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Library Services Manager
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Job Details

Job Title:
Library Services Manager

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 Library Services Manager will provide high quality, multidisciplinary library services to health and social care personnel within the catchment area of the organisation.

The Library Services Manager will support the education, training and continuing professional development of healthcare personnel employed by the organisation and its associated partners.

The Library Services Manager will inform evidence-based patient care, by assisting health and social care professionals to access the knowledge base of healthcare with competence.
Key tasks
Library Services and Resources

· To be professionally accountable for all aspects of the multidisciplinary library services, delivered to permanent employees, temporary staff, students on clinical placement, primary care practitioners and other healthcare personnel within the catchment area of the organisation, as appropriate.

· To ensure that the photocopying and printing services available in the library operate efficiently and economically.

· To oversee the efficient operation of routine lending and reference library tasks e.g. maintenance of members’ records, circulation, stock processing, journal receipt, over dues etc.

· To ensure that the library enquiry service is adequately staffed, and suitably responsive to enquiries.

· To enable and promote effective use of inter-library services for the benefit of library users.

· To be responsible for developing and maintaining a collection of library resources, in print and electronic format, relevant to library users’ needs.

· To be responsible for maintaining the physical library environment, including security of the library stock and equipment.

· To ensure compliance with Data Protection legislation and Copyright legislation as applicable to library services.

· To be responsible for the production and distribution of a range of library literature, printed and electronic, to guide and inform library users.

Personnel and Financial Management

· To manage the library team effectively, by setting objectives, agreeing responsibilities, and undertaking regular staff appraisal.

· To be responsible for the recruitment, selection and training of library staff.

· To participate in formal induction sessions for new organisation staff and students, organised by a range of departments within the organisation.

· To manage the multidisciplinary library budget for the organisation efficiently and effectively, within delegated financial limits.

· To review the library budget annually, in conjunction with the finance function heads.

· To monitor library expenditure on a monthly basis.

· To be accountable for library petty cash.

Information and Communications Technology

· To act as a point of expert knowledge in searching and evaluating the healthcare literature, utilising printed and electronic sources.

· To raise awareness of evidence-based healthcare resources, and to develop the library’s role in assisting healthcare professionals to access the knowledge base of healthcare with competence.

· To develop and deliver regular training sessions in information searching skills, appropriate to library users’ needs.

· To be the system manager for the library management system.

· To be responsible for the production of suitable library related content for the organisation’s intranet and internet web pages.

· To liaise with the relevant Head of Informatics regarding strategic development of library IT.

· To liaise with the organisation IT Manager regarding the provision of computer facilities in the library and IT services to library staff and users.

Educational and Professional

· To formulate, implement and review library policies and procedures in keeping with professional practice, on a regular basis.

· To establish and maintain robust mechanisms for evaluating library services, so that feedback can be used as part of a continuing quality improvement process.

· To liaise with the local organisers and co-ordinators of continuing education and training regarding their needs for library support.

· To liaise with senior clinical and informatics staff regarding library support for clinical education and continuing professional development.

· To liaise with the person responsible regarding library support for individuals on placement with the organisation.

· To liaise with the organisation R&D Officer regarding library support for researchers.

· To represent the library at the relevant organisation committee.

· To maintain good working relationships with the relevant academics bodies, regarding library provision for health based students in the locality.

· To participate in the activities of local and regional library networks, and to foster good working relationships with other healthcare information professionals.

· To undertake any other reasonable duties as required.

General
Performance Reviews/Performance Obligation

The post holder will be expected to participate in the organisation’s Individual Performance Review process to ensure continued professional development.

Job Limitations

At no time should the post holder work outside their defined level of competence.  If the post holder has concerns regarding this, they should immediately discuss them with their manager/supervisor/consultant.  All staff have a responsibility to inform those supervising their duties if they are not competent to perform a duty.

Confidentiality

In line with the Data Protection Act 1998, the post holder will be expected to maintain confidentiality in relation to personal and patient information, as outlined in the contract of employment.  The post holder may access information only on a need to know basis in the direct discharge of duties and divulge information only in the proper course of duties.

Risk Management

The organisation is committed to protecting its staff, patients, assets and reputation through an effective risk management process.  The post holder will be required to comply with the organisation’s Risk Management Policy, Health and Safety Policy and other associated policies and to actively participate in this process, having responsibility for managing risks and reporting exceptions.

Records Management

The post holder has a legal responsibility to treat all records created, maintained, used or handled as part of their work within the organisation in confidence (even after an employee has left the organisation).  They also have a duty to manage records in line with the organisation’s records management policy.  Included in these are records relating to patient health, finance, personnel and administrative functions, whether paper based or electronic.  All staff have a responsibility to consult their manager if they have any doubts about the correct management of the records with which they work.

Health and Safety

The post holder is required to cooperate with the organisation to ensure health and safety duties and requirements are complied with.  It is the post holder’s personal responsibility to conform to procedures, rules and codes of practice; and to use properly and conscientiously all safety equipment, devices, protective clothing and equipment which is fitted or made available, and to attend training courses as required.  All staff have a responsibility to access Occupational Health and other support in times of need and advice.

Job Description

This job description is not inflexible but is an outline and account of the main duties.  Any changes will be discussed fully with the post holder in advance.  The job description will be reviewed periodically to take into account changes and developments in service requirements.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	First degree or postgraduate qualification in Library & Information Studies, Information Management or Information Science

Member of the Chartered Institute of Library and Information Professionals (MCLIP)
	Formal qualification in IT (eg European Computer Driving Licence)
	Application form

	Personal qualities
	Resilient to change

Service oriented
	
	Interview

	Experience
	Previous work in an NHS, academic, or special library
	Previous work in a health library environment
	Application form and interview

	Skills and knowledge
	Excellent communication skills

Library management skills

Knowledge management skills
	Able to present information clearly, orally, visually and in writing


	Application form and interview


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