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Role Title:  Digital Content Officer

Reports To:  Content Engagement & Negotiations Manager

About you
We want to hear from proactive, highly organised individuals that will help facilitate the right resources to provide the best experience for our students, university staff and researchers. You will be a strong communicator and be able to utilise your excellent interpersonal skills to work collaboratively with other colleagues across the service, building effective working relationships, and enabling effective practices that enhance the experience for our students and academic colleagues.

You will have strong relationship management capabilities with the ability to challenge and influence and have a successful track record of evaluating and negotiating savings with external bodies.  You will be an expert in collating and analysing data from different sources together with excellent communication skills to explain complex topics to different audiences.

You will be comfortable in adapting to new technology and use that interest to apply technology to new challenges and will champion automation in everything you do.

You will enjoy working at a fast pace and be able to cope with the pressure of demanding targets.  You will demonstrate flexibility in a continually evolving environment with the student experience being at the heart of everything you do. You will bring energy and enthusiasm to your work, focusing on the details whilst keeping the bigger picture in mind.  You will be customer focused and have a passion for continuous service improvement. 

About us
Welcome to the Library, Careers & Enterprise – a place to learn and share ideas, a virtual hub for research and discovery, a team of friendly faces delivering excellent customer service, and a community of experts playing an important role in teaching, learning, research and enterprise at Salford. We are innovative, open, collaborative, and people centred. Our focus is to help our students get the very most out of their Salford journey, in support of the University’s mission: “By pioneering exceptional industry partnerships we will lead the way in real-world experiences, preparing students for life.”
Across our teams, we manage study spaces and technology, provide access to print and digital resources for learning and research, and help our researchers to share their work with the world. Through our Learning & Research Support team and our Careers & Enterprise team, we are also responsible for working collaboratively with academics to develop students’ learning and employability. 
The Content & Business team connects students, university staff and researchers with the physical and digital content they require to support their work. We ensure that high quality Library resources are provided promptly and cost effectively. We’re here to provide students effective and responsive support, and make our resources usable, easy to access and discover. We are an ambitious and developing team with a focus on constantly seeking new ways to acquire, curate and evaluate the right resources to provide the best experience for our students, university staff and researchers.
At Salford, we are proud of our diverse student population we work hard to create an inclusive culture where all our students and colleagues can bring their whole selves to the University. In the Library, Careers & Enterprise we’re committed to creating welcoming spaces, accessible resources, and open and inclusive learning experiences where students can see themselves reflected in the staff they meet and feel inspired and supported to learn. 

In recognition of our commitment to create a diverse team that draws from our widest talent pool we would particularly encourage applications from groups who are currently under-represented in the team, which in this case is Black, Asian and Minority Ethnic (BAME) applicants and applicants who identify as male.

We are open to different ways of working that provide colleagues with flexibility while also allowing us to deliver an excellent service, including flexible hours and some working from home where work commitments allow.

About the University

Salford has a rich history and an exciting future; we sit at the heart of the Northern Powerhouse, and actively engage with stakeholders across the region to embed our industry collaboration activity, ensuring our students receive the best possible experience and are fit for their future beyond University.
Our belief in making a tangible contribution to industry and the economy through pioneering partnerships is critical to our identity. These partnerships deliver cutting-edge applied research, drive innovation and inform our teaching to ensure our graduates have the knowledge and skills to fulfil the future employability needs of the economy.

We have built upon our strong industrial heritage and have revolutionised our academic, enterprise research and teaching offer to increasingly embrace the economies ever changing needs through the development of our industry collaboration zones.
As we build a new type of university here at Salford, our staff are critical in the development and delivery of our strategic vision; embodying our unique brand and acting as exemplars in demonstrating our philosophy and ethos in how we work.

Role Detail

Role Purpose

Reporting to the Negotiation & Content Engagement Manager, this role provides a fantastic opportunity for a highly organised, proactive, self-discipline individual who has experience in managing acquisitions and procurement functions of digital resources, who understands library subscriptions and the complexities associated with online content. 

As Digital Content Officer you will work closely with the Strategic Content Group and other colleagues to acquire and evaluate the optimum resources for the whole academic community.  You will be an expert in collating, analysing, interpreting and presenting data from difference sources.  In conjunction with your  excellent communication skills you will explain the complexity of those findings and insights, in order to both inform decision making and long term strategic planning .

A key aspect of this role is working directly with the suppliers and publishers to stimulate savings in time and money, ensuring high and increasing levels of return on investment. You will build relationships and proactively ask the right questions to ensure we are utilising their resources and optimising their technologies to obtain up to date and accurate insights, ensuring best value for money. You will use your enquiring mind and want to understand the rationale behind any fluctuations in usage and developing solutions to overcome this.

You will also be responsible for updating and enhancing our approach to our annual subscription review.  You will be working closely with our Academic Support Librarians to help build a better picture of our portfolio, by using a number of metrics from a number of sources, by increasing the reliability of our data, by maximising appropriate and relevant systems and improving the audit of outcome decisions.

Your eye for continuous service evaluation and improvement to develop new processes and robust workflows, will improve the quality of the data and widen the range of data available to assess renewal and purchase of our digital content, to ensure they are able to respond to the changing environment by defining data requirements and ensure internal data sources are leveraged effectively to support current and potential institutional agreements. This improvement will allow you to know exactly our commitment to our renewal subscription portfolio and present an overall picture on the performance of each subscription.

You will be able to leverage the Alma library management system and other systems to support cross-system automated workflows and use your interest in technology to drive automated workflows wherever possible.

You will have competing priorities and tight deadlines and be required to pivot and adapt and switch your entire focus, you will use your ability to work under pressure to cope with the pressure of demanding targets 

You will also have opportunities to use your organisational skills and communication skills to work on meaningful cross service projects and will be a real contributor in idea generating and an advocate of service improvement and always looking forward.

We are going through a process of change within the team with the merger of two teams, where there is a greater focus of behaviours and how we do our work in Content & Business Team is changing.  We are looking for people who want to be innovative, want to question and make decisions, but also who recognise the importance of being part of a strong team.  We are looking for someone who wants to develop and coach other colleagues within the team, to work collaboratively with other teams within The Library Careers & Enterprise to enhance our offering to our students, and you will need to enjoy working with and building strong relationships with colleagues from across the service. 

The work is fast paced, often reactive, and can be frustrating we are looking for someone to undertake this role who has experience in juggling multiple competing priorities and tight deadlines, who has a high level of resilience and patience, but you will be working with people who are passionate about changing the lives of our students. 


Responsibilities

Service Delivery
· Responsibility for the administration and management of the digital collection. To maintain accurate records of all digital acquisition activity.
· Manage the e-resource workflows and related processes ensuring the successful transition from one stage to the next in order to ensure quick and seamless access to our digital library resources. 
· Management of publisher and supplier performance, arrangements, negotiating renewal costs/discounts and timeframes.
· Maintenance of effective relationships with agents and suppliers and utilisation of their resources to provide insights as appropriate.
· Timely acquisition and/or renewal of required digital resources.
· Arranging access methods with providers and resolving access issues.
· Maximisation of appropriate and relevant systems and technologies to improve efficiencies and service levels e.g., Library Management System, UnSub, supplier technologies.
· Collate, analyse and interpret complex digital resource data, such as usage statistics, access routes and methods, cost-per-use, etc., and make evidence-based recommendations to inform short and long term decision making. 
· Coordinate and develop the strategic content investment framework.  Work collaboratively and proactively in assessing the suitability and cost effectiveness of available digital resources, providing information, including costs and feasibility for potential strategic investment.
· Coordinate annual subscription review, using transactional and other contextual data create meaningful and actionable analysis and insight to inform the decisions on subscription renewals.
· Oversee, monitor and, where necessary, respond to queries relating to digital resources, liaising with users and other teams such as Systems,​ Academic Support Librarians, Library Services and publishers to ensure optimal access and discovery of subscribed resources.
· Offer support, training, and guidance to team members as appropriate.  You will provide training to front line support in relation to digital library resources based queries, to allow for high frequency queries to be resolved at first point.
· Use software to collate data and produce reports from a variety of sources e.g., external statistical sources, Microsoft Excel, Alma Analytics, Unsub etc.
· Develop robust working practices, procedures and guides to help drive improvement and consistency.
Service Administration
· Monitor digital resource feedback ensuring it is consistently high and any areas of improvement are acknowledged and actively worked on as part of the local continuous improvement initiative.
· Take responsibility for the administration and management of the digital collection. To maintain accurate records of all digital acquisition activity.
· Collect and perform detailed analysis of financial, statistical or other management information obtained internally, directly by publishers/suppliers or by HE national negotiating bodies on a regular basis/as required and present results to the Librarian, Library Management Team or Library staff Group, Library Managers and/or teams as necessary. In addition, use relevant analysis to confirm and monitor service performance.
· Benchmark with best practice in the sector.

Service Development

· Project manage work streams and projects within both formal library improvement plan activities and ongoing service development activities in both the Content & Business team and wider library.
· Identify/present areas to reduce business cost and boost efficiencies.
· The continuous identification implementation of operational best practice through interaction with the wider team, DSAS and university.
· Identifying and highlighting further opportunities for services and process improvements.
· Represent the Library in areas concerning digital resources development and management internally and externally across the Library and Information sector.

General responsibilities

· To deputise for the Content Engagement & Negotiations Manager as appropriate. 
· Develop a strong working relationship with the Digital Content, Metadata, and Acquisition officers to support joined up thinking and decision-making in the management and provision of the library collections. 
· Perform any other duties appropriate to the grade as may be required 
· Engage with the University’s commitment to put our students first and deliver services which are customer orientated, represent value for money and contribute to the financial and environmental sustainability of the University when undertaking all duties and aspects of the role.


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:
 
	Deciding
	Objectively and effectively makes decisions in a timely fashion, placing the needs of the University and its students front and centre

	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


	Achieving 
	You will consistently achieve results regardless of the situation, and encourage others to do the same by sharing experiences and demonstrating accountability for personal achievements and challenges



In addition, we would like you to be able to show us you have the following qualifications, experience, knowledge and skills which will enable you to deliver within the role:

Qualifications

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

	1
	Educated to degree level or equivalent or equivalent significant work experience.
	E
	A, I



Background & Experience

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

	2
	Recent procurement or acquisition experience, preferably within an HE academic library setting
	E
	A, I, P

	3
	Experience on training and leading problem solving activities
	E
	A, I, P

	4
	Experience of using Excel spreadsheets at an intermediate level to capture, manage and report information
	E
	A, I,P

	5
	Proven relationship management capabilities with the ability to challenge and influence suppliers and publishers
	E
	A, I,P



Knowledge

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

	6
	In-depth understanding of the current complex procurement landscape, developments in digital resource management and the acquisition lifecycle relating to digital resources
	E
	A, I ,P

	7
	Knowledge of academic library subscriptions including an understanding of their access and authentication.
	E
	A, I ,P



Skills & Competencies

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

	8
	Ability to accurately interpret purchasing contracts and licence documentation and negotiate effectively to obtain improved terms/price
	E
	A, I, P

	9
	Demonstrable ability to develop & utilise large quantities of data to identify trends and take appropriate action to enhance performance
	E
	A, I, P

	10
	Ability to challenge, influence and present to senior audiences and to lead change
	E
	A, I, P

	11
	Proficient IT skills and experience of Microsoft Office programmes and aptitude and ability in using technology for data manipulation and analysis.
	E
	A, I, P

	12
	Excellent written and oral communication skills and ability to present to a variety of audiences
	E
	A, I, P

	13
	Resilience and tenacity - able to manage priorities, focusing on delivering outcomes that create most impact, and not be frustrated when things quickly change
	E
	A, I, P

	14
	Proven ability to handle complex enquiries successfully, including complex enquiries at an advanced level.
	
	

	15
	Flexible approach to change and vision for the application of technology to delivery of information resources and related skills support
	E
	A, I, P

	16
	Ability to think laterally to propose & deliver solutions to difficult problems.
	E
	A, I, P

	17
	Demonstrated experience in self-motivating, self-directed value driven working style with ability to partner with other teams to improve our processes, data quality & process knowledge that deliver an outstanding student experience
	E
	A,I,P

	18
	Project Management knowledge and experience.
	D
	A,I,P

	19
	A proactive commitment to own learning: acting on feedback and sharing practice.
	E
	A, I, P



A = Application form, I = Interview, P = Presentation, T = Test

Details of any assessments required will be provided in the invitation to interview letter.

· Appointments to grades 1 to 6 will normally include a competency based interview and work based simulation exercise
· Appointments to grade 7 and above will normally include a competency based interview and presentation and in some instances a work based simulation exercise.
Candidate guidance

Within your supporting statement you should describe how your skills and experience match the criteria listed in the person specification. Please provide narrative to each of the key sections (Background & Experience, Knowledge and Skills & Competencies)

Strong applications will demonstrate experience relevant to the essential and desirable criteria. You should aim to be as concise and succinct as possible when providing your narrative, as this will greatly assist the shortlisting panel in reviewing your application. 
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