[image: image1.png]THE UNIVERSITY
OF BIRMINGHAM





[image: image1.png]
JOB DESCRIPTION
	Job Title
	Academic Skills Advisor

	Postholder
	

	Post number
	98316

	Department/School budget centre
	Library Services

	Responsible for which other posts
	None

	Responsible to
	Assistant Director Academic and Digital Skills Centre


Organisation Chart




Job Summary 
The Academic Skills Advisor will directly contribute to the University’s Education Strategy by supporting a positive student learning experience. The role will provide support for student academic attainment across a diverse student population, and foster the development of key transferable skills for employability. The postholder will develop, deliver and evaluate a central and embedded offering of academic skills, information literacy and digital literacy support services for taught students, from pre-sessional through to undergraduate and taught postgraduate levels.
The Learning Enhancement Team will support the objectives of all divisions within Library Services: 
Academic and Digital Skills Centre; Collection Management & Development; Library Customer Support; and Special Collections. Collaborative working across teams is expected. The postholder will also be expected to collaborate closely with stakeholders across Professional Services, including Student Services, The Higher Education Futures institute (HEFi) and the Careers Network, as well as engage with key College stakeholders involved in student support.
Academic Skills Advisors are required to show strong capabilities in the areas of organisational understanding and communication.

Main Duties 

	Item
	Duties

	1
	Development of Library Academic Skills Services through, for example:

· Developing knowledge and understanding of the University’s strategies and corporate plans, including those relating to Education, in order to contextualise academic skills support.

· Supporting the Head of Learning Enhancement (Academic Skills) to ensure the Learning Enhancement Team’s activities effectively align with broader strategic priorities.

· Supporting the Head of Learning Enhancement (Academic Skills) with monitoring service demand and quality, and planning for sustainable service development accordingly.

· Contributing to the evaluation and monitoring of the impact of academic skills training on student progression and retention through the collection of usage data and reporting on this data.

· Undertaking evaluation and monitoring of the Service through the development and implementation of pre and post attendance diagnostic testing and feedback; monitoring of student attendance at activities, including online, face-to-face, and group resources/ activities etc.  This will include ensuring that attendance figures are captured and recorded in central systems.

· Maintaining a good knowledge of broader education developments within the University, and how they impact on the needs of students.

· Contributing to, and where appropriate to role, leading approved projects, to time and within budget.

· Maintaining knowledge and understanding of good practice and service developments nationally in Library services, through membership of appropriate professional bodies and networks, and contributing this awareness to planning within the University of Birmingham’s Library Services



	2
	To provide expert advice, support and training on a range of academic skills, including academic writing, core academic skills, information and digital literacy. This will done by, for example:

· Supporting the implementation of Library Services policy frameworks and service levels relating to academic skills delivery. This will include delivering both central and embedded training sessions, producing guides and learning materials using current and appropriate pedagogic principles.

· Ensuring that academic skills provision is inclusive of the needs of all students. This includes ensuring the requirements of under-represented groups, widening participation students, and those with specific learning needs are met.

· Supporting skills mapping, skills curriculum design and review activities relating to taught students.

· Taking responsibility for designated areas of activity, as directed, including planning and managing programmes of academic support in conjunction with others in the team.

· Contribute to the design and maintenance of online academic skills support content to taught students, re-using, adapting, sharing and repurposing materials to ensure effective use of resources, where appropriate.

· As directed, evaluating and monitoring programmes and online and printed resources.

· Contributing as directed to providing an enquiries service to complement frontline Customer Support provision.



	3
	Other Duties 

· To represent Library Services both inside and outside the University as required, including occasional participation in University Open Days 
· Promoting equality and valuing diversity including: (a) actively acting as a role model in own behaviour and fostering a non-discriminatory culture; (b) actively applying internal processes in a fair and equal way.
· Undertaking other such duties as may be required from time to time in furtherance of the work of Library Services.


Decision Making/Problem Solving  
(i) Without reference to others 

· An Academic Skills Advisor is an academic skills specialist, and will be responsible for supporting and advising within their remit and should not normally need to check with anyone else before doing so, except to share good practice. 
· Initiating or developing a new service which is in line with existing policy and strategy, and which can be met within existing budget and resource constraints.
(ii) After consulting others
· Initiating or developing a new service which is dependent upon capital investment 

· Withdrawing a service which is still used by a minority, or which is politically sensitive 

· Proposals for changes in LS strategies, polices and plans – to be referred in the first place to the Head of Learning Enhancement (Academic Skills) 

· Proposals for projects involving other members of Library staff – to be discussed with the Head of Learning Enhancement (Academic Skills) in the first instance. 

(iii) Or that would be referred to someone else. 

· Setting the budgets for academic skills activities 

· Recruitment of staff to the Learning Enhancement Team 

Internal and external relationships
	Contact
	Purpose/skills required

	Library Services
	· Library Services Executive Group - to work constructively to translate strategic objectives into operational business. 

· Library Services Managers – to support Library Services Managers to plan, deliver and evaluate operational business. 

· Library Services staff – to work collaboratively with staff across Library service teams to effectively plan, deliver and evaluate agreed services.

	Academic and Professional Services Staff at all levels 
	· Contact to understand requirements and ensure optimum and cost-effective delivery in accordance with the aspirations of schools and departments.

	External contacts and professional bodies
	· To represent the University of Birmingham in a positive and professional manner which enhances the reputation of the institution.


Knowledge, Skills, Qualifications & Experience Required 
	
	Essential
	Desirable

	Qualifications
	· Formal education to degree level or equivalent


	· A teaching qualification, e.g. full or Associate membership of the Higher Education Academy, or another relevant professional body.
· A postgraduate qualification in Library and/or Information Science

	Experience
	· Experience gained in a skills development role, with a demonstrable ability to plan and develop learning activities, adapting to suit different discipline requirements, undergraduate levels and learning requirements, evaluating activity and responding to feedback 

· Experience of service development 

· A proven track record in the provision of quality services to a diverse range of end users within a framework of accountability 

· Experience of service planning at an operational level 
	· Experience of project management would be an advantage 


	Knowledge and skills
	· Customer-oriented approach to design and delivery of services. 

· Good information technology skills, including familiarity with the MS Office suite. 

· An awareness of and skill in applying appropriate technology to service delivery. 

· Good interpersonal skills 

· Excellent oral and written communication skills, preferably with experience of communicating with a wide range of internal and external stakeholders with diverse professional and academic backgrounds 

· An ability to prioritise and to schedule workloads in the face of conflicting demands 

· An awareness of wider developments in library and information services which might enhance academic skills services at the University of Birmingham. 

· Evidence of familiarity of the changing culture of Higher Education, including the importance of the teaching quality agendas. 

· An understanding of pedagogic issues as applied to Higher Education.
	· An understanding of how Virtual Learning Environments, Managed Learning Environments and institutional portals can be used to support academic skills development would be an advantage. 
· Familiarity with a library management system
· Background in Medical or Engineering Sciences. 



The undersigned accept the validity of the above job description.  (If the postholder does not agree the job description he/she should not sign below.)

Signature…………………………………………….
Dated……………………..

(Postholder)

Signature……………………………………………
Dated…………………….

(for Budget Centre)

For Administration Use Only





Assistant Director


Academic and Digital Skills Centre





Head of Learning Enhancement 


(Digital Skills)





Head of Learning Enhancement 


(Academic Skills)





Academic Skills Advisor
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