JOB DESCRIPTION

	Job Title: Senior Library Services Advisor: Resource Lists and Accessible Digital Content
	Band 4: £20,092 - £22,254
Opportunity to progress to £23,487

	Department: Library Services

	Reporting directly to: Reading Resources Team Leader

	Supervisory responsibility for: N/A

	Main Duties


1. To work as part of a team to complete tasks and projects within set deadlines, providing timely and appropriate access to reading resources for students and staff, in line with Library and University strategies; reviewing resource lists submitted by academic staff onto Talis Aspire, assessing quality, adding and correcting metadata, and liaising with academic staff where appropriate, to ensure list accuracy.

2. To work in partnership with the University’s Disability & Dyslexia Service, to provide support and increased access to resources for students with additional needs; prioritising, sourcing and converting texts to appropriate formats according to user need, sharing sourced Alternative Formats with students via OneDrive/Sharepoint and communicating regularly with students, including welcome/service introductions, sharing book provision/availability details, and other service requests.

3. To select resources/item formats to support blended learning, from a range of suppliers, making ordering decisions and interpreting several factors as part of the resource list review process; following up outstanding items, communicating outcomes and providing advice/guidance to academic staff on title availability and different format options where necessary.

4. To process digitisation requests/renewals from academic/support staff and undertake Copyright Licensing Agency (CLA) permission checks; liaison with CLA regarding copyright queries, providing staff with appropriate advice on related requests and ensuring adherence to licence terms and conditions.

5. To collaboratively manage the team’s shared inbox systems and answer enquiries from academic and library colleagues; liaison with Library Services colleagues across the wider team, EResources, Systems and Academic Services, to creatively solve problems and ensure efficient service delivery.

6. To maintain, organise and manage data/information within spreadsheets and database applications and action a range of reports to support team workflows and processes.

7. To proactively engage in/contribute to discussions around continued improvements to systems, team workflows and individual processes, including identifying any issues in current workflow and suggesting ideas and solutions.
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8. To develop and maintain own knowledge of current systems and attend appropriate training to improve knowledge and skills; dissemination of these to other team members and other Library Services staff as required.

9. To contribute to successful annual reading resources systems and content rollovers.

10. To work with a range of internal and external colleagues and partners in delivering an excellent level of customer service.

11. To contribute to projects and workstreams across the wider team including stock management as required.

12. Any other appropriate duties as specified by the Line Manager.

13. To maintain personal and professional development to meet the changing demands of the job; participate in appropriate training activities and encourage and support staff in their development and training.

14. To take steps to ensure and enhance personal health, safety and well-being and that of other staff and students.

15. To carry out these duties in a manner that promotes equality of opportunity and supports diversity and inclusion, and takes into account the University’s commitment to environmentally sustainable ways of working.


*The above does not represent an exhaustive list of duties associated with this role.
image1.jpeg
"E University
') of Worcester




