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UNIVERSITY OF LINCOLN

JOB DESCRIPTION 
	JOB TITLE:  Research Repository and Information Officer


	DEPARTMENT:  Research and Enterprise 

	LOCATION: Brayford Campus

	REPORTS JOINTLY TO: University Dean of Research and the University Librarian



	GRADE:       5           POST NUMBER: EL1074

	DATE:                 24/09/2012


	Context


	The University of Lincoln is a place of high ambition, a new institution whose progress since it was created in 2001 has been rapid but solidly grounded. Its vision is to be a 21st century expression of the old university ideal – where a student focus is paramount – at the same time as fulfilling the modern tasks of knowledge generation and transfer for the economic, social and cultural benefit of society.

Research & Enterprise is an innovative department within the university that works with staff, employers, students and graduates to increase external income generation and graduate employability. 

This position is an integral part of the Research and Income Generation Support team (RIGS) and will be underpinned by the expertise and network of support within the University Library. It will focus on advocacy, training and support for the depositing of research outputs to the Lincoln Repository (LR) and specifically to support a culture for raising the impact and visibility of quality outputs in the lead up to the Research Excellence Framework. 

The University Library supports the university's research aims through the provision of specialist bibliographic and information services and support, including management of the LR. With the joint support of RIGS and the University Library the post holder will be part of a small team jointly responsible for delivery of key aspects of the REF (Research Excellence Framework) and specifically the development of the university’s Institutional Repository and other research management information services.



	Job Purpose


	To support and develop the LR, working in partnership with RIGS and the Library. Working with the REF team to ensure that all outputs to be submitted to the REF are suitably deposited into the repository and that the management and provision of training, advocacy and awareness-raising is evident across the College structure.



KEY RESPONSIBILITIES
	Key Responsibility 1

	To provide specialist  support for the REF, ensuring that all REF outputs are deposited to the LR, in readiness for the institutions REF 2014 submission. This will involve close engagement with academic staff in terms of advocacy, training and the inputting of appropriate data, as well close liaison with ICT, Library and Research Development staff regarding technical and developmental aspects of REF 2014.

	Key Responsibility 2

	In conjunction with other key RIGS and Library staff, to contribute to the running of the repository including any mediated-deposit service or self-archiving by authors. 
To develop an advocacy programme that will be managed and delivered with a high level of autonomy, along with the creation of publicity materials, developing and running LR training workshops and one-to-one sessions for academic and support staff. 
Promoting a self deposit culture amongst academic staff.

	Key Responsibility 3

	To work with Library staff to ensure that the new material deposited in the LR has appropriate clearance under publishers’ licence agreements, for example using the SHERPA database, and is described and catalogued appropriately, utilising specialist knowledge of copyright and intellectual property regulations.  

To confidently advise and engage with academic staff regarding copyright variations which vary by specific subject area and to apply judgement and initiative when offering advice.

To offer advice and guidance to colleagues based on knowledge and experience of how academic outputs can be made more accessible to a diverse range of audiences. 

	Key Responsibility 4

	To keep abreast of current developments around university repositories, by attending and participating in appropriate local and  national forums and by participating in internal and external networking and training events  and specifically regarding the requirements for REF.  
Share intelligence with both RIGS and the University Library staff to inform decision making by senior colleagues.  

Hold regular briefings with key staff to discuss the impact of any changes of regulations/standards on University processes and procedures and make recommendations to senior management for implementation.

	Key Responsibility 5

	Monitor and report on the use and uptake of the LR, particularly with reference to the REF, identifying areas for opportunity and / or concern, and ensure this information is appropriate to both RIGS and University Library needs along with suggested actions.  
Prepare regular written updates to senior colleagues based on the analysis of information collected, drawing attention to key issues or areas of improvement.

	In addition, undertake such duties as may reasonably be requested and that are commensurate with the nature and grade of the post.




ADDITIONAL INFORMATION

	Scope & Dimensions of The Role
	The post holder will: Be an integral part of the RIGS team but will work closely with the Library and ICT services as required to fulfil the role. The post holder will provide support, advocacy and assistance to academic staff within the University for the REF 2014 submission and more specifically the deposit of research outputs to the Institutional Repository.





	Key Working Relationships


	Internal

External


	· University Dean of Research

· Head of Research

· Electronic Resources Librarian

· Library LincolnRepository and e-Library Services staff

· Research and Enterprise Development

· Academic staff

· College research support staff

· Directors of Research

· ICT services and the Centre for Educational Research & Development

· JISC Repositories Support Project (RSP)

· UKCoRR (UK Council of Research Repositories)

· SHERPA

· External Funders

· HEFCE

· UKRO




	Key Networks


	Internal

External


	As Above




	Author
	LM
	HRBA


	HA


UNIVERSITY OF LINCOLN

PERSON SPECIFICATION

Job Title:  Research Repository and Information Officer
              

Post Number:  EL1074
	Selection Criteria
	Essential (E) or Desirable (D)
	Where Evidenced

Application (A), Interview (I),  Presentation (P); References (R)

	Qualifications:
A-Levels or equivalent 
Degree or equivalent

	E

D
	A

A

	Experience: 

Experience of working in an HE or similar environment.

Previous experience of research/information service provision, preferably in the Higher Education sector.

Familiarity with EPrints repository software


	E
E
D
	A, I

A, I

A, I


	Skills and Knowledge:

Experience of working with printed and online materials

Experience of data inputting and the use of IT systems

Familiarity with the use of basic reference and information sources, including books, journals and electronic sources

An understanding of bibliographic and metadata standards

An understanding of publishers’ licence terminology and the copyright landscape in academic publishing

Excellent organisational skills

Excellent oral and written skills, as the role requires effective and clear communication

Proven analytical and problem solving skills


	E

E

D

D

D

E

E

E
	A, I

A, I

A

A, I

A, R

A, R

A, R

	Competencies & Personal Attributes:

Ability to prioritise workload

Excellent interpersonal, communication and advocacy skills

Ability to manage a busy workload

Excellent attention to detail

Flexible approach to work, including the ability to work independently and to work as part of a team.
	E

E

E

E

E

	R

A, I, R

R

A

A, I, R

	
	
	


Essential Requirements are those, without which, a candidate would not be able to do the job.  Desirable Requirements are those which would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.  
PAGE  

[image: image1.png]