
 
 

Job description  

 

NOTE This job description does not form part of the employee’s contract of 
employment but is provided for guidance. The precise duties and responsibilities 
of any job may be expected to change over time. Job Holders should be consulted 
over any proposed changes to this job description before implementation. 
 

Job Title:   Development and Planning Lead 

 

Reports To:   Head of Library and Archives Service 

 

Grade:   NG8 

 

Purpose:  To lead the delivery of the Library and Archives Service 

Strategy and business planning initiatives and ensure the 

effective, efficient management and development of 

colleagues and the business systems required to support the 

Service and ensure this aligns with SAS operational planning 

and vision.  

 

PRINCIPAL ACCOUNTABILITIES 

1. Be the lead Library and Archives Service expert monitoring delivery of the 
library elements of the Library and Archives Strategy. Support the Head of 
Library and Archives Service in establishing strategic targets for the wider 
Library service, ensuring alignment with the University’s strategic priorities 
and current best practice. 

2. Lead and monitor the operational planning cycle within the Library and 
Archives Service, including working closely with the Library Operations and 
Services Lead to ensure that priorities identified in the operational plan are 
implemented. Support the Head of Library and Archives service in setting 
and monitoring Key Performance Indicators (KPIs) and Service Level 
Agreements to ensure that the Library and Archives Service meets 
strategic targets.  

3. Collaborate with the Head of Library and Archives Service, Head of 

Content and Digital Services and Library Operations Lead to ensure 

cyclical budget planning is efficient and joined up. Liaise with the Student 

and Academic Services (SAS) Administration and Operations Manager to 

ensure projects and budgets are connected with SAS plans. 

4. Support the Head of Library and Archives Service on workforce planning, 
ensuring data and information is up to date in order to inform budgetary 
decisions. Work closely with the other members of the Library and 



Archives Service Management Team to review staffing priorities in light of 
strategic plans, key projects and available data.  

5. Lead on the overall development of colleagues within the service, to 
ensure a higher performing workforce with skills and expertise for the 
future. Identify priorities for this based on policy and service level 
standards. Organise (and deliver as needed) regular training for Library 
and Archives colleagues, as well as other University of Westminster 
colleagues as required. Manage the internal Staff Development Budget. 

6. Implement change management projects across service areas in 

collaboration with peers and specialists to ensure ongoing change and 

development of the service and colleagues. For example, collaborate with 

colleagues from across (SAS) to achieve Customer Service Excellence 

and lead the development of high-level customer service across the 

directorate. Ensure a project register for Library and Archives Service is 

maintained and monitored to enable the allocation of resources.  

7. Lead on a data-informed service which improves student satisfaction, 

maximises revenue, fuels innovation and resolves departmental 

challenges. Be responsible for the management information used by 

Library Services, ensuring the necessary data and performance indicators 

are available for external reporting and to inform management decisions. 

Be the business owner of LibInsights. 

8. Lead our marketing, publicity and promotion activities. Develop and 
maintain a communications policy for the service, ensuring that this is 
managed effectively within the University and beyond. Establish 
procedures to record key activities and to co-ordinate the timely 
dissemination and updating of information (e.g. website edits, emails to 
students, text for prospectuses etc). Liaise with other senior managers 
within the service to ensure that publicity and information about services is 
accurate and shared effectively. Manage the budget for these activities.  

9. As part of the service’s management team, make an active contribution to 
the strategic development of Library and Archives Service through 
application of knowledge, expertise and with regard to developments in the 
sector.  

10. Carry out any other duties as appropriate within their competence as 
required by the Head of Library and Archives Service. 

 
  



CONTEXT 
The post holder is part of a team of senior managers, each heading a team within 
the Library and Archives Service, supporting the Head of Library and Archives 
Service in the planning and delivery of the division’s services within the framework 
of the overall mission of Student and Academic Services, and in line with the 
University’s strategic objectives. All services operate with a blended (physical and 
virtual) environment and the post holder is expected to develop both electronic and 
face to face services.  

 
The managers form the Library and Archives Service Management Group will 
deputise for the Head of Library and Archives Service as required, representing 
the service within the University and externally on appropriate fora. The post 
holder will deputise as in matters related to library academic liaison and learning 
development. They will also represent and promote the department and University 
internally and externally where appropriate, participating in relevant professional 
networks and developing a strong professional profile. 
 
Maintaining a team ethos across multiple locations is a key responsibility of the 
post and proactive staff management is essential. Within the Library and Archives 
Service, the post holder will manage the development of services in close 
consultation with other service managers; site library managers (Customer 
Experience Managers), Head of Content and Digital Services, and the Head of 
University Records and Archives, to ensure delivery of a consistent, high quality 
approach to customers, feedback and communication.  
 
The Library and Archives Service is part of Student and Academic Services (SAS). 
The service components of SAS are:  

• Advice and Funding  

• Careers and Employability Service  

• Disability Learning Support  

• Interfaith Advice  

• Learning Innovation and Digital Engagement  

• Library Services  

• Research and Scholarly Communications  

• Research and Knowledge Exchange Office  

• Student Residences  

• Student Counselling  

• University Records and Archives  
 



SAS provides professional, efficient, effective and consistent researcher and 
student-focused support and services across the University’s main sites in the 
West End and at Harrow. It leads on professional support for a wide range of 
governance, research, learning and wellbeing interventions that enhance the 
experience of students, colleague and alumni throughout their relationship with the 
University.  
 
SAS is committed to developing the skills and capabilities of its colleagues through 
a proactive programme of staff development. The post holder will be expected to 
engage in personal development and to be a role model to all members of the 
team.  
 
The Library and Archives Service makes a significant contribution to the 
University’s key metrics, including NSS, TEF, KEF and REF and supports the 
University in meeting its statutory obligations in relation to information compliance.  
 
The post will be based at one site, but all university appointments are made on the 
understanding that colleagues will serve at any of the service points should the 
need arise. The nature of this post means that the post holder will be expected to 
make regular visits to all libraries and other University buildings.  
 
The University requires all postholders to have an understanding of individual 
health and safety responsibilities and an awareness of the risks in the work 
environment, together with their potential impact on both individual work and that 
of others.  
 

DIMENSIONS 
 
There are c.50 FTE library colleagues in the Library and Archive Service team. 
The team operates in four locations with two groups in the West End and one at 
Harrow. 
 
The post holder will have 2 FTE direct reports. As a member of the Library and 
Archives Management Team they will be a senior leader within the service, 
providing guidance to internal and external colleagues as needed. 
 
The postholder will support the Head of Library and Archives Service in the 
oversight of the library materials, operations, marketing and staff development 
budget of approximately £2.65m (reviewed annually). They will take responsibility 
for the management of aspects of this budget as well as budgets to deliver 
learning development and the deployment of project budget(s) as these arise.  
 
  



PERSON SPECIFICATION 
 

 Essential criteria Desirable criteria 

Qualifications  

 

• Practical experience or a first 
degree that demonstrates 
equivalent relevant level of 
knowledge and skills for the 
role 

• Educated to at least GCSE 
level (or equivalent) in English 
and Maths  

• Equivalent relevant 
experience or a 
professional qualification 
in libraries. 

• Relevant management 
qualification or equivalent 
relevant professional 
experience to 
demonstrate this ability. 

• Project Management 
Qualification. 
 

Training and 
experience  

 

• Significant experience of 
leading and shaping service 
delivery for a high performing 
team, with a demonstrable 
responsiveness to user needs. 

• Experience of creating policies 
and implementing strategies. 

• A knowledge and 
understanding of the current 
issues in Higher Education 
(HE), including an awareness 
of changing requirements.  

• An understanding of the 
operational challenges involved 
in a multi-location setting. 

• Significant experience of 
resource planning, project and 
change management.  

• Experience of leading projects 
involving colleagues from a 
range of teams, setting clear 
objectives and promoting 
collaboration across formal 
boundaries.  

• Extensive experience of 
proactively reviewing and 
improving processes and 
services through innovation. 

• Experience of producing 
evidence-based reports to 

• Experience writing 
strategy documents. 

• Experience in the use of 
business change tools 
and techniques. 

• Experience of budget 
management. 

• Experience designing 
and delivering staff 
development 
programmes.  

 

 

 

 

 

 
 



inform management decision-
making. 

• Experience working in 
information management or 
libraries, preferably in a HE 
environment. 

Aptitudes and 
abilities  

 

• Ability to build effective teams, networks or communities of 
practice and foster constructive relationships across and beyond 
an organisation. 

• Proven ability to inspire, advocate, influence and engage others 
in an inclusive manner, including colleagues at all levels and 
senior decision-makers.  

• Ability to analyse and interpret complex ideas and information 
and to report coherently to both non-specialist and specialist 
audiences. 

• Proactive in decision-making and able to prioritise work for self 
and others in a rapidly changing environment. 

• Demonstrable financial acumen, able to develop business cases 
and cost benefit analyses for new developments. 

• Contributes to advancing professional practice in own area of 
specialism, including participating in external networks and 
conferences. 

• Fully committed to creating a stimulating learning and working 
environment which is supportive and fair, based on mutual 
respect and trust, and in which harassment and discrimination 
are neither tolerated nor acceptable. 

 


