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Role:          	   	Senior Information Assistant, Library Content & Licensing

Department:		Library Service

Grade:                     5

Responsible to:	Assistant Librarian (Content, Subscriptions & Licensing)

Campus:		Belfast/Coleraine/Derry~Londonderry 

Job Purpose 

To lead a team of Information Assistants in operating an effective and efficient service by providing high level skills and supervision of routine processes. The role-holder supports the line manager and has responsibility for ensuring that duties are delivered to agreed standards.   
 
Functions within Library Content subscriptions and Licensing comprise the acquisition of resources and services by purchase, subscription or loan, the application of metadata such as bibliographic control through the catalogue or reading list service and the attendant lifecycle management of such resources and support for open access publishing.
 
The role holder will be required to apply their skills flexibly in undertaking responsibility for all or part of any, across the Library Content Subscriptions & Licensing team with appropriate support.   

Main Duties

In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library service commits to providing learning and development to support this expectation. 
 
1. Lead and supervise a team of Information Assistants to ensure efficient workflow to provide a consistent, high-quality service, deputising for line manager as appropriate.   
2. Act as a key point of contact with relevant Library and University staff and external suppliers and agents as necessary, responding to queries and ensuring that Library requirements are met and problems are solved promptly and effectively, referring to the line manager where necessary.   
3. Develop and maintain high level knowledge and proficiency in use of library systems and pertinent supplier platforms and services to achieve best practice in the use of their functionality. 
4. Contribute to and implement changes to processes and procedures as required, ensuring that the service meets agreed quality standards.   
5. Train and update Information Assistants in a range of duties relating to Library Content Subscription & Licensing activities, taking responsibility for the effective dissemination of information and the cascading of training to relevant staff. 
6. Maintain guidance as required to ensure team members are kept up to date with policies and procedures within the area of operation and more widely within the Library and University. 
7. Supervise work on a cross functional basis to enable tasks to be completed efficiently and effectively and objectives achieved in line with work plans, ensuring that team members are deployed at the point of greatest need. This may include deputising for other Senior Information Assistant roles. 
8. [bookmark: _Hlk138098702]Ensure compliance with legal obligations to include health, safety, equality, diversity, inclusion and GDPR. 
9. Contribute to and provide support for Library-wide project initiatives.   
10. Participate in rosters at Library information points, including evenings and at weekends, when required.   
11. Undertake appropriate staff development to ensure knowledge and experience is developed and updated to meet the requirements of the role.   
12. Any other duties appropriate to the grade and nature of the post.  
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	[bookmark: _Hlk50494350]Selection Criteria
	Evaluation method
	Supplementary
Criteria

	
	Application
	Interview
	

	Education and Professional Qualifications
	Essential
	 A good standard of numeracy and literacy as demonstrated by qualifications at GCSE grade ‘C’ or equivalent, or by relevant work experience.    
	
          ü
	
	

	
	Desirable
	 ECDL or equivalent.   
	
	
	



	Previous Experience/ Training
	Essential
	At least two years’ experience of working in an academic library using online library management systems.  
	

	
	

	
	
	Experience of working with bibliographic records and metadata for library and related resources.   
	
	
	

	
	
	Experience of using online supplier/agent platforms or software for purchasing or managing library resources and services.    
	
	
	

	
	Desirable
	Experience of ordering and receiving goods or services and handling invoices and payments.   
	
	
	

	
	
	Experience of successfully liaising across teams to improve service provision.   
	
	
	

	
	
	Experience of supervising/managing staff.   
	
	
	

	
	
	Evidence of competence in the use of the Education Software Solutions Library Management System.   
	
	
	



	Job Related Achievements
	Essential
	Evidence of ability to lead a team and supervise staff.   
	
	
	

	
	
	Proven ability to work flexibly as part of a team.   
	
	
	

	
	
	Evidence of ability to train staff in new service developments.   
	
	
	

	
	Desirable
	Evidence of ability to adopt new technologies and services.   
	
	
	

	
	
	Experience of using initiative to problem solve.   
	
	
	



	Interpersonal Skills
	Essential
	Evidence of a high standard of written and oral communication skills.   
	
	

	

	
	
	Proven ability to manage challenging situations.   
	
	
	

	
	Desirable
	Evidence of understanding the role of a team-leader or supervisor.   
	
	
	

	
	
	Evidence of having produced written guidance for staff.   
	
	
	



	Other
	Essential
	Willingness to participate in evening and weekend rotas.   
	
	
	

	
	
	Evidence of ability to provide guidance to users individually or in small or large groups.   
	
	
	

	
	Desirable
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