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Job Details

Job Title:
Librarian

Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an NHS organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The post holder will be responsible for the maintenance of an effective and efficient day to day provision of the full range of Library services.  As part of the senior team, the post holder will undertake a range of professional duties supporting the library service as a whole, and will have areas of specific responsibility within the service.

Duties and Responsibilities

General

The post holder will assist in implementation of policy over a number of activities within their own area(s). There will be the requirement to plan and organise a range of complex activities. The post holder will operate on their own initiative within established parameters, referring to their manager when necessary.

· To support the development of the library service and lead on specific developments where appropriate.

· To participate in on-going review of procedures to ensure all sites operate consistently and effectively.

· To hold responsibility for the effective and efficient day to day provision of enquiry and literature searching services. 

· To provide a point of contact for receiving library enquiries both by personal contact and fax, telephone and e-mail. This involves prioritising workload and using a range of techniques to clarify the extent, level, scope, constraints and reasons for the requested information.

· Where necessary, to support evidence based practice and clinical governance by undertaking literature searching and detailed enquiries from a range of both printed and electronic sources.

· To assist customers to trace information themselves by providing help, informal training and tuition in the use of printed and electronic sources to support their educational and professional needs.

· To participate in the review, evaluation and development of the service as a member of the senior team.

· To participate in the development, design, delivery and evaluation of the organisation wide training and skills delivery programmes, including individual coaching, small group sessions and formal workshops covering a range of library and information skills topics.

· To hold responsibility for maintaining one or more information systems in relation to library systems to ensure the highest quality and accuracy of data collation.
· To have responsibility for specific areas which may include; electronic resources, service wide training, the administration and development of the library management system, ongoing publicity, health improvement resources, stock management
Managerial

The post holder will have day to day management responsibilities for a group of staff within the Library service, which will include ensuring that training is delivered to staff, reviewing work performance and progress, work allocation and checking and initial stages of grievance and discipline.

Other Corporate Responsibilities

· To identify effective links to ensure that projects are progressed in conjunction with others. 

· To identify resources and budgetary requirements pertinent to own role, to enable effective and efficient project support.

· To ensure links and support for staff across all policy areas – recognising that Equality and Diversity, modernisation and service improvement are part of everybody’s day to day business.

· Assisting in the development of robust service improvement solutions with managers and clinicians, which contribute to improved care of patients and staff services.
· To represent the organisation and its interests as required at local and national events.
· To undertake other duties commensurate with this band as and when requested.
· To keep updated as to current local and national policy and strategy.
· To work with regard to the organisation’s policies and procedures at all times.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	· Degree or post-graduate qualification in librarianship or information science

· Evidence of CPD
	· CILIP Chartership.
	Application form

	Personal qualities
	· Team working.

· Ability to plan, prioritise and organise work.

· Able to act on own initiative

· Flexible to the needs of the service

· Able to travel if required
	· Leadership skills
	Interview

	Experience
	· At least 2 years experience in a library environment 

· Experience of working with senior managers and leaders.
	· Experience in the NHS.

· Supervisory experience.


	Application form and interview

	Skills and knowledge
	· Strong IT and Internet skills

· Ability to deliver training effectively

· Effective communication and interpersonal skills

· Presentation skills

· Excellent customer care skills

· Familiar with searching bibliographic databases and the Internet for high quality information.

· Knowledge of Library Management systems

· Understanding of MS Office applications

· Knowledge of Copyright and Data Protection issues 
	· Teaching qualification

· Experience of cataloguing

· Setting up electronic resources such as online journal access and current awareness delivery

· Experience of Unicorn library management system

· Familiar with health information resources and databases

· Awareness of medical terminology
	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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