[image: Goldsmiths, University of London Logo]


       

Collections and Discovery Manager

	Department:
	The Library

	Grade/ Salary:
	Grade 7, £44,753 - £49,738

	Contract Type:
	Permanent

	Hours:
	35 per week (Full time)

	Location:
	New Cross, London




Goldsmiths

Goldsmiths, University of London is a world-leading centre of educational excellence where ground-breaking research meets innovative teaching and thinking. We're looking for inspiring and talented people to help build on our global reputation while also growing personally in a true learning organisation.

As a college we are working to tackle inequality in all its forms and are working to promote equality on grounds of race, disability, age, sex, gender identity, sexual orientation, religion and belief, marriage and civil partnership, pregnancy and maternity, and caring responsibilities. We are keen to attract candidates from diverse backgrounds who share our commitment to creating an inclusive culture in which all students and staff can thrive.

[bookmark: _Hlk96941835]Information for candidates with disabilities can be found on our Disability & Individual needs page. We are happy to supply information in alternative formats for disabled applicants. Please contact hr-recruitment@gold.ac.uk to make your request.




The Library

Goldsmiths Library is at the heart of our New Cross campus and plays a central role in our distinctive learning and research environment. Open 24/7, the Library provides access to around 259,000 print items and over 38,000 ebooks and welcomes around 187,000 visitors each year.

Through our collections, spaces, literacies and skills development and specialist expertise, we support students, researchers and the public to explore, create and think critically. Our approach reflects Goldsmiths’ wider commitment to creativity, collaboration, social justice and positive change, with our open and radically inclusive Library rooted in critical library practice and anti-racism.

Our Special Collections and Archives bring these distinctive Goldsmiths strengths together, with collections that are open to all and reflect Goldsmiths’ influential position in the creative and performing arts, with collections including the Goldsmiths Textile Collection & Constance Howard Gallery, the Daphne Oram Collection and the Women’s Art Library.

Find out more on the Goldsmiths Library website: https://www.gold.ac.uk/library/
Read the Library Framework, our strategic roadmap: https://www.gold.ac.uk/library/framework-2025/


Job description

Reporting to: 		Head of Systems and Content
Reports: 		Acquisitions Coordinators, Reading List Coordinator, Senior Library Assistant

Note: 
This role is mainly campus-based but suitable for some ad hoc remote working.

Summary:
The Collections and Discovery Manager provides operational management and oversight across the content management lifecycle for all types of resources and learning materials.
The role is based in our Systems and Content team and is responsible for managing staff, budgets, supplier relationships and operational processes that ensure Goldsmiths students, researchers and staff can efficiently find, access and use the resources they need to support teaching and learning and research.
The Systems and Content team is key to student and academic experience at Goldsmiths, delivering an efficient, effective service in our provision of appropriate resources available at the customer's point of need.


Main duties:
· Line-manage staff Systems and Content team staff responsible for the content lifecycle including recruitment, induction, probation, staff development, performance management and appraisal; ensuring effective deployment of staff and delegation of work and responsibilities and that staff understand their contribution to the department and to Goldsmiths’ Strategy.
· Deliver excellent customer experience and ensure the provision of a coherent and user-focused Library service from welcoming customers and visitors, day-to-day interactions, and enthusiastically promoting the Library's full range of services.
· In your area of work, induct, train and coach staff, placement students and volunteers in carrying out their duties as required.
· Support the Head of Systems and Content to ensure budget compliance across library information systems, information resources and learning materials; ensuring accurate reporting on spending in these areas. 
· Operational management and ownership of processes across the content lifecycle, including: acquisitions, ordering and procurement, subscriptions, cataloguing, access and discoverability, reading list management, inter-library loans, scanning and digitisation, and collection management.
· Manage the full acquisitions process including end-to-end invoicing, purchase orders, goods receipting, supplier onboarding, record keeping and liaison with Goldsmiths Accounts Payable and Procurement teams as required.
· Monitor and manage contracts and licenses for information resources and learning materials, with the support and oversight of the Head of Systems and Content.
· Manage accessibility requirements and specialist content provision to ensure all learning materials are inclusive and accessible, including content digitised in-house and liaison with suppliers and partners.
· Provide first-stage support, advice and guidance for copyright and licensing enquiries, escalating to the Head of Systems and Content as required.
· Collaborate with the Heads of Service and the Systems Technician on administration of the Library’s customer relationship management platform, library management system and discovery system, in relation to the duties of the role.
· Monitor key performance indicators relevant to the content lifecycle and engage with data and performance metrics, including benchmarking and analytics, to inform evidence-based decision making, ensure accurate record-keeping and for reporting internally and to the sector.
· Supporting and implementing change initiatives through review and enhancement of workflows and processes that improve the effectiveness and efficiency of Library services and manage cross-team projects in support of these objectives.
· Develop and manage relationships with internal and external stakeholders and suppliers, including relationship management, supplier liaison, negotiation and licensing processes.
· Liaise and collaborate with the Academic and Enrichment Skills Development team and academic colleagues to ensure Library collections meet Schools’ and learners’ needs.
· You will be required to undertake any other duties as may reasonably be required.
· Ensure that you are aware of and aligned with Goldsmiths’ Regulations, Strategy, and Objectives to work together to proactively advance Equality and Diversity.
· At all times to help maintain a safe working environment by participating in training as necessary and following the Goldsmiths’ Health and Safety Codes of Practice and Policy.


Generic duties:
· To promote the activity of Library Services by working across professional service departments, academic departments, the Students’ Union, and external stakeholders.
· To participate in a rota to cover a variety of service points and tasks across the full range of staffed library opening hours.
· To contribute to teamwork to ensure business continuity within the team following the failure of, or damage to, vital services or facilities.
· To contribute to an enhanced student experience by supporting student engagement including attendance at events, supporting engagement initiatives (including Open Days, Applicant Visit Days, Welcome Week, Graduation Ceremonies, and relevant Corporate Events). These may include evenings and/or weekends.
· Maintain a high level of professional awareness of best practice and innovation both within the LIS sector and more broadly, and engage in internal and external CPD activities, professional networks and organisations in order to raise the profile of Goldsmiths and to share best practice across the sector.
· To understand the principles of accessibility and equity, diversity and inclusion (EDI) and proactively apply these to your area of expertise.
· To understand the principle and ambitions of the Liberate our Library programme and work actively to develop and embed anti-racism in your area of expertise.
· To ensure that Critical Information Literacy is understood and reflected in all interactions with students and staff, as the Library’s default practice.
· To engage with data, statistics and feedback to enable data drives decision making across library services.


Person Specification

Detailed below are the types of qualifications, experience, skills, and knowledge which are required of the post holder. Selection will be made upon evidence of best fit with these criteria.

The Essential criteria sections show the minimum essential requirements for the post, therefore if you cannot demonstrate in your application, you meet the essential criteria categorised below, you will not be invited to interview.

The Desirable criteria sections show additional attributes which would enable the applicant to perform the role more effectively with little or no training. 

The Category column indicates the method of assessment:

	A = Application form 		C = Certificate
	I = Interview	   R = Reference
	T = Test	   P = Presentation
	
	Category

	Essential Criteria 1 - Qualifications
	

	Educated to degree level, or equivalent experience
	A, C

	Professional qualification in librarianship or information science, or equivalent experience
	A, C

	Desirable Criteria 1 - Qualifications
	

	AdvanceHE Fellowship in any category, or willingness to attain Fellowship within three years
	A, C

	Project management qualification, or equivalent experience in project management
	A, C

	Essential Criteria 2 - Experience
	

	Experience of managing one or more aspects of the content lifecycle across a range of formats and media in a library or information service, for example: acquisitions and procurement, reading lists and digitisation, inter-library loans, access and discovery
	A, I

	Experience of managing contracts and licences for resources and subscriptions in a library or information service
	A, I

	Experience of supplier liaison and stakeholder management
	A, I

	Experience of managing budgets
	A, I

	Experience of staff management or supervision, or relevant experience in another context such as project management
	A, I

	Essential Criteria 3 – Knowledge
	

	Knowledge of current and emerging technology relevant to the role, including technology developments in information resources discovery and access
	A, I

	Knowledge of the collection management lifecycle, licensing issues and the exploitation of new technologies to enhance access
	A, I

	Knowledge of specialist library information systems relevant to the role, for example library management systems, discovery systems or customer relationship management systems
	A, I

	Knowledge of Critical Librarianship and its role in academic libraries, and equity, diversity and inclusion principles relevant to the role
	A, I

	Knowledge of cataloguing and metadata and data interchange formats and standards, including RDA and MARC or BIBFRAME
	A, I

	Desirable Criteria 3 - Knowledge
	

	Knowledge of copyright in a library or academic context
	A, I

	Essential Criteria 4 - Skills
	

	Excellent multimodal communication skills required for liaison with Goldsmiths staff, students and external stakeholders including suppliers and sector networks
	A, I, P

	Excellent interpersonal skills with the ability to build strong working relationships across a large organisation
	A, I

	Ability to act collegially, working as a team manager to deliver service objectives
	A, I

	Ability to prioritise and manage own and team workload in support of delivery of wider Library strategic objectives and aims
	A, I

	Essential Criteria 5 – Additional Attributes
	

	Highly motivated and proactive in outlook, with the ability to motivate others
	A, I

	Commitment to the delivery of exemplary service and a high level of user satisfaction
	A, I

	Commitment to own continuing professional development
	A, I



[bookmark: _Hlk96941029]Please also note that where qualifications are required, employment is conditional on the verification of them. Qualifications (must be original documents) will be checked on or before the first day of appointment.


September 2026

Summary of Benefits

If you choose to work with us, you’ll become part of a learning organisation that is committed to professional and personal development, with comprehensive and innovative staff development and wellbeing programmes.

You’ll also have access to frequent lunchtime and evening talks, seminars and performances, and annual performance and development reviews.

Our other benefits include:

· Competitive salary
· Working in Zone 2, with fantastic transport links and interest free travel to work loans
· Excellent annual leave entitlement plus additional closure days at Christmas and Easter
· 3 days of volunteering leave per annum, plus parental and study leave allowance.
· Maternity, paternity, shared parental leave and adoption leave and pay
· Membership of USS or LPFA pension scheme, dependent upon grade
· Contractual sick pay provision
· Access to an Employee Assistance Programme, offering 24/7/365 confidential and free advice, support, and information service on a range of personal, family, or work-related matters. 
· Free eye tests
· Cycle to work scheme
· Wellbeing initiatives including the Chaplaincy and Staff Choir
· On-site dining facilities 
· Access to University of London facilities such as Senate House Library
· Membership of Staff Diversity Networks: (Dis)Ability, Goldsmiths Race Equality Group, LGBTQ+, Menopause, Parents and Carers, Women at Goldsmiths. (Staff are also encouraged to join networks as Allies should they wish to do so rather than as members)

Further information
 
For more information about Goldsmiths, please visit: www.gold.ac.uk/about

Thank you for your interest in working with us, we wish you all the best with your application. 

[image: A black background with three colourful squares that display an Athena Swan Bronze Award, a Disability Confident employer badge and a Stonewall Silver Award Badge.]
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