maintaining an awareness of own training and development needs and liaise with line manager / performance reviewer to identify appropriate and relevant events in accordance with LLS staff development strategy
· Being involved in department wide training where appropriate



	Materials, resources & equipment to be used

	Laptop and/or PC

Telephone

Mobile device 

Software as required



	Qualifications / Experience Required

	Educated to degree level (or equivalent)  and a professional qualification in librarianship or relevant experience 

· Understanding of UK higher education and the challenges it faces 
· High level of IT knowledge 

· Proven experience in managing and troubleshooting systems and technologies.

· Excellent analytical and problem-solving skills.

· Effective communication, interpersonal, and leadership skills.

· Ability to prioritize tasks, manage multiple projects, and meet deadlines.

· Ability to design, deliver and evaluate support materials 
· Willingness to work flexibly including working in multiple locations
· Willingness to undertake training and development as required 

· Commitment to providing a high quality student experience as underpinned by the values of the University
Desirable Qualifications
· Experience of working in a Library role preferably in a Higher Education setting 

· Knowledge of digital preservation practices and metadata standards.

· Programming or scripting skills (e.g., Python, SQL).

· Project management experience.



	Regular contacts (internal/external)

	· Liverpool Hope staff, students, researchers, visitors and external users.

· Liaison Library Representatives and School administrators for relevant School

· Reprographics/Graphic Design

· Student Administration

· I.T. Services Helpdesk

· Security

· Estates



	Staff Reporting to Post holder

	None 




	Name
	Lorraine Beard 

	Title
	Head of Library Services 

	Signature
	Lorraine Beard 

	Date
	14/6/24


Please complete and return to Personnel
Thank you 
	Personnel Office 

Liverpool Hope University 

Personnel, Taggart Avenue, Hope Park, Liverpool, L16 9JD

Tel: 0151 291 3189
E-mail: jobs@hope.ac.uk
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