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Directorate of Student and Academic Support/ The Library




Reading List Support Administrator  – Grade 4

(Ref: MPF2598)











Role Title: Reading List Support Administrator  


Reports To:  Metadata Officer




Overview

The University of Salford is seeking a passionate, driven and highly organised individual with an ability to drive development through the collection and analysis of data allied to increasing digital engagement and usage via the Reading List Service.  Based in the Collections Team, the Reading List Support Administrator will also develop reporting mechanisms and deliverables so that the library can ensure that its provision of content, via our reading lists system is fully exploited by our staff and students.  The post will make an important contribution to delivering increased usage and uptake of the reading list service through enhanced engagement and further streamlined acquisition, list creation and enquiry processes, highlighting   the value of the library in terms of supporting pedagogical process and student experience.
This post will be offered on a 12-month basis in the first instance.

The Library is part of the wider Directorate of Student and Academic Support (DSAS) which unites The Library; School Operations and Student Administration; Student Life; and Quality Enhancement Office as one team. DSAS works collectively to provide agile and adaptive services that support staff across all the stages of the annual academic lifecycle, enhance the student experience and enable them to thrive while they are studying at Salford.

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. 

As Reading List Support Administrator, you will have an ability to think innovatively about ways in which the data you collect can be used to drive developments. You will be committed to supporting and developing your colleagues and will be able to “see the bigger picture”.  You will relish the opportunity to work in an ever-evolving University and HE landscape and will be able to respond to any developments in a flexible manner. 

Applicants should 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 Detail

Role Purpose

The Reading List Support Administrator will support both reading list services for the Library and the collection and subsequent analysis of data relating to both the reading list system and virtual learning environment. You will supervise colleagues and support them to deliver excellence in the provision of high-quality reading lists that will ensure University of Salford students will reach the best possible outcome. You will have, or be prepared to develop, an excellent knowledge of online reading lists, and be able to see why they are so crucial for our students. Alongside this, you will be an expert in the collection of data relating to reading lists, the Virtual Learning Environment and wider library electronic resources. 

Your enthusiasm and commitment to the development of services will see you using and assessing data in innovative ways, so that the Library can see the maximum return on its significant investment. You will gather and assess data that will be critical for the development of both reading lists services and collection development, and in doing so, you will be instrumental in enabling our students to maximise their time here at Salford.
 
You will be passionate about shaping developments and be an excellent communicator. You will have the tenacity and drive to exploit all available data. You will be a supportive colleague who will share these values with those around you.
	
Responsibilities

· Work with the Metadata Officer in the management of the reading list system, including evaluation of usage and other engagement data contributing to the presentation of that data in meaningful ways

· Drive the reading list service forwards with a particular  focus on increasing levels of student usage  and engagement with library resources via reading lists also delivering seamless and customer focused processes to support reading list provision 

· Working with the Metadata Officer Increase academic engagement with the Reading List Service including pre-arranged targets with a view to enhancing pedagogy and student learning

· Be a first point of contact for queries about reading lists and ensure that any trends are captured so that they can be shared with colleagues and inform wider decision making

· Manage the reading list enquiry service, including the development and implementation of effective triaging of queries including referring and escalating to appropriate library colleagues as appropriate

· Supervise and train Information Assistants in respect of the reading list system

· Develop mechanisms to gather, store and analyse regular usage and engagement statistics for reading lists and reading list material

· Collect meaningful and relevant data for regular reports  to be produced on usage and engagement for a variety of audiences, including academics and other library colleagues to inform strategic decision-making 

· Working with colleagues in both the Collections Team and across the Library, contribute to campaigns to increase wider digital resource awareness and engagement.


· 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.

· To 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

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

	1
	Degree qualification or relevant professional experience
	E
	A



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

	2
	Experience of collecting and storing data working with library colleagues with a view to further interpretation and data presentation for a variety of audiences
	E
	A,I,T

	3
	Experience of working with online reading lists and virtual learning environments
	D
	

	4
	Experience of working with electronic library resources
	E
	

	5
	Experience of supervising colleagues and designing and delivering training
	D
	

	6
	Experience of handling potentially complex queries from users
	E
	



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

	7
	An understanding of library acquisitions processes and the resource lifecycle - including digitisation and patron driven acquisition
	E
	A,I

	8
	Advanced knowledge and experience of use of Excel and other analytic software as well as other Microsoft Office tools for data manipulation, analysis and reporting
	E
	A,I,T

	9
	An understanding of methods of effective liaison between the library and the wider university
	E
	



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

	10
	Excellent written and oral communication skills with an ability to delivery complex information in innovative ways 
	E
	A,I.T

	11
	Excellent skills in the evaluation of qualitative and quantitative data, organisational skills, decision making and time management skills with the ability to work to deadlines
	E
	A,I.T

	12
	Demonstrable analytical skill with the ability to assimilate and gather complex data sets 
	E
	A,I,T

	13
	Aptitude for developing and  improving processes and procedures

	D
	A.I

	14
	A commitment to developing services and supporting colleagues to contribute to that journey
	E
	A,I

	15
	Desire to deliver excellent customer support to students and academics in a Higher Education setting
	
	

	16
	The ability to operate as working collaboratively with colleagues across the library and wider university to build and maintain effective relationships
	E
	A,I

	17
	Enthusiastic, self-motivated and passionate about both delivery of results and continuous development
	E
	I.T



A = Application form, I = Interview, P = Presentation, T = Test

Details of any assessments required will be provided in the invitation to interview letter.

Candidate guidance

You should use the supporting statement template which can be downloaded from the relevant vacancy posting within the e-Recruitment System (WCN) to describe how your skills and experience match the criteria listed in the person specification.  You should provide narrative to each of the key sections (Background & Experience, Knowledge and Skills & Competencies). 
Strong applications will demonstrate experience relevant to the essential and desirable criteria. You should aim to be as concise and succinct as possible when providing your narrative, as this will greatly assist the shortlisting panel in reviewing your application.
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