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Job description 

NOTE This job description does not form part of the employee’s contract of employment but is provided for guidance. The precise duties and responsibilities of any job may be expected to change over time. Job Holders should be consulted over any proposed changes to this job description before implementation.

Job Title: 		Library Education Services Manager 

Reports To: 		Library Research and Education Services Lead 

Grade: 		NG7

[bookmark: _Hlk207276050]Purpose: 	To lead the operational delivery of library led Education Services informed by University and Student and Academic Services strategic priorities and external best practice. The postholder works in close collaboration with Professional services and academic colleagues. To manage a team of domain experts in academic engagement, learning development and accessibility. 

PRINCIPAL ACCOUNTABILITIES
1. Be the lead Library and Archives Service expert on the development of innovative approaches to delivering high quality, accessible, information and academic skills, teaching and training to students, colleagues, and researchers. Informed by University and Student and Academic Services strategy, and developed in collaboration with Library & Archives Service and academic colleagues, this includes pursuing its integration into the taught course curriculum across all disciplines
2. Lead the Library Education team, to translate strategic objectives set by the Head of Library and Archives Service into targets to drive the team’s operational plan and enable the delivery of services. Ensure the development of coherent policies and processes relating to academic engagement, information and academic skills, informed by developments such as generative AI and their implications, and enquiry services. Represent the Library and Archives Service on university-wide committees and working groups e.g. course module meetings) and raise the profile of the team’s activities and their contribution to reporting (e.g. TEF, Access and Participation Plans). 
3. Manage the Library Education team, working with direct reports and the Library Research and Education Services Lead, ensuring that all people management policies are effectively implemented, and that all colleagues have annual delivery plans, supported by development and training plans. The post holder will be expected to demonstrate behaviours in accordance with the University’s expectations and management competencies; ensure appropriate service and performance standards are set and met, engaging and motivating colleagues to achieve maximum performance and flexibility.
4. Be responsible for the delivery of a coherent programme of inclusive and accessible information, learning and digital literacy skills which also develops the digital capabilities of colleagues and students. Working collaboratively with the Library and Archives Service Management team and Student and Academic Services teams, (including Learning Innovation and Digital Engagement and Disability Learning Support) and the Centre for Education and Teaching Innovation.  
5. Be responsible for the Library Education Services contribution to doctoral researcher and researcher development training. Working with the Library Research and Education Services Lead  and the Library Research Services team to ensure a joined up approach to planning and delivery to meet the expectations of the Researcher Development Concordat, reporting exercises such as REF, the Culture, Employment and Development of Academic Researchers Survey (CEDARS) and the Postgraduate Research Evaluation Survey (PRES). 
6.  Be responsible for the ongoing development of Library Collection Management and Reading List policies and oversight of aligned processes, working in close collaboration with Content and Digital Services and academic colleagues to enable the proactive development and ongoing management of accessible, inclusive online and print collections that provide value for money and reflect teaching and research priorities across the University. 
7. Be the operational owner of the discovery aspects of Library Search (Primo) and the reading list system (Leganto). Be the business owner of Libguides. Work with colleagues in all Library & Archives Service teams to enable engagement with systems and ensure continuous improvement in how content is made discoverable and that colleague and student feedback is reflected in the development of search interfaces, help guides, integrations and discovery tools.  
8. Actively contribute to the strategic development of the Library and Archives Service through the application of knowledge, expertise and awareness of developments in relation to academic engagement, learning development and accessibility in the sector.
9. Maintain up to date knowledge of best practice and developments across the sector, in order to be able to present at relevant events and conferences to share best practice developed at Westminster, and ensure that best practice from the sector is developed and embedded at Westminster. 
10. Carry out any other duties as appropriate within their competence as defined by the Library Research and Education Services Lead.







CONTEXT

Student and Academic Services (SAS)
 
SAS provides professional, efficient, effective and consistent researcher and student-focused support and services. It leads on professional support for a wide range of governance, research, learning, employability and wellbeing interventions that enhance the experience of students, colleagues and alumni throughout their relationship with the University. 
SAS activities are key to the delivery of the University’s strategic objectives and enable the University to deliver on its mission: 
To help students and colleagues from different backgrounds fulfil their potential and contribute to a more sustainable, equitable and healthier society. 
To achieve this, SAS is organised into six clusters: 

· Business Operations 
· Employability and Graduate Success 
· Learning Innovation and Digital Engagement 
· Library and Archive Services 
· Student Experience 
· Student Support and Residential Life 

Uniting these services in a single Directorate enables a powerful synergy between support for learning, teaching, employability and research & knowledge exchange and co-locates these with the professionals who lead on student wellbeing. In turn, this informs the Whole-University approach to the wellbeing of all colleagues. 
SAS teams contribute to increasing success in the NSS/PTES/PRES, TEF, REF, KEF and Graduate Outcomes and therefore positively impact league tables. Services delivered by SAS student-facing teams are critical to achieving the priorities of the University’s Access and Participation Plan. 

SAS is a large and diverse Directorate comprising circa 250 colleagues who, between them, work in every university building and have a strong online presence to support and collaborate with students and colleagues who prefer/need to work virtually. SAS teams are very flexible and roles evolve with changing needs. There is a strong commitment to developing the skills and capabilities of colleagues through a proactive programme of collegue development. The post holder will be expected to engage in personal development and to be a role model to all members of the team. 

The post holder will be expected to embed and role model the University’s values: Progressive, Compassionate, Responsible and our Equality, Diversity & Inclusion commitments in all that they do. 

The post is based in the West End but the post holder may be expected to work at any of the University sites as required. The University has adopted Smart Working principles to support and further our Equality, Diversity and Inclusion aims of being an inclusive, collaborative and flexible employer. 

The University requires all post holders to have an understanding of individual health and safety responsibilities and an awareness of the risks in the work environment, together with their potential impact on both individual work and that of others. 


Library and Archives Service

The Library and Archives Service comprises around 50 people, working in the following teams:

· Library Research and Education Services
· Content and Digital Services
· Library Operations
· University Records and Archives

The postholder leads the Library Education team within Library Research and Education Services. Library Research and Education Services offers expertise in open research, publishing, bibliometrics, copyright, information and academic skills (including services for students with specific learning difficulties). They provide tailored skills training for students at all levels, researchers and teaching colleagues. The team focuses on maximizing the use of library resources to aid writing, learning, and teaching. By collaborating with academic and Professional Services colleagues, they ensure that library collections, reading lists, and learning materials are accessible and aligned with teaching goals. They also guide the development of critical information and academic skills to empower students. The team leads institutional strategies for open research, open access, and research data management, playing a crucial role in enhancing the University's research culture. They are responsible for the delivery and development of innovative, university-wide digital scholarly platforms, aligning with sector best practices to support institutional and sector-wide goals.

The post holder leads the Library Education team, which brings together professional librarians and learning developers with a focus on supporting academic delivery and developing study skills. The team answer enquiries, provide individual training and group teaching, develop Library collections and produce online resources. The post holder takes a leading role in developing policy and process relating to collection development, learning development, information literacy, reading lists and enquiry services across the university.

Maintaining a team ethos across multiple locations is a key responsibility of the post and proactive staff management is essential. Within the Library and Archives Service, the post holder will manage the development of services in close consultation with other Library & Archives Services Management team members managers, to ensure delivery of a consistent, high quality approach to customers, feedback and communication. All services operate with a blended (physical and virtual) environment and the post holder is expected to develop both electronic and face to face services.




DIMENSIONS
The Library and Archive Service team operates in three locations with two groups in the West End and one at Harrow. All SAS appointments are made on the understanding that colleagues will work at any of the service points should the need arise. The nature of this post means that the post holder will be expected to make regular visits to all libraries and other University buildings. 

The post holder will line manage two Academic Engagement and Development Managers and have overall responsibility for a team of around 12 people. 







PERSON SPECIFICATION

	
	Essential criteria
	Desirable criteria

	Qualifications 

	·  A degree or equivalent practical experience that demonstrates a relevant level of knowledge and skills for the role (as outlined in this job description and person specification).

	· Equivalent relevant experience or a professional qualification in libraries.
· Recognised learning and teaching qualification or equivalent relevant professional experience to demonstrate this knowledge.

	Training and experience 

	· Significant experience in providing and supporting professional library and information services and/or academic learning development services, preferably in a higher education environment.
· Experience of leading a high performing team, ideally in a multi-location setting. 
· Proven experience in dealing with diverse and challenging problems, including researching issues. This would include identifying and implementing innovative solutions to problems to bring a wider benefit to the organisation.
· Proven successful experience of delivering and monitoring operational planning.
· Proven ability to deliver programmes, ensuring inclusivity, accessibility and encouraging digital capabilities. 
· A knowledge and understanding of the current issues in supporting learning and teaching in Higher Education, including an awareness of changing requirements and a demonstrable responsiveness to user needs.
· Experience of project work, ideally managing project teams and change programmes to achieve a successful outcome.
· Experience of successfully implementing and maintaining data collection and qualitative research to inform the service development, and of benchmarking service to maintain good practice.
· Strong experience of working with or managing library business systems to deliver information skills and/or digital literacies and or academic learning development, for example Primo and/or online enquiry/chat services.

	· Experience of providing library and/or academic learning services to external partner organisations including overseas.
· An understanding of the Teaching Excellence Framework (TEF) and Access and Participation Plans (APPs) and the contribution that the library can make to student engagement and targeted achievement.







	Aptitudes and abilities 

	· Strong communication skills, which would ensure confidence in managing staff and communications within a complex environment. Building effective teams, networks or communities of practice and fostering constructive relationships across the organisation.
· Excellent interpersonal and influencing skills which enable the development of sound working relationships. Including influencing senior decisions that have a strategic impact.
· Ability to make independent decisions and contribute to decisions on policy and operations. Operating in a rapidly changing environment and to integrate new areas of work and prioritise activity.
· Contributes to advancing professional practice in own area of specialism, including participating in external networks and conferences.
· Fully committed to a stimulating learning and working environment which is supportive and fair, based on mutual respect and trust, and in which harassment, sexual misconduct, discrimination and victimisation are neither tolerated nor acceptable 
	· Experience of developing and delivering digital skills training.
· Experience of providing online teaching and training.
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