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Job Description

	Job title:


	Self-Access Language Centre (SALC) Manager


	Department/School:


	Politics, Languages & International Studies, English Language Centre / Foreign Languages Centre


	Grade:


	7


	Location:


	University of Bath Campus



	Job purpose

	The Self-Access Language Centre Manager is the administrative head of the SALC.  The SALC Manager provides vision and leadership in planning and managing the SALC in an ever-changing technological environment, and directing the SALC’s contributions to the learning, teaching and research aims of the University.



	Source and nature of management provided 

	Director, English Language Centre.



	Staff management responsibility

	Circa 12 – 14 Casual Clerical Assistants (Job Link part-timers).



	Career and Professional Development Activities

	From time to time you may be asked to assist in the facilitation of CPD activities.  This will form part of your substantive role and you will not receive additional payment for these activities.  




	Special conditions 

	Managing a facility which is open for 70.5 hours per week and will require occasional availability outside standard office hours (9.00am to 5.20pm Monday to Thursday, 9.00am to 5.10pm Friday).



	Main duties and responsibilities 



	

	1 Managing the SALC
	· Provide effective management of the physical and technological resources of the SALC.

· Acquire and manage financial resources in ways that promote achievement of the goals of the SALC.

· Provide continuous improvement of the SALC services and operations through regular evaluation of resources, activities and consideration of innovative approaches to service delivery. 

· Lead in the development and implementation of long-range goals and short-range operational plans for the SALC. 

· Ensure the preservation and enhancement of the SALC collection in keeping with the principle of access and sharing resources.


	2 Managing and Leading the SALC team
	· Oversee the recruitment of SALC staff.

· Lead and develop a competent and well-trained team, committed to excellence in service and responsiveness to users’ needs.

· Lead staff in the ongoing development of a vision for the SALC, consistent with the University’s mission and strategic direction.

· Oversee the management of SALC staff in an effective and considerate way, providing leadership and direction to ensure motivation is maintained.


	3 Communication with the wider University


	· Work cooperatively and effectively with and within other teams, such as the SALC Committee and the Library.

· Maintain regular communication with key stakeholders in the University, in particular staff and students in the Department of Politics and International Studies (POLIS), the Foreign Languages Centre (FLC) and the English Language Centre (ELC).

· Maintain close liaison with technical support services 

· Act as a source of expertise and a point of reference across the University in relation to language learning resources.
· 

	4 Service delivery
	· Ensure that the SALC affords a stimulating, creative and flexible study resource that is accessible and fair for all users.
· Provide active support for SALC users, and encourage new forms of collaboration.

· Develop inclusive practices designed to address the needs of an increasingly diverse staff and student body. 
· Ensure, through liaison with technical support services, that functionality of hardware and software is maintained and developed.


	5 Technological development
	· Keep current on global developments in academic self-access language centres and emerging technologies.
· Initiate and manage projects to update resources in SALC where appropriate.



	6 Teaching and learning development
	· Create an environment that promotes and supports excellence in teaching and learning. 

· Promote the use of progressive and innovative technologies for language learning.
· Remain current with new developments and strategies in the field of languages, in order to help users to achieve their language potential.


	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. 
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Person Specification 

	Criteria


	Essential
	Desirable
	Assessed by

	 
	 
	 
	A/F
	I/T
	R

	Qualifications


	
	
	
	
	

	Degree or equivalent qualification

	X
	
	X
	
	

	Professional qualification in library or information management or related area, or equivalent experience
	
	X
	X
	
	

	Experience/Knowledge
	
	
	
	
	

	Staff supervision / experience of successfully managing a team


	X
	
	X
	X
	X

	
	
	
	
	
	

	Proven ability in planning, setting budgets and exercising financial control
	X
	
	X
	X
	X

	
	
	
	
	
	

	Knowledge of using sophisticated IT systems including databases

	X
	
	X
	X
	X

	Project management

	X
	
	X
	X
	X

	Experience and knowledge of learning resources
	X
	
	X
	X
	X

	Knowledge of language resources, including CALL
	
	X
	X
	X
	X

	Working in a Self-Access Language Centre

WO
	
	X
	X
	
	

	Publicity / marketing 
Experience in marketing and managing a service-providing centre

Knowledge of e-learning, VLEs and the implications of digitalisation with regard to copyright legislation
Management of  library systems


	X


	X
X

X
	X

X

X

X


	X
X

X

X


	X
X

X

X



	Skills
	
	
	
	
	

	
	
	
	
	
	

	Highly effective oral and written communication skills


	X
	
	X
	X
	X

	Strong teamwork and interpersonal skills

Project management skills

People management skills


	X

X

X
	
	X

X
	X

X

X
	X

X

X

	Systems management skills

	X

	
	X


	X

	X


	Attributes

	 
	
	
	
	

	
	
	
	
	
	

	Ability to engage with and influence colleagues at all levels of an organisation 


	X
	
	X
	X
	X

	
	
	
	
	
	

	Ability to organise own work and that of others

Ability to set priorities and meet targets and to work under pressure while maintaining attention to detail

Interest in professional issues and personal development 

Interest in language learning

Imagination and creativity

Ability to work independently
	X

X

X

X

X
X
	
	X

X

X

X

X
X
	X

X

X

X

X
X
	X

X

X

X

X
X

	
	
	
	
	
	

	
	
	
	
	
	


Code: A/F – Application form, I/T – Interview/Test, R - References
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