


	Date:

	March  2025  


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Knowledge Officer

	Post number
	KDS-K03


	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	5

	Post responsible to:
	Head of Knowledge & Support Services


	Post/s responsible for:
	Knowledge Assistants 




	Job purpose

	 Oversight of the content sections in the Knowledge and Support area. Including line management of the Knowledge Assistants, day to day responsibility for budget monitoring and reporting, ensuring all content is purchased and managed appropriately Operational responsibility for the library and resource lists systems. Provision of analytics and trend information to Head of Knowledge & Support Services and Director of Knowledge & Digital Services.



	Main duties and responsibilities

	Line management of the  Knowledge Assistants.

	Troubleshoot and problem solve as issues are detected that fit outside standard procedures.

	Produce procedures and processes for the Knowledge Assistants to follow and standard template emails for common communications.

	“Functional Manager” of Library Management Systems.

	Oversee training and development of team members as new functions and features are introduced. Keeping track of upgrades and release notes.

	Local expertise in the Knowledge service area working with Head of Knowledge & Support Services to develop and enhance existing services.

	Responsible for delivering analytics in the area(s) of responsibilities and delivering services to agreed SLAs.

	Act as 2nd line support for content related enquiries 1st line is unable to resolve. Provide materials to increase self-help knowledgebase.

	Represent the Department at University and Sector groups and meetings as required.

	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
	E
	A

	EXPERIENCE
	 
	 

	Inventory ordering or control
	E
	A, I

	Supervision of staff
	D
	A, I

	Working in a content acquisitions or library service
	D
	A

	Writing and updating procedures and templates
	D
	A, I

	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

	Principles and configuration of library management systems
	D
	A, I

	SKILLS/ABILITIES
	 
	 

	Ability to write clear and simple to follow processes and workflows
	E
	I

	Ability to support  staff to grow into their role
	E
	I

	Ability to work unsupervised for the majority of tasks
	E
	I

	Agile and able to work on multiple strands and in an area of continuous improvement
	E
	A, I

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

	PERSONALITY
	 
	 

	Approachable
	E
	I

	Curious and creative in problem solving
	E
	I

	Able to deal with deadlines and fluctuating workloads
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I
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