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JOB DESCRIPTION
	Job Title: 
Senior Library Assistant – EResources 
	Band 4: £24,193 to £25,733 per annum Opportunity to progress to £26,942 subject to performance and the university reward scheme



	School: 

	Department: Library Services 

	Reporting directly to: Eresources Manager

	Supervisory responsibility for: N/A

	Other Contacts
Internal: Academic Schools; The Hive Library Staff; University of Worcester Students; Other Professional Services Departments.

External:

	Main Duties*:

1. To review, monitor processes and procedures relating to EResources subscriptions, providing relevant data (e.g. usage) as required and updating relevant documentation and to work with a range of internal and external colleagues and partners in delivering an excellent level of customer service. 

2. To maintain accurate subscription records for databases and collections of subscriptions including titles, pricing and usage, providing ongoing analyses of our subscription collections. 

3. To manage the purchasing cycle of subscription resources, raising purchase orders, placing orders and cancellations and liaising with subscription agents and other service providers, including publishers and aggregators. 

4. Monitor and provide up-to-date information on compliance with licences. 

5. Regularly gather and populate statistical and financial information using various reporting tools, and highlighting issues for further analysis to managers to support review of resources, including but not limited to, contributing to SCONUL returns.  
  
6. Assist in coordinating and analyzing regular subscription reviews of databases and subscriptions, including coordinating annual trials.   

7. To contribute to the management of the mailbox for the Eresources Team, answering queries from students, staff, and service providers, taking responsibility for diagnosing and resolving problems, including access and authentication issues quickly, working alongside colleagues in IT and reporting on progress through the service status page and circulating alerts.  

8. To contribute to the delivery of the open access publishing service to academics and providing relevant data to the Head of Open Scholarship and Content Management.  

9. In discussion with the EResources Manager, provide support to the wider content teams in specific workstreams, during peak periods.    

10. To contribute to the ‘Ask a Librarian’ chat enquiry service, by providing back-up to the academic engagement team to support the delivery of the service, as greed with the Line Manager. 

11. To contribute to projects and workstreams across the wider content team and wider library services projects and working groups as needed.  

12. Any other appropriate duties as specified by the Line Manager.

13. Maintain personal and professional development to meet the changing demands of the job; participate in appropriate training activities and encourage and support staff in their development and training. 

14. Take steps to ensure and enhance personal health, safety, and well-being and that of other staff and students.

15. Carry out these duties in a manner that promotes equality of opportunity and supports diversity and inclusion and takes into account the University's commitment to environmentally sustainable ways of working.

*The above does not represent an exhaustive list of duties associated with this role.
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