Job Description

	Job Title
	Acquisitions and Digital Content Manager 
	Code
	

	Subject/Service Area
	Library Services (Student Learning)

	Reports to
	Head of Library Services 

	Accountable To
	Director of Student Learning

	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

	· Line Management of Collections Team
· Collections related duties

· Librarian Team responsibilities

· User support, physical & virtual

· Personal Development & training

· Financial & statistical responsibilities
· Additional responsibilities

	Work Performed (relating to key tasks)

	Line Management

· Line Management of the Acquisitions and Digital Content Officer and Assistants (Collections) including the application of the Universities policies on absence management, performance review and recruitment.
· Co-ordinate with the Head of Library Services where staff duties underpin activities in other parts of Library Services.

· Liaise with other Line Managers to ensure service areas are covered and deadlines met.
· Compile training materials and provide training for Library teams in the use of all systems as appropriate.
Collections related duties

· Day to Day oversight of the acquisition processes for all learning resources in all formats. 
· Take a lead on Procurement activities including contract renewal attending relevant meetings and providing feedback to Library Directors.

· Take a lead on the planning and implementation of the automation of material acquisition related processes
· Implement, manage and act as first line support for all systems necessary to complete acquisitions functions e.g. Acquisitions module of Library Management System, book purchasing systems, subscriptions systems etc. including administration systems and usage statistics systems.

· Take a lead on the introduction of new purchasing models e.g. Patron Driven, Evidence based & Demand Driven Acquisitions 
· Set up and monitor budgets for all formats of materials using the appropriate Library system and provide regular updates to the Directors.

· Oversee accurate financial information input into the University financial system and in the absence of the Directors act as authoriser of orders.

· Oversee the Acquisitions and Digital Content Officer providing regular updates of financial and acquisition information to academic areas & Academic Services Librarians.

· Undertake an “interim” year-end exercise to enable the full exploitation of the subscription source budget.

· Produce end of year accounts in compliance with the University’s financial regulations, for use by the Finance Department and external auditors.

· Prepare subscription renewals information to inform purchase/cancellation.
· Renewal/ordering/cancellation of subscriptions through relevant suppliers ensuring relevant notice is given.
· Monitor operational aspects, and meet with reps from suppliers to address issues and concerns identified and regularly report on supplier performance to the Head of Library Services & Framework Procurement Groups 
· Maintain awareness of supplier developments and “added value services” making recommendations to Head of Library Services of Acquisitions enhancements.

· Day to day operational management of Discovery tools including setting up & maintaining links and keeping up to date with developments of these systems.

· Take a lead on off-campus access to online resources to ensure and test  resources are available both on and off campus.  Resolve issues and liaise with IT Services and external providers to ensure seamless access
· Provide and obtain support for all online resources in multiple formats. 
· Provide management information on all relevant activities and interpret data to inform renewals and new product selection e.g. cost per download 
· Keep abreast of the Counter Code of Practice, taking a lead on the implementation of new releases and the changes to usage statistics obtained.  

· Set up trials and negotiate appropriate access from Suppliers to resources, as identified by Librarians and academic staff. Establish and communicate licensing arrangements, cost options, time limitations etc.  Collect and report feedback.

· Negotiate licenses to extend access to electronic resources required at Partner organisations including dealing with payment, technical and acquisitions processes 

· Investigate the reason for e-book turnaways identified by the Acquisitions and Digital Content Officer and suggest solutions 
· Produce Collections data required for SCONUL Statistics return 

· Promotion of Collections developments and news through the Library Web pages, Social Media, emails etc.

· Liaise with Academic Services Librarians to ensure materials are catalogued and classified and records on the Library Catalogue reflect the Collection.
Librarian Team and additional responsibilities

· Duty librarian during late night and weekends providing appropriate support to the Library Help Point and oversight of the building
· Provision of University wide sessions such as inductions 
· Membership or co-option onto Library Project Teams to achieve identified project

· tasks and outcomes. Some groups may be task and finish groups Attend and contribute to staff/team meetings including acting as chair and taking minutes as required. 
· Undertake continued professional development and learn from best practice in

order to improve performance and contribute to the development of a quality

service

To undertake such other duties as prescribed by the Head of Library Services or Director of Student Learning that are reasonable in relation to the effective operation and management of the service.

	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

Undergraduate/Postgraduate degree in Library/Information Studies/Management

Experienced within a Library or similar environment.

	Regular contacts (internal / external)

	· Liverpool Hope University staff and students

· Visitors and external users.

· Library representatives and other staff in Schools and Departments

· Suppliers & Publishers

· IT Technicians for set up, problem solving/testing with IT systems and equipment

· Reprographics/Graphic Design

· Registrar’s Office

· Finance

· I.T Services

· Security

· Estates

Internal Committees:

· Library staff meetings as required.

· Library Project Teams

	Staff Reporting to Post holder

	Material Acquisition Acquisitions and Digital Content Officer and Library Assistant(s)Acquisitions and Digital Content Officers, Library Assistants and student workers during evening and weekend duty

Interns and volunteers as required.


	Name
	Lorraine Beard 

	Title
	Head of Library Services 

	Signature
	Lorraine Beard 


	Date
	7/7/25


Please complete and return to People Services
Thank you

	People Services 

Liverpool Hope University 

Hope Park, Liverpool, L16 9JD
Tel: 0151 291 3189
E-mail: jobs@hope.ac.uk
Web: https://www.hope.ac.uk/gateway/staff/peopleservices/ 
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