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BPP Job Description


Job Title		Senior Information Assistant (Systems)

Department		Group Education Services

Location		Manchester St James

Additional details	A minimum of three days per week working in the office at our library site in Manchester.

Contract type		Full time and permanent	

Hours of work		BPP’s core hours for most full-time staff are Monday-Friday, 9am-5:30pm (37.5 hours per week)


Reporting lines	Reporting to the Library Manager (Systems)


Job Purpose
You will assist the Library Systems Manager with the management and maintenance of BPP’s core library systems. Also there will be some student-facing work on the library issue desk and answering general inquiries online. BPP has a small and friendly library team who support each other across different responsibilities.

Key Responsibilities 

1.	Assist with the day-to-day operation, maintenance and data integrity of core library systems including the library management (SirsiDynix Symphony), content management (Springshare LibGuides/LibAnswers), access management (OpenAthens) and resource discovery (EBSCO Discovery Service) systems.

2.	contribute ideas for the development of these systems to improve library processes and services to users.

3.	assist with training and support to members of the library team in the use of core library systems to manage library workflows.

4.	assist with the collection, collation and reporting of management information and usage statistics.

5.	assist with the maintenance of an accurate library catalogue including setting standards for cataloguing and classification.

6.	liaise with the technical support departments of online service providers, BPP’s IT and other departments to maintain appropriate access routes for users.

7.	assist with planning and administering updates to the content and structure of the Online Library.

9.	assist with the development and improvement of existing library systems and the implementation of new services in support of BPP Library and Information Service’s strategic aims.

10.	maintain an awareness of current developments in relevant areas, including library systems administration and regulatory and legal issues relating to the provision of library services in higher education.

11.        deputise for the Library Manager (Systems) when absent.

12.	and perform from time to time such other duties as may be consistent with the post.

Skills, experience & qualifications required - Essential

•	Experience of supporting specialist library systems.
•	High levels of IT literacy including Microsoft Office Programmes (Word, Excel Outlook). 
•	Ability to demonstrate initiative and innovation and to complete projects effectively.
•	The ability to produce clear and concise written and oral reports.
•           Educated to degree level.
[bookmark: _Hlk143270064]•           A commitment to continuing professional development.
•           An ability to work effectively as part of a team.
•           An ability to work on own initiative.
•           Excellent communication skills.
•           Excellent organisation and time management skills.
•           Excellent attention to detail

Skills, experience & qualifications required - Desirable

•	Experience of delivering library services in an academic environment.
•	Experience of delivering training.
•	Experience of working on projects.
•	Experience of liaising with technical support departments both internally and externally to implement services and troubleshoot access issues. 
•	Experience of designing and developing web content including experience in the use of HTML and CSS.
•	Awareness of developments in library services in higher education and developments in higher education more broadly.
•	A professional qualification in library or information science.
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