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JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Knowledge Assistant

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	3

	Post responsible to:
	Knowledge Officer


	Post/s responsible for:
	 None



	Job purpose

	To ensure that all Library content required to support the University is ordered on time, made available for use and removed from discovery and the collection following processes and procedures. 



	Main duties and responsibilities

	Undertake the ordering, receipting, and paying of invoices on the Library Management System.


	Check where the system flags there are issues with automated tasks.


	Update records of vendors and licences in the system.


	Update resource lists and items on lists.


	Undertake collection management tasks, i.e. change of records / locations / moves and withdrawals.


	Undertake minimal repairs of items.


	Support activities in our Special Collections as directed.


	Undertake work with all collections and assets managed and owned by KDS as directed as part of projects.


	Deal with suppliers, students and academic staff using template emails.


	Any other duties as may be reasonably required.




	General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value



	PERSON SPECIFICATION


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E ) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E ) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	GCSE A-C Maths and English
	D
	A

	EXPERIENCE
	 
	 

	Inventory ordering or control
	D
	A, I

	Working in a content acquisitions or library service
	D
	A

	Use of Ex Libris Alma AND/OR Primo AND/OR Leganto
	D
	I

	KNOWLEDGE
	 
	 

	Library content or resources
	D
	I

	Understanding of the purpose and structure of resource lists
	D
	I

	SKILLS/ABILITIES
	 
	 

	Ability to work from processes and workflows and to spot issues and problems.
	E
	I

	Ability to work unsupervised for many tasks
	E
	I

	High level of attention to Detail
	E
	A, I

	Ability to work in a team to deliver a service
	E
	I

	PERSONALITY
	 
	 

	Curious and keen to learn
	E
	I

	Happy to point out areas for development in the service and personally
	D
	I

	Able to deal with deadlines and fluctuating workloads
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I
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