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JOB DESCRIPTION

	JOB TITLE:
	Library Manager 

	GRADE:
	Grade 7

	HOURS OF WORK:
	37 hours per week throughout the year

	DEPARTMENT:
	Library

	REPORTS TO:
	Director of Digital Strategy (TBC)

	
JOB PURPOSE :

Provide close support to the Library team in matters of day-to-day operations within the Library. 

Provide line management for Subject Librarians Library Assistants, Receptionist and library stock shelving staff.

Work with the line manager and team to ensure close engagement with academic teams and courses, ensuring currency and relevance of support and liaison.

Work with the line manager to ensure continuing professional development of the staff team. 

Provide effective liaison with colleagues in the wider context including the Operational Support Technician and Learning Support colleagues (Study Skills and SpLD/Dyslexia support).

Assist in delivering innovative, proactive and high-quality Library support that facilitates the delivery of the University Strategic Plan and Library Strategy.

Manage the delivery of academic, online and user-related provision to ensure a coordinated service for all users.

Ensure library representation at University meetings including attendance and participation in academic committees and QA-related activities.




	
MAIN RESPONSIBILITIES:

· Manage, coordinate and support delivery of key aspects of the Library service, which includes enhancement of paper-based stock alongside access to existing and new digital content.

· Effective management and deployment of the library staff team to ensure that all Library users, including external users, are supported in their use of the resources available in the Library.

· Work closely with the PVCA, Deans of Faculty, Course Leaders and colleagues in professional services and academic teams to ensure currency and relevance of resources for students.

· Undertake recruitment, training and deployment of Library staff to facilitate shelving and other day-to-day operations in liaison with the Human Resources Department.

· Review and enhance induction processes for new and continuing students and issue regular communications with users regarding available support.

· Work with colleagues to provide a coordinated programme of information and digital literacy workshops for users.

· Actively look for opportunities to embed information skills within the Library service, through both face-to-face and online delivery. 

· Work with the line manager to identify and implement service improvements and work collaboratively with key university stakeholders on access to, and the best use of Library collections and resources in line with contemporary practice.

· Co-ordinate the production of marketing and media-based library content, online inductions etc. in liaison with the line manager, staff team and University Marketing Department.

· Work with the line manager to coordinate Library engagement with key academic developments and quality events and systems, including Course Approval and Periodic Reviews and providing regular reports to Learning and Teaching Committees.

· Ensure Library staff presence at Dean’s Forums and Student Representatives Group as required.

· Assist the line manager in the preparation of management and committee reports as required and prepare evidence-based analysis of usage and value for money of the Library service.

· Responsible for the management of acquisitions of books, journals and on-line materials including e-journals and e-books. 

· Manage and maintain the Library Management System.

· Review and enhance related resources for students with SpLD and /or a disability. 

· Ensure staffing arrangements offer effective operation of Library help desk areas, short loan services, self-issue, shelving procedures, library tidying and inter-library loans and e-learning access.

· Maintain the budget and financial records and liaise with Finance on collection of unreturned resources and purchase of resources.

· Support the cataloguing, digitization and on-line access to the University’s special collections and archives and ensure the library stock is regularly reviewed and appropriate to accommodate new courses and digital developments.

· Conduct annual Appraisal and Development Reviews and participate in Human Resources processes and activities as indicated by the Director of Digital Strategy.

· Undertake any other appropriate duties as may be required by the Director of Digital Strategy.




	
Equal, Diversity and Inclusion
All members of staff are required to support the University’s policy on equal, diversity and inclusion 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.

Engage with the Higher Education Academy Professional Recognition Scheme as agreed with the line manager.

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

Library Manager

Essential

A relevant professional qualification

Higher degree or equivalent professional recognition

Knowledge of current trends in wider Library/learning support provision including pedagogy, processes, communications and e-publishing

Demonstrable experience in Library/Information Management, purchase, subscriptions and stock control

Evidence of achieving user-led service excellence both in person and on-line to support a diverse range of student needs and learning styles

Experience and evidence of successfully managing a team

Evidence of awareness of contemporary systems for Library services and resources including digital/online access and social media

Excellent analytical problem-solving and decision-making abilities

Excellent team building, communication, advocacy and interpersonal skills


Desirable

Record of working constructively in partnership with others, demonstrating excellent communication and influencing skills

Evidence of working constructively and flexibly as part of a team to deliver a consistent, high-quality service to users

Experience or knowledge of digital resources in terms of collections, archives and information storage and retrieval

Understanding and applications of Radio Frequency Identification (RFID) technologies within the context of library resources
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