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Job Title: Academic Services Librarian

Grade: SG7

Department: Information and Library Services / Libraries and Academic Enhancement 

Responsible to: Library Education & Partnerships Manager  

Responsible for: None

Key Contacts: Academic Services Librarians, Academic Skills Tutors, Digital Skills Developers

Standard Occupational Classification (SoC code): tbc

[bookmark: _Hlk171677006]Non-Contractual Nature of Role Profile: This role profile is non-contractual and provided for guidance. It will be updated and amended from time to time in accordance with the changing needs of the University and the requirements of the job.

PURPOSE OF ROLE
Academic Services Librarians deliver high quality library services to staff and students across the university. Each Librarian acts as the primary point of contact for particular academic schools and departments within a faculty at the University of Greenwich. The postholder will work seamlessly with other librarians to support this faculty and others as required, and this portfolio may change over time.

The postholder will work as part of a large team alongside Librarians, Academic Skills Tutors, and Digital Skills Developers to deliver a rich and varied programme of digital, information and academic skills training both online and in person which in many instances is embedded into academic programmes.

Other responsibilities include attending departmental meetings and managing relationships with key staff in the faculty such as programme leaders, developing the print and digital collections for the subjects and managing the associated budgets for the departments.

The University launched its Student Success Strategy and its Digital Strategy in 2022. The postholder will be involved in supporting elements of delivery of both strategies.



KEY ACCOUNTABILITIES

Team Specific:
· Ability to work without supervision, and flexibly and co-operatively as a member of a multi-disciplinary team.
· Develop and deliver information and learning skills courses for students and staff, using innovative and engaging techniques to enable them to make full use of library and information services in print and electronic format.
· In the first instance, to develop the library collection to support the learning, teaching and research of the faculty. Manage the resources budget and ensure best value in resource provision.
· Ensure student needs and expectations are evaluated, managed and met in relation to library resources and services.
· Develop collaborative working at a Faculty level and with other University offices and departments. To ensure you are aware of, and involved in, changes to the curriculum and curriculum design. Attendance and contribution to meetings at University, Faculty, and programme level will be required.
· Actively contribute to wider University projects and other operational issues in ILS. Participating in groups and activities as required, to assist the University and ILS achieve their strategic goals.
· Contribute to the library enquiry service, in particular by providing support to library users when specialist knowledge is required.
· Supervise library support assistants and student workers when required.
· Implement and maintain policies and procedures.
· To work at other University campuses as the need arises.
· This job description reflects the core activities of the role and as developments occur, in the University and ILS, there will inevitably be changes in the emphasis of duties. It is expected that the post-holder will recognise this and adopt a flexible approach to work and be willing to participate in training.

Generic:
· To keep up to date with current learning, teaching and information technology developments in order to improve and enhance the users’ experience.
· To establish and maintain professional working relationships with colleagues within the University at all levels and with external organisations and individuals.
· To use judgement and initiative to resolve common and infrequent problems that may arise.
· To identify the priorities that the service must support, particularly with regard to the student experience.
· To act fully in the interests of the University.

Managing Self:
· To be a team player, sharing and giving knowledge, supporting each other and showing an ability to work collaboratively, whilst able to take initiative and show professional judgement.
· Take advantage of staff development opportunities offered within the University and externally, as identified at appraisal.
· Keep up to date with relevant professional developments in both the Higher Education and Library sectors.
· Participate in professional groups or networks.
· To understand the strategies and targets of the University in the changing economic climate.

Core Requirements:
· Adhere to and promote the University’s policies on Equality, Diversity and Inclusion and Information Security.
· Ensure compliance with Health & Safety and Data Protection Legislation.
· Support and promote the university’s Sustainability policies, including the Carbon Management Plan, and carry out duties in a resource efficient way, recognising the shared responsibility of minimising the university's negative environmental impacts wherever possible.
· Adhere to current legal requirements and best practice relating to digital content and accessibility, including Web Content Accessibility Guidelines when creating digital content. 


Additional Requirements:
The ethos of the Library team focuses on collaborative working to ensure that all departments receive a consistent and high level of service at all times. This means that although each Librarian may be the named contact point for a number of specified departments/Faculties, it is expected that at times staff will be required to deliver services to other departments. Departments may be rotated in response to growth and new developments in order to ensure balance between members of the team.  

The role involves working as part of a rota for occasional evening and weekend work as service demand requires. Travel to attend meetings at all campuses (Greenwich, Medway and Avery Hill) will also be required.

Undertake any other duties as requested by the line manager or appropriate senior manager, commensurate with the grade.

This is a professional, demanding role within a complex organisation with an ambitious strategic plan and agenda for change. The role holder will be expected to show flexibility in working arrangements, including working hours, to ensure that the directorate delivers the required level of service.

KEY PERFORMANCE INDICATORS:
· Delivery of prompt and high-quality service to staff and students.
· Delivery of work to agreed timescales.
· Contribution to team effectiveness.
· Levels of customer satisfaction (measured by feedback, complaints and surveys).

KEY RELATIONSHIPS (Internal & External):
· Staff and student users at all levels.
· External visitors.
· To work with the disparate teams within the office of ILS, to exploit and strengthen synergies, share knowledge and achieve shared goals.


























PERSON SPECIFICATION


EXPERIENCE: 

Essential Criteria
· Experience in supporting students in higher education.
· Experienced user of subject databases and confident in training and supporting students and staff in research. 
· Experience in supporting remote users.
· Have significant experience in, and active engagement in, the development, design and delivery of library and information services at a professional level.
· Demonstrable knowledge and awareness of issues in Higher Education.
· Demonstrable experience in providing academic support services, such as liaison librarianship or subject librarianship, and delivering teaching sessions.
· Be able to demonstrate a commitment to customer care.
· Demonstrate knowledge of key developments in library services in higher education, including supporting learning and research.
· Have an interest and enthusiasm for looking at new ways of delivering support, exploiting new developments in technology.
· Have experience of delivering teaching and/or training activities.
· Demonstrate ongoing commitment to continuing professional development.
· Evidence of active participation in relevant professional bodies and external networks.

Desirable Criteria
· Experience in working in a university Library.
· An interest in using technology to deliver training and communicate with users, for example, Microsoft Teams or lecture capture.
· Experience in leading or managing staff within a project.

SKILLS:

Essential Criteria
· Ability to manage and deliver library projects.
· Excellent understanding of the university landscape and external factors affecting staff and the student experience.
· Have highly developed communication skills in both written and oral presentations.
· Have the ability to communicate complex information effectively, to both specialists and non-specialists.
· Clear user focused approach to work with ability to respond flexibly to change.
· Experience in working within a team and ability to work collaboratively and pro-actively, delivering to deadlines and achieving objectives.
· Excellent IT skills including use of MS Office.
· Well organised, self-motivated, ability to prioritise under pressure and manage a wide and varied workload.

Desirable Criteria
· Ability to manage change.

QUALIFICATIONS:

Essential Criteria
· Educated to degree level.
· Relevant accredited graduate or post-graduate qualification in library and information management, librarianship or equivalent.
· HESA recognised teaching qualification (eg FHEA, PGCertHE or APA, or commitment to undertake).

Desirable Criteria
· Hold Chartered Membership of CILIP.

PERSONAL ATTRIBUTES:

Essential Criteria
· We are looking for people who can help us deliver the values of the University of Greenwich: Inclusive, Collaborative and Impactful.

Desirable Criteria
· N/A
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