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Job Description

	Job Title
	Academic Services Librarian (Faculty of Creative Arts and Humanities)
	Code
	

	Subject/Service Area
	Library

	Reports to
	Head of Library Services

	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

	Academic Services Librarian Responsibilities

The Academic Services Librarian acts as the main contact point for academic staff and students in the Faculty of Creative Arts and Humanities and has responsibility for co-ordinating all formal / informal liaison, collection management and development, information literacy development, and learning support materials.

Subject liaison and support
· Promote all aspects of the library services to the Heads and academic team  including Information skills, collections, reading list software etc.

· Ensure flexible and responsive, high profile availability to support students, staff and visitors in your areas of specialism at the point of need both physical and virtual 

· Develop subject knowledge, particularly in relation to information sources and collection content

· Represent Library Services at Faculty and School meetings  and Student Voice meetings

· Undertake support activities in relation to provision in all locations e.g. Network of Hope including liaison with partner college library staff
· Preparation for and contribute to University Quality Assurance processes and external validations
· Support research activities associated with the identified Faculty regardless of physical location, i.e. at the individual, group/centre level

· Provide advice and support to Faculty academics and quality control the submission process of Faculty materials to the University’s Repository

· Provide support to the Faculty REF submission process e.g. providing advice and information relating to bibliometrics, checking records, DOIs etc.

· Make contributions relevant to Faculty Library Web pages and social media

· Advise academic colleagues on copyright issues, including the preparation of packs and scanning of items for delivery via the University’s Moodle presence

          Collection management and development
· Identify appropriate new materials and sources within subject areas, reference and bibliographic materials, and advise academic staff where appropriate

· Co-ordinate checking of orders and reading lists and advising, with colleagues, of best value for money against the appropriate format of purchase, e.g. electronic v print.

· Provide information to academic staff on stock usage in all locations and advise on appropriate action

· Work with the Collections Librarian to obtain & promote trials and costings for sources of information of relevance to the Faculty
· Electronic information source evaluation and development in consultation with the Acquisitions and Digital Content Manager.

· Supporting the accessibility, promotion and exploitation of pan University special collections

· Promote and organise library displays to highlight areas of stock

· In consultation with academic staff, identify obsolete materials for withdrawal or alternative housing e.g. stack

· Handle donations in subject areas (in line with donation policy)
Information literacy and retrieval skills

· Promote, create, deliver and evaluate courses, training sessions and materials in appropriate formats, in appropriate locations (physical and virtual) and at appropriate times (daytime, evenings and weekends), including:

· Information literacy and research skills training sessions 
· Bespoke courses (including formative, and where required summative, assessment )
· Online tutorials 

· Moodle
User Support, physical and virtual

Academic Services Librarians provide high quality support to staff & students including:

· signposting appropriate resources to support all library users

· consulting and referring to other LLS staff and/or outside agencies

· responding to queries referred to them 
· advising students about reciprocal library schemes 

· responding to queries received via virtual routes e.g. the online help slot, chat service etc. and refer queries received via the suggestion box to the relevant person

· supporting distance learners e.g. Network of Hope initiatives 
Cataloguing and Classification

· Catalogue and classify using Dewey Decimal Classification or appropriate specialist classification scheme for all formats of materials e.g. electronic resources, special collections

· Create, import and edit catalogue records for using the library management system (currently Talis) to MARC 21 standards.

· Consult with other professional staff regarding enquiries

Librarian Team responsibilities

· Duty librarian during late nights
· Supervision of service point and staff 

· Management of building and staff during late night duties
· Handling cash and card payments at desks, till responsibilities etc including supervisory level with switch machine.

· Provide appropriate support to the Library Help Point

· Inductions for new students: orientation to and demonstration of electronic and print services and sources available from the Library environment

· Provide drop in sessions to support online resources 
· Individual instruction at the point of need e.g. via help slots, both face to face and virtual
· Provide staff development sessions as required

· Provide cover in the Special Collections Reading Room as required
· Support the Librarians’ team at pressured times as directed by the Head of  Library Services (e.g. quality events; financial pressures; response to external pressures; staff absence) 
· Playing an appropriate part in the development, promotion and support of Library technological developments e.g. Discovery tool, Reading Lists and Bibliographic software
· Contribute to task and finish groups around specific projects and tasks
· Attend and contribute to team meetings including acting as chair and taking minutes on a rota basis
Personal development and training
Academic Services Librarians take responsibility for their continuing professional development and learn from best practice in order to improve their performance and contribute to the development of a high quality service by:
· Keeping abreast of relevant current professional developments via professional bodies/literature and networking  
· Keeping abreast of relevant current faculty developments via networking/liaison and attendance at appropriate Faculty events

· 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

· Appropriate involvement in all new staff and student programmes, e.g. placement as and when required

· Being involved in department wide training where appropriate

Financial and statistical responsibilities 

· Handling cash and card payments at desks, till responsibilities etc, including supervisory level for card payments

· Giving other general information and advice on spending levels in co-ordination with the Acquisitions and Digital Content Librarian 
· Collection of statistical data to support University and external (e.g. SCONUL) benchmarking
Additional responsibilities
Involvement in or co-option to one or more of the following responsibilities / pan Library groups, as directed by the Head of Library Services. This may involve chairing the group on a rotational basis. Some groups may be task and finish groups as business needs dictate. 

Examples of such responsibilities/groups might be:

· Induction Co-ordination
· Communication

· User Experience

· Wellbeing and Sustainability
Take a lead role for specific areas of Library activity  
· Cataloguing and classification
· Skills training
· Induction and events

· Research skills programme

· Promotion/Communication

 

	Materials, resources & equipment to be used

	PC/laptop
Telephone


	Qualifications / Experience Required

	Educated to degree level (or equivalent)  and a professional qualification in librarianship (either undergraduate or postgraduate)


	Regular contacts (internal / external)

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

· Liaison Library Representatives and Faculty/School administrators 

· Reprographics/Graphic Design

· Student Life and Student Futures staff 
· I.T. Services Helpdesk
· Security

· Estates

Internal Committees:
· Team meetings.

· Pan Library Task & finish group(s)

· School and Faculty Boards

· Network of Hope meetings

· Library meetings



	Staff Reporting to Post holder

	Senior Library Assistants, Library Assistants and student workers during evening and weekend duty




	Name
	Lorraine Beard 

	Title
	Head of Library Services 

	Signature
	Lorraine Beard 

	Date
	7/3/25


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
Web: http://www.hope.ac.uk/personnel/ 
	


1 / 1

