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	Job Title
	Assistant Librarian (Open Access)

	School / Service
	Library, Archives and Learning Services

	Grade and Salary Range
	Grade D, starting from £35,454 per annum inclusive of London Weighting

	Location and Hybrid working status
	Docklands/ Stratford

	Reporting to
	Scholarly Communications Manager  

	Liaison with
	UEL research community including academic colleagues, Research Excellence team, PGR Student Services, Academic Services Librarians, publishers and other external contacts

	Contract type
	Permanent, full-time



Build your career, follow your passion, be inspired by our environment of success #BeTheChange
 
THE UNIVERSITY OF EAST LONDON 
 
If you are seeking a career that combines innovative education with a passion for crafting positive change, look no further than the University of East London. Founded in 1898 to meet the skills needs of the 2nd industrial revolution, we’re underway with our ground-breaking 10-year Vision 2028 strategic plan, orchestrated by our Vice-Chancellor and President, Professor Amanda Broderick. 
 
Our goal is to advance industry 5.0 careers-first education and provide a clear path to the jobs and opportunities of the future. We are committed to driving diversity in the 5.0 talent pipeline, working in partnership to promote talent wherever it is found and creating a sustainable, inclusive, and green future. 
 
But we can't achieve this goal alone. We need forward-thinking, innovative, and curious individuals like you to join our community and help us shape the future. As part of our team, you'll have the opportunity to work with a diverse range of people who share your passion for generating positive change. We’re an inclusive and welcoming community that is constantly moving forward, never satisfied with the status quo. 
 
If you're ready to join a team that values your outstanding skills and perspectives and is dedicated to making a difference, we invite you to explore a career with us. We are excited to welcome versatile individuals who are committed to advancing their careers while making a positive impact on the world. 
 
THE DEPARTMENT (Library, Archives and Learning Services) 

Library, Archives and Learning Services (LALS) at UEL is a diverse, customer-focused service committed to helping our stakeholders flourish through the power of knowledge. With two campus libraries providing a range of study spaces, a wealth of online resources and broad range of services our vision is to empower our users to seize tomorrow’s opportunities and achieve boundless success in employment and in life.
We are committed to delivering an outstanding customer experience, continuously improving our services through feedback and sector insight, and fostering a culture where equality, diversity and inclusion are embedded in everything we do.

JOB PURPOSE

The post holder will work with the Scholarly Communications Manager to support the delivery of open access services. They will be responsible for administering UEL’s Research Repository for research outputs, ensuring compliance with deadlines, copyright, and publisher requirements. They will provide training and assistance on Open Access, support adherence to UEL’s open access policy, external policies, and contribute to preparations for REF2029.

KEY DUTIES AND RESPONSIBILITIES

· To assist the Scholarly Communications Manager in administering UEL’s institutional repository for research publications.

· To process new additions to the repository in an accurate, prompt and legal way, uploading full-text items and creating and updating metadata.

· To promote the repository service to the University community, working with the Scholarly Communications Manager, Academic Services Librarians and Research Excellence team to ensure appropriate awareness of open access requirements across UEL.

· To assist the Scholarly Communications Manager in providing advice to researchers on their options to comply with institutional and funder policies, and to support internal and external research evaluation exercises and compliance monitoring, particularly in support of the next REF.

· To ensure content added to Institutional Repository meets the copyright and versioning requirements of publishers as well as funder requirements and adheres to any embargo periods. To liaise where necessary with publishers and authors to gain appropriate copyright clearance.

· To collate regular repository statistics and produce reports as required on usage and compliance data. 

· To be responsible for financial administration and record keeping related to Transformative Agreement dashboards and article processing charges e.g. administering OA publishing requests, processing invoices, producing regular reports on expenditure.

· To work with the Scholarly Communications Manager, Research Excellence team and others to improve and develop repository functionality, including contributing to the development of the wider Research Management System.

· To take responsibility for the library site and services at designated times, including supervision of staff and services, and ensuring that items are reshelved and spaces are tidy.

· To undertake such other duties and responsibilities as may reasonably be required within the level of the post.

· To work in accordance with the University’s equality and diversity policies.

LOCAL REQUIREMENTS

· The post holder is expected to work 35 hours per week including evening and weekend duties on a rota basis.

· A flexible approach to work is required.

· Although based at a particular campus, the post holder is required to work at any of the University sites as necessary, with some opportunities for home working subject to local requirements.


KNOWLEDGE, SKILLS, AND EXPERIENCE

Essential

· Experience of working in a higher education library or scholarly publishing environment
· Understanding of research publications and open access
· Experience of working with an information system in a library or higher education environment
· Good presentation and advocacy skills
· Good IT skills, including use of MS Word, Excel and PowerPoint

Desirable

· Experience of administration, or assisting with administration, of an institutional open access repository
· Experience of facilitating training to a diverse community
· Experience of collating datasets or management information
· Experience of marketing and advocacy work in higher education and/or libraries

COMPETENCIES REQUIRED

· Commitment to providing excellent customer service
· Ability to work on own initiative and as part of a team
· Commitment to and understanding of equality and diversity issues within a diverse and multicultural environment
· Ability to work between 8am-7pm during weekdays and some Saturdays on a rota basis

EDUCATION, QUALIFICATIONS AND ACHIEVEMENTS

Essential criteria 

· Educated to A Level standard 

Desirable criteria

· Degree or postgraduate qualification in librarianship, information science or a research-intensive discipline
· Membership of appropriate professional body

As an inclusive, equal-opportunities employer, our multiple Charter awards (Stonewall, Race Equality and Athena Swan) reflect our ongoing dedication to Equality, Diversity and Inclusion and we’re committed to closing the "ethnicity pay gap". We’re proud of the progress we’ve made and honest that there’s more to do. We’re determined to keep moving forward so everyone at UEL can thrive. 
  
We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process. 
 
So, if you’d like to take your career to the next level with us here at the University of East London and are inspired by our environment and commit to success, we want you to apply today! 
  
All employees must adhere to all UEL policies and regulations. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities. 
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