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	Job Title
	Librarian: Electronic Resources/LIS Systems

	Job Grade
	P8

	Post No.
	850

	Job Description

	Division

Section

Unit
	Academic
Research and Innovation 
Library & Information Services



	Main purpose of the job
	To manage the LIS's electronic resources and develop and maintain the LIS website, Institutional Repository and intranet

	
	

	Organization Chart (Job Titles only)

	2nd level supervisor

1st level supervisor

This post


	University Librarian
Deputy University Librarian: Electronic Resources/LIS Systems 
Librarian: Electronic Resources/LIS Systems


	Direct Reports
	Job Title
	No. of incumbents

	0

	N/A
	0

	Qualifications (Minimum)
	Degree in Library Studies

	Qualifications (Ideal)
	Honours degree in Library Studies

	Statutory & Other Requirements


	· Databases & Internet Based Information Retrieval

· Development and management of websites

· Preferably a LIASA membership

	Minimum experience

	3yrs relevant experience in an academic library

	Ideal Experience
	5 years relevant experience in an academic library

	Important contacts within the organization
	Important contacts outside of the organization

	· All University management and staff
· Students
	· Other libraries


	Job Profile written by
	J M Kabamba

	Job Profile approved by
	Prof LOK Lategan (6602) 

	Date & signature of approval
	

	Summary of Key Performance Areas


	· Provide input into policies and procedures for development and maintenance of library website, Institutional Repository and intranet
· Manage and monitor the implementation of library website and intranet services processes in the library  
· Management and development support 

· Provide input into the budget for the sub-units
· Assist in the compilation of reports for the sub-units


	Core competencies 
	· Customer Orientation

· Relationship Building/Networking

· Analytical & Problem Solving

· Innovation

· Financial Literacy

· Communication (verbal & written)


	Job Content

	Key Performance Areas (What)
	Actions (How)

	Provide input into policies and procedures for development and maintenance of library website, Institutional Repository and intranet

	· Assist in the development of library web Institutional Repository and intranet policies and procedures and monitor compliance
· Make contributions towards library website Institutional Repository and intranet related strategic planning
· Develop benchmarks for service output in library website, Institutional Repository and intranet services

· Develop relevant library marketing materials in conjunction with University Librarian
· Ensure compliance of website and intranet  library guidelines and relevant higher education requirements

· Ensure that risks associated with library website, Institutional Repository and intranet Services are identified and addressed



	Manage and monitor the implementation of library website, Institutional Repository and intranet Services processes in the library  


	· Manage the implementation of the processes of the units
· Liaise with academic units and ensure they are kept informed of relevant developments
· Ensure continuous identification of library web links, regularly checking functionality of links and attend to problem areas encountered by clients
· Assist with the WWW Option settings of the innovative Online Public Access Catalogue
· Incorporate new developments and global trends regarding web design
· Conduct evaluations of library website, institutional Repository, and intranet 
· Provide training support on library website and intranet
· Conduct periodic evaluations of service levels from library customers, for continuous improvement purposes
· Provide general library website, Institutional Repository and intranet support



	Management and development support 

	· Ensure access to all electronic resources and Institutional Repository
· Manage and develop URL links relating to library website and databases
· Administer trails to various types of electronic resources
· Provide database and other electronic resources usage statistics 
· Implement effective ways of meetings users' electronic information resources needs 

	Provide input into the budget for the sub-unit


	· Provide input into the annual budget for the units as relevant

· Ensure proposed budget inputs are in line with overall library objectives

· Ensure cost controls are maintained



	Assist in the compilation of reports for the sub-unit

	· Assist Deputy University Librarian in the timely development/submission of monthly & quarterly activities reports and statistics on library website and intranet
· Assist in the compilation of other library reports as requested by the Deputy University Librarian


	
	

	Specific Role Requirements

	The position may require occasional overtime work with limited traveling to attend conferences, workshops.



	Delegated freedom to act

	Incumbent to act within parameters set by the University Librarian



	Organizational Chart
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