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JOB DESCRIPTION

	
JOB TITLE:
	
Subject Librarian (E-Learning)
 

	HOURS OF WORK:
	
37 hours per week throughout the year
Subject Librarian E-Learning

	GRADE:
	
Grade 5 


	     
DEPARTMENT:
	
Library 


	
REPORTS TO:

	
Library Manager

	
JOB PURPOSE :

· Assist with the day-to-day operations of the Library and the delivery of a high-quality Library service. 

· Create and deliver Information literacy sessions and training through e-learning, blended learning and in-person. 
· Effective course liaison to ensure the efficient acquisition and management of online and physical resources to promote skills and knowledge in the academic community. 
· Support users by providing assistance with various information systems within the Library.
· Support the Library Manager with management of a wide range of e-resources for the full product life cycle.
· Support the Library Manager with general Library projects.



	
MAIN RESPONSIBILITIES
· Support the management of a wide range of e-resources for the full product life cycle.
· To arrange product quotes, free trials and demonstrations of e-resources, providing feedback and usage reports to support the Library Manager in acquisition decisions.  
· To ensure discoverability and access to a variety of resources using systems such as Library Management Systems, Discovery layers, OpenAthens, proxy servers, Virtual Learning Environments (VLEs) and reading list software. 
· To troubleshoot and resolve holdings, access and technical issues in relation to e-resources.
· To maintain e-resources records, including vendor contacts, pricing, subscription and renewal notes.
· To liaise with suppliers and account managers regarding e-resource content and functionality.
· To collate and report on usage data for all e-resources to measure impact and value for money. 
· To record post cancellation access to e-resources, via services such as Jisc’s Knowledge Base Plus (KB+).
· Work collaboratively with the Library Manager, Subject Librarians and IT to create, review, edit, and maintain Library web page content, navigation, and access to resources.
· Responsible for acquisitions, classification and collection management of physical and online resources.  
· Plan, create and deliver Information Literacy teaching and training via e-learning, blended learning and face-to-face sessions to all Library users, using a variety of tools and software. 

· Support users by providing assistance with using various information systems within the Library and web based services including the catalogue, Discovery, and self-issue system.

· Undertake help desk duties including dealing with in-depth enquiries.

· Assist with the production of marketing and social media publicity in liaison with the Library Manager and Marketing Department.
· Undertake any other duties of a similar level as required by the Library Manager.




	
Equal Opportunities
· 	All members of staff are required to support the University’s policy on equal opportunities and to ensure that their work practices reflect that commitment.

Health & Safety
· 	All members of staff are responsible for ensuring their procedures and practices are compliant with the University’s Health and Safety Policy.

Policies & Procedures
· 	To comply with any policy and procedure as regularly updated and published on the intranet applicable to your role, e.g. Confidentiality, Data Protection, IT Acceptable Use, Disaster Recovery, Quality Management and Enhancement procedures etc. 

Staff Development
· 	Participate in Staff Appraisal and Development Review and Staff Development and Training activities as well as maintaining own subject knowledge. 

Confidentiality
· 	Maintain confidentiality regarding all aspects of work. 

Variation to Job Description
· 	Norwich University of the Arts reserves the right to vary the duties and responsibilities of its employees within the general conditions of service.  The duties and responsibilities outlined above will be periodically reviewed and may be altered as the changing needs of the University may require. 



PERSON SPECIFICATION – SUBECT LIBRARIAN (E-LEARNING)

	
	Essential /Desirable
	Candidate Assessment A, I, or P*

	Educational and Vocational Qualifications 
	
	

	Relevant professional or academic qualifications
	Essential
	A

	Evidence of related Continuing Professional Development (CPD)
	Essential
	A

	Experience and Knowledge
	
	

	Knowledge and awareness of the academic functions of contemporary libraries
	Essential
	A

	Knowledge of the current context for current library provision including blended learning, communications and e-resources
	Essential
	A, I, P

	Demonstrable experience in library/Information work, including purchase, subscriptions and asset control 
	Essential
	A, I

	Experience of working with a range of information and service systems within the Library including LMS and external platforms
	Essential
	A, I, P

	Evidence of achieving user-led service excellence both in person and online
	Desirable
	A, I

	Record of working constructively and flexibly as part of a team to deliver a consistent, high-quality service to users. 
	Desirable
	A, I

	Experience/knowledge of e-resources in terms of collections, archives and information storage and retrieval
	Desirable
	A, I

	Experience of working with others to support a diverse range of student needs, learning styles and learners with disabilities and learning differences
	Desirable
	I

	Understanding or experience of delivering user inductions and developing and producing paper-based and electronic supporting material 
	Desirable
	I

	Key Competencies 
	
	

	Ability to engage effectively with library users to support groups or individuals as required
	Essential
	I, P

	Excellent team working, communication, and interpersonal skills
	Essential
	I

	Excellent organisational, IT and general administrative skills to support efficient operation of the service
	Essential
	I


KEY:   *Selection Criteria:  A = Application Form,   I = Interview,   P = Presentation, Practical exercise or presentation of portfolio of current practice.    The selection criterion is for guidance only and alternative methods may be used to assist the selection process.
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