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[bookmark: JOB_DESCRIPTION]JOB DESCRIPTION

Note: This job description does not form part of the employee’s contract of employment but is provided for guidance. The precise duties and responsibilities of any job may be expected to change over time. Job holders should be consulted over any proposed changes to this job description before implementation.

Job Title:	Academic Engagement and Development Manager

Reports To:	Library Education Services Manager

Grade:	NG6

Purpose:	To support the Library Education Services Manager in the provision of an innovative, effective and transformative learning support service.

[bookmark: PRINCIPAL_ACCOUNTABILITIES:]PRINCIPAL ACCOUNTABILITIES:

1.  Be the lead on one or more of the teams specialties, including library resource provision, teaching, and accessible learning support. Collaborate closely with the Library Education Services Manager and other Academic Engagement and Development Managers. Implement best practice in resource provision, teaching and accessible learning support, aligning with the institution’s goals. Coordinate to achieve these goals with the Content and Digital Services team, the Centre for Education and Teaching Innovation (CETI), and the Disability and Learning Support (DLS) team as appropriate.
2. Oversee and provide direction to the team, ensuring that library education resources created and offered are effective and cohesive and provide the necessary support for academic departments. Contribute to the development of associated policies ensuring these are implemented in practice by the team, ensure that teaching and training is innovative and appropriate for students, colleagues and researchers, keeping this under review particularly in terms of student and researcher satisfaction.
3. Line manage and inspire a small team with mixed specialisms (Academic Engagement Librarians and Academic Engagement and Learning Developers)   to deliver a high-level service through team meetings, one to ones and performance management, using expertise in learning development, libraries and Higher Education. Oversee recruitment and selection, probation and performance management for this team.
4. Engage with library collections, evaluating the needs of the service to make suggestions and support the Library Education Services Manager in decision making. Work closely with the Content and Digital team to design processes in relation to purchasing and purchasing decision making for resources. Work with the Library Operations Manager to ensure the quality, consistency and accessibility of Libguides.

5. Work in partnership with the other Academic Engagement and Development Managers and academic and Professional Services colleagues to develop strategies and approaches to resource creation and provision; lead and contribute to projects which improve service delivery and student experience in relation to resources; report back to the Library Education Services Manager and other members of the Library and Archives Senior Management Team with clear recommendations for service improvements

6. [bookmark: _Hlk208572771]Work with the Library Education Services Manager and Head of Library Research and Education Services to agree Key Performance Indicators (KPIs) in resource provision, teaching and accessible learning support, and analyse these in order to report to the Library and Archives Service Senior Management Team.

7. Champion and embed access and participation principles across our Academic Engagement and Learning Development (AELD) activities, working with others to ensure that teaching, resources, and support are inclusive and address barriers to engagement and success for underrepresented and disadvantaged student groups. This will include evaluating the impact of initiatives, using data and feedback to inform continuous improvement and align with the University’s Access and Participation Plan priorities.

8. Network and engage with internal and external stakeholders to gather feedback and identify best practice examples and future service needs; translate these into actions and projects to improve the provision of Library resources and services. Keep up-to- date with developments through Continuing Professional Development (CPD) and actively maintain appropriate professional contacts in relation to resources and the wider learning support and library sector.

9.  Ensure that Academic Engagement and Learning Development (AELD) colleagues are trained and supported in delivering individual and group training for students on a range of specialist topics such as information and digital literacy, academic skills and referencing, to ensure a consistent approach in terms of the use of resources and the student experience in relation to these. Ensure AELD colleagues can support students with specific learning difficulties and that they embed accessibility in providing training and in access to resources

10. Build and maintain relationships with all Schools, the Centre for Education and Teaching Innovation (CETI), and the Learning Innovation and Digital Engagement (LIDE) team. in order to signpost wider relevant Library & Archives Service programmes, guidance and expertise to Schools and demonstrating an understanding of School-wide activities, sharing where relevant with Library & Archives Service teams.

11. Deputise for the Library Education Services Manager in their absence and take on any other duties as required by the line manager.

12. 

CONTEXT

Student and Academic Services (SAS) 
  
SAS provides professional, efficient, effective and consistent researcher and student-focused support and services. It leads on professional support for a wide range of governance, research, learning and wellbeing interventions that enhance the experience of students, colleagues and alumni throughout their relationship with the University.  
SAS activities are key to the delivery of the University’s strategic objectives and enable the University to deliver on its mission:  
To help students and colleagues from different backgrounds fulfil their potential and contribute to a more sustainable, equitable and healthier society.  
To achieve this, SAS is organised into four clusters:  
 
· Business Operations  
· Library and Archive Services  
· Student Experience  
· Student Support and Residential Life 
 
Uniting these services in a single Directorate enables a powerful synergy between support for learning, teaching, employability and research & knowledge exchange and co-locates these with the professionals who lead on student wellbeing. In turn, this informs the Whole-University approach to the wellbeing of all colleagues.  
SAS teams contribute to increasing success in the NSS/PTES/PRES, TEF, REF, KEF and Graduate Outcomes and therefore positively impact league tables. Services delivered by SAS student-facing teams are critical to achieving the priorities of the University’s Access and Participation Plan.  
 
SAS is a large and diverse Directorate comprising circa 165 colleagues who, between them, work in every university building and have a strong online presence to support and collaborate with students and colleagues who prefer/need to work virtually. SAS teams are very flexible and roles evolve with changing needs. There is a strong commitment to developing the skills and capabilities of colleagues through a proactive programme of staff development. The post holder will be expected to engage in personal development and to be a role model to all members of the team.  
 
The post holder will be expected to embed and role model the University’s values: Progressive, Compassionate, Responsible and our Equality, Diversity & Inclusion commitments in all that they do.  
 
The post is based in the West End but the post holder may be expected to work at any of the University sites as required. The University has adopted Smart Working principles to support and further our Equality, Diversity and Inclusion aims of being an inclusive, collaborative and flexible employer.  
 
The University requires all post holders to have an understanding of individual health and safety responsibilities and an awareness of the risks in the work environment, together with their potential impact on both individual work and that of others.  
 
 
Library and Archives Service 
 
The Library and Archives Service comprises around 50 people, working in the following teams: 
 
· Library Research and Education Services 
· Content and Digital Services 
· Library Operations 
· University Records and Archives 
 
 
The post holder is part of the Library Education team (c.13 people) within Library Research and Education Services, brings together professional librarians and learning developers to deliver a high-quality service including academic skills training and study skills support, with an emphasis on accessibility. The team answer enquiries, provide individual training and group teaching, develop Library collections and produce online resources. As a manager in the team, this role will manage and support a number of specialists, using their excellent knowledge of context within the University, and understanding of the wider needs of the University to support colleagues and make decisions. All services operate with a blended (physical and virtual) environment and the post holder is expected to support the development of both electronic and face to face services. 
 
[bookmark: DIMENSIONS] DIMENSIONS
The Library and Archives Service operates in three locations with two groups in the West End and one at Harrow. The team members are each based at one of the libraries, but all SAS appointments are made on the understanding that colleagues will work at any of the service points should the need arise. The nature of this post means that the post holder will be expected to make regular visits to all libraries and other University buildings. 
The post holder reports to the Library Education Services Manager and is one of two Academic Engagement and Development Managers. Academic Engagement and Development Managers line manage a group of c.5-6 people, including Academic Engagement and Learning Developers and Academic Engagement Librarians. 
They will be the lead specialist in one or more of the areas of library resource provision, teaching, and accessible learning support 
Library colleagues can be scheduled for work at any site over a seven day week 
(e.g. including Saturday and Sunday) between the hours of 8.30am and 8.00pm. Library Education Team members will usually work Monday to Friday, but may be asked to work out of hours on occasion to meet service requirements. No premium rates, additional remuneration or time off in lieu is made to colleagues required to work on Saturdays or Sundays as part of their normal core of hours. Details will be agreed prior to contract issue. 
















































PERSON SPECIFICATION

	
	Essential criteria
	Desirable criteria

	Qualifications
	· A degree in any subject or knowledge and practical experience equivalent to this role (as represented in the person specification).
	· A management qualification.

	
	
	· Membership of and/or engagement with professional bodies and organisations

	
	
	· Information management / library qualification.
· A teaching qualification OR professional recognition through Senior Fellowship with AdvanceHE OR equivalent relevant experience.
· A recognised qualification in assessments for specific learning difficulties or Specialist Study Skills

	Training and experience
	· Strong knowledge and understanding of academic library collections, print and e-resource management in HE.
· Strong knowledge and understanding of teaching approaches, pedagogies, and the landscape of teaching provision in an HE setting.
· Evidence of familiarity with a range of approaches to teaching and learning in a variety of contexts, disciplines and levels of study
· A knowledge and understanding of the current issues in Higher Education (HE), including an awareness of changing requirements, and the ability to communicate this clearly to colleagues.
· Experience of managing and developing individuals and teams.

	· Experience of working in an academic library.
· Experience of designing and delivering Information Literacy (IL) training programmes.
· Experience of managing the teaching offer of a dedicated team in an HE institution.
· Experience of designing and developing learning resources
· Knowledge of the standards and structure of written academic work and ability to comprehend complex texts in all subject areas well enough to provide meaningful feedback to students.



	
	· Experience of managing collections and resources, including resource creation
· Experience of researching, analysing and implementing alternative solutions to improve service delivery.
· Confidence working with statistical information e.g. collating and interpreting information from a range of sources.
· Evidence of supporting change initiatives to meet strategic goals/objectives.
· Prior experience of contributing to policy development and implementing policies.
· Prior experience of updating and implementing processes and procedures.
	

	Aptitude and abilities
	· Ability to engage and work in partnership with a diverse range of service stakeholders.
· Ability to lead a team with their own varied specialisms, and learn and engage with these to guide their work effectively.
· Proven capacity to work well in a team and have good working relationships with colleagues.
· The ability to prioritise tasks and solve problems in a busy environment, where there may be competing and unexpected deadlines.
· Confidence to work alone and make decisions based on previous experience and evidence, including data and metrics.
· Excellent verbal and written communication skills.
· Interest in networking effectively to learn, engage and influence both within and outside the University.
· Desire to innovate and find creative solutions to improve services.
· Flexibility and a willingness to undertake a variety of tasks.

	Personal attributes
	· Commitment to support students with a range of needs and backgrounds.
· Flexibility to work out of hours on occasion to meet user or service expectations.
· A curiosity and willingness to learn and develop.
· Fully committed to creating a stimulating learning and working environment which is supportive and fair, based on mutual respect and trust, and in which harassment and discrimination are neither tolerated nor acceptable.
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