
 

 
 

Job description Ref: 
 

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: Library Operations Coordinator  

Reports To: Library Services Operations Manager 

Grade: NG4 

Purpose: To support the Library Services Operations Manager in the delivery 
of the University Library and Archives Service’s physical spaces 
and administration services, ensuring accessible, safe spaces are 
available for colleagues and students. Supervise the day to day 
work within the team, including leading an onsite team of temporary 
student workers to provide effective shelving and ordered 
collections for library users.  

 
 

 
PRINCIPAL ACCOUNTABILITIES 
 
 

1. Support the Library Services Operations Manager with overseeing the operation of the Library 
buildings and spaces, providing assistance in building works and infrastructure projects. This 
could include data and evidence gathering, seeking feedback from colleagues, researching 
products to procure and benchmarking with other HE institutions. Work closely with the 
Estates and Security teams, attending relevant meetings and preparing information they may 
require. Space responsibilities range from ensuring office plans are up to date and reconciling 
inventories, to ensuring there is office space for all colleagues and assisting in the co-
ordination of minor refurbishments. 
 

2. Supervise the day to day work of the Library Operations Support Assistant, acting as a point 
of escalation for the post holder, providing guidance and advice to them in prioritizing tasks to 
be completed, platforms to utilise or colleagues to work with. Ensuring the output of the 
Library Operations Support Assistant meets the standards and deadlines set by the Library 
Services Operations Manager. This also includes ensuring the workforce directory, training 
records and email lists are maintained and kept up to date. 

 



3. Supervise the team of student shelvers, including recruitment to these posts, and liaising with 
Student Centre site colleagues to ensure the book collections are well managed through 
effective shelving and shelf tidying by the student shelving team. Arrange payment for hours 
worked and escalate any issues to the Library Services Operations Manager. Work with 
AELD colleagues to support the regular termly cyclical removal of weeded book stock, this 
may include liaising with external bodies to ensure sustainable disposal and working to 
deadlines. 
 

4. Work alongside the Development and Planning Assistant to ensure the smooth running of 
outward facing activities, such as arranging staffing for open days and briefing staff on key 
information to deliver. Outward facing activities include communicating essential information 
for stakeholders such as opening hours, library closures and downtime of resources. This 
includes working alongside the Development and Planning Assistant to support the 
Development and Planning Lead with Library & Archives Service related communications 
activities. Produce Library and Archives Service communications content for a range of 
platforms and media including Instagram, Twitter, Facebook, the University’s website, 
colleague newsletters, Library Guides, posters, leaflets and other communications channels 
with a planned, responsive, and proactive approach. Ensure that activities and content are 
developed, implemented and monitored in line with agreed parameters. Be familiar with the 
University communications strategy and work closely with colleagues and stakeholders 
including the Marketing, Communications and Development department. Ensure all outputs 
are GDPR and Copyright compliant. 
 

5. Participate in the organisation and running of teams, working groups and projects across the 
Library and in Student and Academic Services, such as all service sessions, team building away 
days and task and finish groups. This includes being an active participant in meetings, 
representing Library Operations and ensuring the department is working with colleagues 
cohesively. Reporting back to the Library Services Operations Manager and senior 
management team meetings on relevant items, escalating items of concern and providing 
suggestions to resolve issues. 

 
6. Support the Library Services Operations Manager on Risk Management, business continuity 

and Health and Safety within the services, including attending Local Safety Health and 
Wellbeing meetings and attending each site regularly (e.g. at least monthly) to ensure 
outstanding estates issues are escalated to Estates colleagues. Proactively suggest 
improvements to library spaces, by way of furniture improvements or alterations, health and 
safety improvements, seeking quotes and preparing findings to the Library Services Operations 
Manager. Create and regularly maintain a furniture register with procurement details, supplier 
contacts and life cycle information for Library and Archives Services.  
 

7. Actively seek out information and build up an understanding and knowledge of the Library and 
Student and Academic Services. Be aware of changes and developments within the services. 
Be ahead of developments in the higher education sector, especially in academic library 
services and engage with professional organisation such as the M25 Consortium of Academic 
Libraries. Ensure this information is passed on to the Library Operations Support Assistant.  

 



8. Provide administrative support for the library operations budget, setting up and maintaining 
records with items procured, upcoming expenditure planned, and carrying out tasks on 
Agresso. This will include liaising with Library and Archives procurement colleagues and 
Finance colleagues to ensure attention to detail and consistency of records.You will ensure you 
have a good working relationship with Finance colleagues and external suppliers, and develop 
and maintain administrative processes for the budget. 

 
9. Support library system related functions, including regular maintenance tasks carried out on 

Alma and the self-service kiosks such as updating imagery and functionality dependant on the 
academic timetable and estates works. Troubleshooting issues as they are raised by front 
facing colleagues and escalating with ISS colleagues if you cannot resolve. This also includes 
scheduling and regularly meeting with ISS colleagues and external suppliers to ensure that 
services are aligned, improvements and upgrades are scheduled for times which do not impact 
on the delivery of services, and attending relevant external training and conferences on self 
service kiosks for library services. 
 

10. Undertake any other duties as appropriate within their competence as required by the  
Library Services Operations Manager from time to time. 
 

 

CONTEXT  

  

Student and Academic Services (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, 
colleagues and alumni throughout their relationship with the University.   

SAS is a large and complex Directorate, organised into six clusters:    

• Business Operations    
• Employability and Graduate Success    
• Learning Innovation and Digital Engagement     
• Library and Archives Service    
• Research and Knowledge Exchange Office    
• Student Support and Residential Life   

  

The Library and Archives Service comprises around 50 people, working in the following 
teams:  



• Academic Engagement and Learning Development   

• Content and Digital Services   
• Customer Service  
• Development and Planning  
• Library Operations and Services  
• University Records and Archives  

   

Development, Planning and Operations is a small team consisting of the Development, 
Planning and Operations Lead, the Library Services Operations Manager, one Development 
and Planning Assistant, one Library Operations Co-Ordinator, and one Library Operations 
Support Assistant.   

Maintaining a team ethos across multiple locations is a key responsibility of the post and 
proactive management of colleagues 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. 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 Library and Archives Service makes a significant contribution to the University’s key 
metrics, including NSS, TEF and REF and supports the University in meeting its statutory 
obligations in relation to information compliance.   

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 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  

The Library and Archive Service team operates in four locations with two groups in the West 
End and one at Harrow. All SAS appointments are made on the understanding that staff will 
work 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.   



 
No formal line management responsibilities but will be required to supervise a team of student 
shelvers between October to July each year and some day to day supervisory responsibility for 
Library Operations Support Assistant. 
  



  PERSON SPECIFICATION 
 

 Essential criteria Desirable criteria 
Qualifications • Educated to A Level or 

equivalent or with 
demonstrable experience 
and relevant skills. 
 

 

Training and 
experience 

• Significant experience 
in administration tasks, 
such as handling data, 
creating and 
maintaining records, 
scheduling meetings 
and minute taking 

• Experience of having 
an overview and/or 
coordinating areas of 
work e.g. involvement 
in small scale projects. 

• Experience 
supervising or 
supporting the work of 
others 

• Experience of 
managing, planning 
and developing 
engaging social media 
and website content. 

• Demonstrate the 
ability to work 
effectively as a part of 
a team. 

• Experience of 
gathering, using and 
analysing data 
including data on 
Enquiry Management 
and Libguides. 

• Experience of working 
across teams in a 

• Experience of working  
in a library. 

• Awareness of Heath 
and Safety standards 
and expectations within 
a library setting.  

• Demonstrable 
experience of 
administrative support 
to budgets. 

• Supervision of a team, 
recruiting colleagues to 
posts and ensuring 
colleagues are trained 
to deliver services.  

• Working knowledge of 
Visio 

• Working knowledge of 
Agresso 

 



large organisation.  

• Understanding of 
Copyright and GDPR 
and how to apply 
these in practice.  

• Proficiency with MS 
Word, Excel Outlook. 

Aptitude and 
abilities 

• Strong verbal and written communication skills. 

• Ability to be an active and effective team member. 

• Accuracy and attention to detail. 

• The ability to prioritise tasks and solve problems. 

• Confident in making decisions based on experience and 
knowledge of procedures. 

• Good organisation skills and the ability to maintain a 
consistently high standard whilst meeting agreed deadlines. 

• A good spread of relevant IT skills and knowledge. 

• Flexibility and a willingness to undertake a variety of tasks. 

Personal 
attributes 

• Flexibility to work out of hours on occasion to meet 
user or service expectations. 

• A curiosity and willingness to learn and develop. 

• Fully committed to contributing to 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. 
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