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The Library



Acquisitions Officer – Grade 6

(Ref: MPF1156)








Role Title:  Acquisitions Officer

Reports To:  Collections and Content Manager


Overview

We are one of the UK’s leading enterprise universities and currently has over 20,000 students, including over 3,500 students from more than 130 countries around the world. This is an exciting time to be part of a University whose expertise is transforming individuals and communities through excellent teaching, research, enterprise and engagement.

The Library is part of the wider Directorate of Student and Academic Support (DSAS). DSAS colleagues work together, and in partnership with our academic staff, to deliver flexible services that enhance our students’ experience and enable them to thrive while they are studying at Salford. 

Student experience is at the heart of our work and we make every effort to drive this in a creative, flexible and innovative way, whilst anticipating, engaging and responding to the needs of our diverse student community. We have a great team in place, who are passionate about their work and we now wish to appoint an Information Assistant who will strengthen our team by sharing our passion for providing continuous support to our students.

We are proud of our diverse student population and it’s important for us to create an inclusive culture where all our students and colleagues can bring their whole selves to the University. We recognise that our colleague profile is not as diverse as it should be particularly looking at the diversity of our students and have developed targets to increase the ethnic diversity of our teams. We operate a guaranteed interview scheme for job applicants who declare they have a disability and meet the essential criteria of the job they are applying for. We are a member of the AdvanceHE Race Equality Charter and hold a bronze Institutional and School Athena SWAN award.  


Role Detail

Please be aware that although the role will be assigned to a specific department / school within DSAS in the first instance, we reserve the right to reassign the post to meet the future needs of the University. 


Role Purpose

The Acquisitions & Serials Officer is responsible for administering the purchase of information/learning resource material irrespective or format or media and for contributing to cataloguing and access management functions associated with such purchases.  S/he will manage staff, liaise with suppliers, contribute to the formation of policy and participate in the delivery of user support. A proactive approach and commitment to collaborative working will be essential. The culture and ethos of the post is directed towards customer service.

S/he will contribute to the library’s ethos of continuous service improvement 


Responsibilities

· Administer the purchase of information/learning resources irrespective of media, monitor activity and produce statistics/reports;

· Liaise with suppliers and monitor tender and consortia performance;

· Monitor developments in the field of resource acquisition and assist the Collections Team Leader and E-Resources Librarian by making recommendations for continuous improvement;

· Contribute to the cataloguing and access management of information/learning resources;

· Manage staff, including recruitment, development and appraisal, and supervise work within team;
· Create, verify, develop and upgrade metadata for print and digital resources using MARC, Dublin Core and other standards as appropriate;
· Liaise closely with colleagues in other areas of the service to provide effective and flexible acquisition and serials administration procedures;
· Represent the Library in selected external groups, particularly in relation to acquisitions and serials issues;

· Ensure the continuing development and growth of all library staff by contributing to the Library’s programmes for training and development;

· Perform any other duties appropriate to the grade as may be required by the University Librarian;

· Bring to the attention of managers any matters relating to the health and safety of staff, students and visitors;

· Engage with the University’s commitment to deliver value for money services that optimise the use of resources by maintaining a cost conscious approach when undertaking all duties and aspects of the role;

· Promote equality and diversity for students and staff and sustain an inclusive and supportive study and work environment in accordance with University policy; and

· This role detail is a guide to the work you will initially be required to undertake.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.

Person Specification

What Are We Looking For

Within this role, it’s not only what you do but how you do it that will enable you to be truly successful.  The Salford Behaviours are an integral part of who we want to be as a Library team, and it is important that you are able to show us that these are also important to you.
 
For this role, we have identified the following behaviours to be critical:
 
	Achieving
	Takes accountability to make things happen and see things through for the benefit of the University and its students

	Inspiring
	Communicates with clarity and behaves in a way that engages and influences people to do their best for the University and its students

	Evolving 
	Creates a better future through a constant focus on improvement and innovation




Qualifications

	
	The successful candidate should have:
	Essential/ Desirable
	Tested by*
A, I, P, T

	1
	Have a Graduate qualification (or professional equivalent) with substantial experience in a library, computing or relevant information environment
	E
	A , I, S, T



Background & Experience

	
	The successful candidate should have:
	Essential/ Desirable
	Tested by*
A, I, P, T

	1
	Experience of acquisition and serials procedures using an integrated library management system
	E
	A , I, S, T

	2
	Experience and ability to manage supplier relationships and budgets
	E
	A , I, S, T

	3
	Experience and ability to manage, train and motivate staff
	D
	A , I, S, T

	4
	Experience of cataloguing, metadata creation and maintenance of print and digital resources
	D
	A , I, S, T

	5
	Demonstrable commitment to continuing professional development 
	E
	A , I, S, T



Knowledge

	
	The successful candidate should have demonstrable knowledge of:
	Essential/ Desirable
	Tested by*
A, I, P, T

	1
	Current developments in the higher education learning resources market, including e-books and e-journals
	E
	A , I, S, T



Skills & Competencies

	
	The successful candidate should demonstrate:
	Essential/ Desirable
	Tested by*
A, I, P, T

	1
	Enthusiasm and a proactive approach to continuous service improvement
	E
	A , I, S, T

	2
	The ability to work on own initiative without supervision
	E
	A , I, S, T

	3
	The ability to work as part of a team
	E
	A , I, S, T

	4
	Good ICT skills
	E
	A , I, S, T

	5
	Effective verbal and written communication skills
	E
	A , I, S, T

	6
	Ability to manage internal and external working relationships
	D
	A , I, S, T

	7
	Creative problem solving skills
	D
	A , I, S, T

	8
	Positive outlook and commitment to the University values and behaviours 
	E
	A , I, S, T

	9
	Willingness to work flexibly, as the service requires, with some occasions of weekend and evening attendance 

	E
	A , I, S, T



*A = Application form, I = Interview, S = Supporting Statement, T = Test 
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