
 
 
 

 
 
 
 
THE POST 
 
College/Service: Library & Culture Services, Education and Student Experience Directorate 
 
Post:   Library Resources officer  
 
Reference No:  P41120 
 
Grade:   D 
 
Reporting To:  Library Resourcing Team Leader 
 
 
This post is immediately available on a full-time and permanent basis in the University Library.  
 
Job Description 
 
Research and learning at the University of Exeter are underpinned by the provision of extensive digital and 
physical academic information resources including 1.2M e-books and 1.1M physical library resources.  The 
Library manages subscriptions to more than 53,500 journal titles and expenditure of over £4 M annually on 
information resources.  Library users’ access nearly 3M journal articles and 2.4M e-book sections online 
every year, and make over 200,000 loans. 
 
Library resources and services are now primarily digital, and accessible to students and academic staff 
wherever they want to work.   Study facilities are provided in 7 locations on 2 campuses in Exeter and at the 
Cornwall campus in Penryn shared with the University of Falmouth.   The main Forum Library is open 24/7 
with staffed services currently available 8:00 - 20:00.  Staff may be required to work at both Exeter campuses.   
 
The Library is part of the Education & Student Experience Directorate within the University’s Professional 
Services.  The Library operates a single team and a matrix management approach.  Library systems include 
Millennium and Encore Duet, and the Talis Aspire resource list system.  The University’s research systems 
include a DSpace repository, ORE (Open Research Exeter), and the Symplectic current research information 
system.   These roles arise from on-going restructuring to ensure the University has the necessary staff skills 
and services for a rapidly changing HE and digital information environment 
 
Main purpose of the job: 
 
To assist library managers in the organisation and delivery of efficient and effective library services supporting 
the University’s research, learning and teaching. 
 
Key role-specific duties  
 

• Pricing, ordering and receipting of electronic and physical resources, including Inter Library Loan 
material 

• Coordinating various circulation workflows, including overdue and billing, and others, as appropriate 
 

• Assisting with SID and telephone enquiries, providing advice, and referring on as appropriate 
 

• Financial input (coding, credit card statements) to enable processing of invoices, payments and 
subscription renewals 
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Generic grade duties and accountabilities: 
 

• Collect, monitor and collate statistics from internal and external sources of management information; 
compile monthly reports; analyse data to identify trends, present and draw conclusions and 
recommend appropriate courses of action to obtain best value 
 

• Deal with enquiries on digital and physical resources and processes, especially regarding Inter 
Library Loan; provide clear advice to colleagues and users; review and investigate issues, identify 
solutions and resolve problems from good working knowledge of systems, processes and policies  
 

• Liaise with internal and external contacts including teaching and research staff, publishers, suppliers 
and other libraries; draw on support and advice from a network of contacts, judging when to refer 
complex issues on and involve others in problem solving 
 

• Support the efficient organisation and administration of activities: use a range of software to 
maintain, update and verify records, files and databases; assist with co-ordination and oversight of 
day-to-day routines; plan and prioritise to ensure operational efficiency, adjusting as necessary for 
changing pressures. 

 
• Deliver service to agreed standards and deadlines: follow established procedures to maximise 

service quality and continuity; contribute to process review and optimization, feeding suggestions for 
developments and improvements to senior colleagues, and implementing agreed process 
enhancements 
 

• Participate actively in the team, co-operating and working with colleagues to meet objectives and 
deadlines, providing support to less experienced colleagues, and assisting with staff training and 
development. 
 

• Any other duties appropriate to the grading of the post 
 
 
This job description summarises the main duties and accountabilities of the post and initial focus for the role.  
The HE library environment is subject to rapid evolution.  Roles and responsibilities will need to adapt 
accordingly so over time the post-holder should expect to undertake other duties of similar level and 
responsibility. 
 
About the University of Exeter 
 
Exeter is the UK’s fastest growing and fastest rising research university and REF 2014 confirmed our status 
as a leading research intensive university with one of the three largest increases in QR funding. We continue 
to grow our research activity including our research income, research quality, numbers of research students 
and knowledge exchange activities.  The University has also secured a Gold rating in the Teaching Excellence 
Framework and prides itself on delivering sector-leading student satisfaction in a research-rich and innovative 
education environment. 
 
 
 
 
 
 
Person Specification 
 
 

 Essential Requirements Desirable Requirements 
Knowledge  Good understanding of bibliographic 

metadata and database structures 
 
Interest in content provision, acquisition & 
circulation  
 
 

Demonstrable understanding of the use 
and potential of academic information 
resources in support of education and 
research  
 
Awareness of digital rights management, 
licensing and authentication mechanisms 
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Skills Strong IT skills (familiarity with Microsoft 
Office, particularly Excel) and aptitude for 
use of technology 
 
Numeracy; ability to interpret and produce 
reports on statistical and financial 
information 
 
Accuracy and attention to detail 
 
Good interpersonal skills with ability to 
communicate effectively, orally and in 
writing, with all levels of staff, users and 
suppliers 
 

Demonstrated problem-solving abilities 
 
Good organizational and time-
management skills; ability to prioritise and 
to work to deadlines independently and 
collaboratively 
 
 

Experience Experience of working in a team and 
demonstrated understanding of the skills 
involved in effective teamwork 
 
Experience of customer service and 
demonstrated understanding of overall 
service excellence 
 

Demonstrable experience administering 
records and processing data 
 
Experience working with academic library 
content systems 

Qualifications A degree or equivalent experience and/or  
professional qualifications  
 

 

Aptitudes Adaptability  
 
 

Demonstrated commitment to continuous 
service improvement 
 
Demonstrated commitment to on-going 
development of skills and knowledge 

 
Terms & Conditions 
Our Terms and Conditions of Employment can be viewed here. 
 
Further Information 
Please see our website for further information on working at the University of Exeter. 

http://www.exeter.ac.uk/staff/employment/conditions/terms/
http://www.exeter.ac.uk/working/prospective/

	Job Description
	Terms & Conditions


