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Role Title:  Metadata Officer

Reports To: Collections and Content Manager


Overview

The University of Salford Library is seeking an exceptional candidate with the expertise, skills and personal attributes needed to make learning and research resources available via the Library Management System, discovery tool, and digital repositories.

The University of Salford is one of the UK’s leading enterprise universities and currently has over 20,000 students, including over 3,500 students from more than 130 countries around the world. This is an exciting time to be part of a University whose expertise is transforming individuals and communities through excellent teaching, research, enterprise and engagement. 
You will have the ability to work creatively and collaboratively across the University. You should be able to work in a flexible way to an evolving University and HE landscape, ensuring the delivery of services which are responsive, innovative, and above all meet the needs of service users. You will operate with a high degree of integrity and understand the value of empowering colleagues to develop new ideas and deliver changes that support the vision of the University:

“By pioneering exceptional industry partnerships we will lead the way in real-world experiences, preparing students for life.”

The Library is part of the wider Directorate of Student and Academic Support (DSAS). DSAS colleagues work together, and in partnership with our academic staff, to deliver flexible services that enhance our students’ experience and enable them to thrive while they are studying at Salford. 

Student experience is at the heart of our work and we make every effort to drive this in a creative, flexible and innovative way, whilst anticipating, engaging and responding to the needs of our diverse student community. We have a great team in place, who are passionate about their work and we now wish to appoint an Information Assistant who will strengthen our team by sharing our passion for providing continuous support to our students.

We are proud of our diverse student population and it’s important for us to create an inclusive culture where all our students and colleagues can bring their whole selves to the University. We recognise that our colleague profile is not as diverse as it should be particularly looking at the diversity of our students and have developed targets to increase the ethnic diversity of our teams. We operate a guaranteed interview scheme for job applicants who declare they have a disability and meet the essential criteria of the job they are applying for. We are a member of the AdvanceHE Race Equality Charter and hold a bronze Institutional and School Athena SWAN award.  


Please note this role may be required to work flexibly over evenings and weekends



Role Detail


Please be aware that although the role will be assigned to a specific department / school within DSAS in the first instance, we reserve the right to reassign the post to meet the future needs of the University. 


Role Purpose

The Metadata Officer has responsibility for making learning and research resources available via the Library Management System, discovery tool, and digital repositories. You will maintain the quality and integrity of data in these library systems, develop procedures and workflows, and contribute to strategic objectives to improve discoverability and business efficiency through digital library development and metadata management.

You will work collaboratively with other library and professional services’ colleagues and the academic and research communities to ensure the ongoing development and delivery of innovative Library services and support aligned to the strategic ambitions of the University. 

Working with the other members of the Collections team, the Research Support team, the Digital Library team and other relevant stakeholders, you will play a key role in the discovery of library resources and in supporting scholarly communications and digital scholarship activities - supporting academics, scholars and researchers to publish and share their research findings most effectively to the wider academic community and beyond.

You will contribute to the library’s ethos of continuous service improvement. A proactive approach will be essential.








Responsibilities

· Maintain the quality of metadata in library managed digital systems including the LMS, reading list system and the digital data and output repositories;  

· Enhance discovery and access for print and digital content through metadata creation and enrichment, using MARC, Dublin Core and other standards as appropriate, and implement new standards as required;

· Support the acquisition, capture and conversion of digital objects for the digital repositories; 

· Generate statistics, usage reports and other management information as required;

· Liaise with publishers, authors & suppliers to seek copyright permissions and check copyright compliance of material added to the institutional repositories;

· Maintain an awareness of developments in the field of metadata generation and repositories and make recommendations for continuous improvement; 

· Represent the Library in selected external groups, particularly in relation to metadata issues;

· Ensure the continuing development and growth of all library staff by contributing to the Library’s programmes for training and development, particularly in relation to metadata;

· Maintain growth in personal and professional skills whilst developing a strong professional profile.
· Perform any other duties appropriate to the grade as may be required by the University Librarian.

· Comply with the personal health and safety responsibilities specified in the University Health and Safety policy.

· 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.

· Promote equality and diversity for students and staff and sustain an inclusive and supportive study and work environment in accordance with University policy.

· 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:
 
	Achieving
	Takes accountability to make things happen and see things through for the benefit of the University and its students

	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




Qualifications

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

	1
	Educated to degree level or equivalent and professionally qualified in a field relevant to the post
	Essential
	A, I

	2
	Demonstrable commitment to continuing professional development
	Essential
	A, I



Background & Experience

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

	4
	Experience of cataloguing, metadata creation and maintenance of print, digital and scholarly resources
	Essential
	A, I, P, T

	5
	Experience of working proactively with others to drive innovations and improvements that deliver an outstanding customer experience
	Essential
	A, I , P, T




Knowledge

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

	6
	Current developments in cataloguing and metadata including RDA, FRBR and RDF
	Essential
	A, I , P, T

	7
	Digital storage formats and conversion principles, procedures and operations
	Desirable
	A, I , P, T

	8
	Open Archives Initiatives and Institutional / Digital Repository developments
	Essential
	A, I , P, T




Skills & Competencies

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

	9
	Ability to identify the main issues in complex problems, clarify understanding or stakeholder expectations to seek best options/outcomes
	Essential
	A, I , P, T

	10
	An enthusiastic, self-motivated and co-operative member of a multi-disciplinary team, with the ability to be flexible and demonstrate a high level of personal responsibility
	Essential
	A, I , P, T

	11
	Effective verbal and written communication skills with the ability to communicate with technical and non-technical audiences
	Essential
	A, I , P, T

	12
	Ability to manage priorities and focus on delivering outcomes that create most impact
	Essential
	A, I , P, T

	13
	Digital fluency, with the ability to use technology effectively to achieved desired outcomes
	Essential
	A, I , P, T

	14
	Willingness to work flexibly, as the service requires, with some occasions of weekend and evening attendance
	Essential
	A, I , P, T



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
[image: ]					

		
**In order to fully meet the essential criteria candidates must show clear evidence of how they meet the criteria.  Simply stating that you have a skill or experience in an area is not sufficient, you must provide a clear example to show how you have met each of the criterion you address**.

January 2019		Page 1 of 4
July 2016		Page 3 of 3


Departmental Management Structure – The Library

The Library
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