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Job Description

	Job title:
	Senior Library Assistant, Bibliographic Services

	Department/School:
	Technical Services, Library

	Grade:
	4 (full time, open ended)

	Location:
	University of Bath premises 



	Job purpose

	
This post is for those seeking a varied and interesting library assistant position in the Bibliographic Services area of the Library at the University of Bath.
This is a full time, open-ended post working 5 days a week Monday-Friday.

The busy Technical Services department of the University of Bath Library undertakes the ordering, payment and management of library stock for the benefit of students, staff undertaking research, and the wider user community of the Library. This stock is composed primarily of books, journals and databases, available in both print and electronic format. The University’s national and international research and teaching activities all rely upon seamless access to the information resources maintained by the Technical Services department, and to achieve this there is much interaction between the following teams: Acquisitions, E-Resources, Reading Lists, Cataloguing and Metadata, and Document Delivery.

The postholder will form a crucial part of the Bibliographic Services team, being able to work in response to patterns of greatest need, focussing on the Acquisitions, Reading List and Copy and Print areas, and engaging in both back room and customer facing roles.

Copy and Print: 
The Library Bibliographic Services team are key in delivering the University’s printing and scanning hub to students and staff using the Library. The Copy and Print role is user-facing, and you will have excellent customer service skills, as well as problem solving and communication capabilities. You will be trained to have a thorough understanding of copying and scanning related enquiries and requirements, and work alongside staff from the University’s Managed Print Service (currently Sharp).

The post-holder will also liaise with a range of contacts, from library colleagues and service users to suppliers and publishers. There is also a requirement to understand the University’s financial processes and to liaise with members of the Finance team.

Reading Lists/Acquisitions:
The Reading List and Acquisitions areas manage the ordering, accessioning and invoicing of library stock, primarily books in print and electronic format, from a range of suppliers worldwide for the benefit of students, staff undertaking research and the wider user community of the Library. You will work within these teams, with an emphasis upon book ordering via the reading list process.

You will make extensive use of the Library’s Management System (Ex Libris’ Alma), Reading list system (Leganto) and supplier databases to check reading list items and other book requests to ensure the correct bibliographic data is used for ordering new stock. Excellent IT skills, attention to detail and teamwork are essential in this role.




	Source and nature of management provided 

	
Line manager = Reading Lists Librarian




	Staff management responsibility

	
The Senior Library Assistant plays an important role in the induction and training process of the Technical Services Graduate Trainee, a 2 year fixed-term post.

Occasional supervisory responsibility for: staff providing support during busy periods, Erasmus placement students, work experience students, job shadow participants, casual staff engaged for specific projects.




	Special conditions 

	
The work can be physically demanding, requiring moderate lifting (boxes of paper and heavy materials), bending and reaching to clear paper jams, replace toners and other consumables. The work requires the use of trolleys to transport books around the Library and the use of the staff lift.
 



	Main duties and responsibilities 

	1
	Teamwork and liaison
You will communicate with colleagues within the Technical Services team on a day-to- day -basis and liaise with library staff and other University staff and users as appropriate.

You will make an essential contribution to the effective communication and dissemination of information to all other team members, many of whom are part-time.

Specifically, you will:
· Triage and assist with Topdesk, telephone, email or face-to-face enquiries from library users (academic / research staff and students), which may relate to Acquisitions, Copy and Print, Reading Lists, or to the work of other sections within Technical Services. 
· Respond to requests for information from subject colleagues. 
·  Use your skills to deal with in-person or emailed enquiries in a professional and timely manner, gaining familiarity with a range of systems and resources, including request tracking software, and liaising with colleagues.
· Foster a good working relationship with all Library staff and give the best possible user experience to our library users.


	2
	Copy and Print: 
You will work with other team members to ensure the provision of a first-rate Copy and Print service to all users, underpinned by an excellent, customer-focused approach.

Specifically, you will:
· assist users with their printing, photocopying and scanning. 
· help to maintain printing equipment (this will require some moderate bending and lifting). 
· utilise specialist printing software to locate information relating to user accounts and adding or deducting credit where appropriate.
· liaise with library users and University Cashiers to refund to users’ bank accounts where necessary and keeping accurate administrative records of this activity.
· support with students with a print disability to ensure they receive a no detriment learning experience. 
· respond to TopDesk (email tracking software) enquiries from researchers, academic staff and students relating to the Copy and Print service in a timely and professional manner. This involves solving print problems, problems connected to online print accounts etc.
· be aware, and share awareness of, the CLA licence and Copyright allowances


	3
	Reading Lists/Acquisitions:
You will work with other team members to ensure an efficient process for the ordering of printed and electronic books for library stock, and preparing invoices for payment. You will gain an understanding of how a University Library acquires stock and the University systems used to pay suppliers; experience of working to a common set of acquisitions standards to ensure consistency, and contribute ideas on how to improve these standards.

Specifically, you will:
· use the Library Management System (Ex Libris’ Alma), Rialto and other dedicated software applications as required, interrogating Alma and supplier databases to facilitate the checking and ordering of Library materials for reading lists. You will check our stock before placing an order, to avoid unnecessary purchases. You will use the appropriate supplier database, upload the metadata for items ordered, or enter the information manually, ensuring accuracy at all times. 
· check availability and choose the most appropriate e-book licence for ordering in line with anticipated usage based on reading list citations. 
· find and check bibliographic data, for example, from reading lists. You will work on online reading lists for taught courses, searching the library catalogue for the correct resources. Aside from stock obtained using our supplier databases it is sometimes necessary to source items which are out of print or difficult to obtain. The role includes checking availability of out of print items, liaising with the relevant subject librarian, and then checking the correct item has arrived.
· digitise print resources for Reading Lists and Document Delivery purposes.

This work requires an excellent capacity for attention to detail, proof-reading skills and accurate keyboard skills, together with an understanding on the standards used in bibliographic data.


	4
	Subject Librarian support
Liaise with the Reading Lists Librarian and the Subject Librarian Team and other Library colleagues to resolve queries relating to work and processes.


	5
	Supplier liaison
Contact suppliers by email or telephone to report any problems with orders and ensure problems are resolved. This can involve passing on a query to team members given the part-time nature of the post.


	6
	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager, for example: assisting other Technical Services teams as needed e.g., document delivery or digitisation processes.

Other duties at Senior Library Assistant level in support of the Library service in general. This may involve participation in wider project work, and membership of Library groups.

Participate in the promotion of Library resources to the University community

You are required to follow all University policies and procedures at all times and take account of University guidance; also to follow Library policies such as Review Conversation, Flexitime and Continual Professional/Staff Development.
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Person Specification

	Criteria: Qualifications and Training
	Essential
	Desirable

	Educated to GCSE level or equivalent qualifications or experience.
	✓
	

	Excellent understanding and competency with IT applications such as Microsoft Office.
	✓
	

	Certification with CILIP (Chartered Institute of Library and Information Professionals). This certification is recognised by the postnominals ACLIP.
	
	✓



	Criteria: Knowledge and Experience
	Essential
	Desirable

	Experience of working positively with customers in a service environment
	✓
	

	Experience of using a computerised system
	✓
	

	[bookmark: _Hlk155791787]Experience of working with online payments and financial data
	✓
	

	Experience of working in a library / archive or records management environment
	
	✓

	Experience of working with printing and scanning equipment in the workplace 
	
	✓

	A demonstrable understanding of the different types of publication (i.e. textbooks, monographs, e-books, journals, reports etc.)
	
	✓

	Experience of using a Reading List system. The University of Bath Library uses Ex Libris’ Leganto system.
	
	✓



	Criteria: Skills and Aptitudes
	Essential
	Desirable

	Excellent customer support skills
	✓
	

	The ability to communicate effectively with all levels of staff, users, and suppliers, in writing and in person
	✓
	

	The ability to work to an excellent level of accuracy and attention to detail for sustained periods of time
	✓
	

	A versatile, adaptable and proactive attitude
	✓
	

	The ability to work co-operatively in teams, task-groups and meetings, sharing your knowledge and ideas with others
	✓
	

	The ability to adapt to new working practice in future as a result of the implementation of new technology or workflows
	✓
	

	The confidence to use personal judgement and experience to make decisions on related problems or issues, or seek advice from senior colleagues where necessary
	✓
	





	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities and experience. Being aware of own behaviour and how it impacts on others.
 

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.
 

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions. Identifying opportunities for innovation.
 

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles. Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks and budgets. Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view. Communicating vision clearly and enthusiastically to inspire and motivate others.
 

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.
 

	Working with people:
Working co-operatively with others in order to achieve objectives. Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
 

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints. Consistently meeting objectives and success criteria.
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