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Role:         		Content & Discovery Librarian	    
 
Department:		Library 

Grade:                        BSUP G7

Responsible to: 	Content & Licensing Manager

Campus:		 Any

Permanent, Full-Time



Job Purpose 

This role manages core library acquisitions and content discovery services to ensure timely access to high-quality information resources that enrich the student experience and advance the university’s academic and research goals.
Responsible for print and e-book acquisitions, cataloguing, document delivery and reading list services, alongside line management of team members in these areas, the role plays a key part in ensuring the efficient provision of resources and services to support learning, teaching and research.
The post-holder collaborates with colleagues, stakeholders and suppliers to ensure prompt resource acquisition and service delivery. They support data collection for resource-related decisions and assist the Content & Licensing Manager with procurement, supplier liaison and the subscriptions lifecycle.
As part of the Library Digital & Content Services team, the post-holder contributes to library-wide initiatives and helps deliver a customer-focused service that enhances the student experience.

 
Main Duties 

In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library service commits to providing learning and development to support this expectation.



Managing the Acquisitions and Content Discovery Services
1. Manage acquisition workflows for print and e-books, including ordering, invoicing, payment and preparation for use.
2. Provide operational oversight of acquisitions systems, implement process improvements and ensure delivery of evidence-based services (DDA, EBA, PDA) through usage monitoring and data-informed decision-making.
3. Oversee the library catalogue, bibliographic standards, reading lists and document delivery services, ensuring data accuracy and user-friendly functionality in collaboration with the systems team and other library colleagues.
4. Support the evaluation and implementation of new discovery services and systems, collaborating with library colleagues to evaluate emerging solutions, deliver content discovery tools and enhance the user experience across library platforms.
5. Promote content and discovery developments via web pages, social media and other communication channels.
Managing Staff
6. Line manage and support a team of Senior Information Assistants, supervising and training a multi-skilled, cross-campus group to deliver high-quality, flexible library content and discovery services with consistent standards and strong collaboration.
7. Plan, prioritise and adjust workloads to meet team objectives and evolving priorities, providing guidance on acquisitions, cataloguing, discovery processes and workflow improvements.
8. Deputise for the Content & Licensing Manager as required, representing the team on projects and working groups.
Supporting the Subscriptions Lifecycle
9. Support colleagues involved in the evaluation, purchase, renewal or cancellation of serials and database subscriptions by maintaining awareness of relevant processes, systems and documentation standards. 
10. Assist colleagues in coordinating evaluations, trials and stakeholder feedback by sharing knowledge of licence terms, access models and compliance requirements. Help ensure continuity of access to online resources and print journals by supporting licence management and monitoring activities.
Maintaining Quality and Promoting Efficiency
11. Contribute to the quality assurance and control of bibliographic records by implementing and maintaining procedures for media, record sources and documentation, ensuring records remain accurate, reliable and up to date.
12. Oversee acquisitions, discovery and cataloguing processes, ensuring efficient workflows and high standards, while liaising with systems staff and external providers to identify and resolve operational challenges and electronic content access issues.
13. Contribute to the accuracy of supplier records, holdings data, access permissions and financial tracking to aid compliance and oversight
Providing Management Information
14. Monitor and track resource expenditure and transactional activity, identifying and resolving issues as they arise. 
15. Collect and analyse usage data for print and electronic resources to support management decision-making; and collate data on collections for internal and sector reporting (e.g., SCONUL statistics).
16. Monitor and report service interruptions identifying risks and issues, while clearly communicating updates, changes and disruptions to stakeholders to ensure effective engagement and awareness.
Liaising with Stakeholders and External Support Providers
17. Collaborate with team colleagues, Subject Librarians and other library staff, participating in projects and working groups to ensure effective operations and decision-making on resource procurement and access.
18. Participate in periodic library resource reviews, liaising with library and academic colleagues regarding acquisitions, subscriptions and e-resource access.
19. Work with internal teams such as library Digital Systems Support team, Digital Services and Finance teams to ensure smooth service delivery.
20. Maintain relationships with external suppliers, consortia, systems providers and publishers to support library services and resource provision.
Other Duties
21. Maintain and apply professional knowledge and skills, ensuring compliance with legal obligations including health, safety, equality, diversity, inclusion, and GDPR.
22. Undertake other duties consistent with the grade and remit of the post as required.

This role profile is non-contractual and provided for guidance. It will be amended in accordance with the requirements of the role and the changing needs of the University. 

 
We may create a 12-month waiting list for same or similar roles within the Department / Faculty. The University reserves the right to extend the waiting list across the University if required for certain posts. 
 
The University is committed to developing all employees and operates a Developmental Appraisal Review (DAR) which is mandatory. You will be required to meet with your manager at least once every two years as part of the DAR process. If you have line management responsibility for other staff, you will be required to conduct a DAR meeting with your staff at least once every two years. 

All staff in the University have a responsibility to comply with the University’s Equal Opportunities Policy and Health and Safety Policy. Line Managers have particular responsibility for ensuring compliance with these Policies within their own area. 
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