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Job Title: 		Acquisitions Specialist 
Job Number:			L-061 | VIP: 1407 			
Band:			OPSEU-9		
Department: 			Library & Archives					
Supervisor Title: 	Schoarly Resources Librarian
Last Reviewed:			June 22, 2022

JOB PURPOSE:
Under the direction of the Scholarly Resources Librarian, the incumbent is responsible for managing the library’s acquisitions budget and overseeing the acquisitions processes for physical and electronic materials and collections. Other duties include assisting with metadata management for newly acquired materials, providing information and fulfillment services at the Library Services Desk, and indirect supervision of student employees. Shares responsibility for covering service points during all operating hours including evenings and weekends. 

Key Activities:
Finance
· Within the Library Services Platform (LSP), manages and monitors a variety funds of over $2m annually with the goal of committing collections funds in the most efficient and timely manner to meet the needs of the academic community. 
· Using the LSP, oversees the library’s acquisitions payment activities by verifying and processing invoices for all library materials. 
· Reconciles monthly and annual acquisitions reports with the University’s Financial Services Office statements. 
· Primary contact for acquisitions payments and deposit accounts including those related to electronic scholarly resources acquired through federal and provincial licensing bodies, Canadian Research Knowledge Network (CRKN) and Ontario Council of University Libraries (OCUL).  
· Posts monthly rates of exchange for use within the Library & Archives. 
· Verifies documentation, compiles, and approves logs of library acquisitions expenditures for library credit card holders. 
· Analyses annual acquisitions budgets and forecasts changes based on rates of exchange, vendor contracts, and new or cancelled scholarly resources.     
· For time sensitive opportunities, provides advice to librarian on collections funds availability and implements decisions ensuring that expenditures are made as required.  
· Coordinates timely and accurate budget rollover and closing of the fiscal year. 
· Processes invoices up to $75,000 without prior authorization.   
· Reconciles daily transactions for point of sale and TrentU cards, entering data on daily transaction logs. 
Acquisitions
· Under the direction of the Scholarly Resources Librarian, coordinates acquisitions for library materials in all formats. 
· In collaboration with librarians and under the direction of the Scholarly Resources Librarian, develops, recommends, and implements improvements to infrastructure in the Library Services Platform (LSP) and coordinates workflows for acquisitions processes.  
· Ensures acquisitions processes are understood by stakeholders.  
· Upon request by the Scholarly Resources Librarian, the University Librarian or their designate, provides forecasts for annual acquisitions budget and regular updates on status of the acquisitions budget. Answers inquiries on budgets as requested. 
· Collaborates with Library Systems personnel to build and improve reports for collection development and financial reporting. 
· Collaborates and communicates with Metadata, Electronic Portfolios, and Physical Processing staff to ensure processing tasks are created as needed to ensure seamless interdepartmental workflow. 
· Creates and updates acquisitions documentation. 
· Trains staff in acquisitions procedures. 
· Processes acquisitions purchase requests, including identifying suppliers, researching format, availability, and pricing, and completing purchases.  
· Ensures that materials ordered through acquisitions meet guidelines for preferred formats and editions in keeping with collection policies.   
· Accesses and uses vendor platforms and corresponds with external vendors regarding invoices, payments, credits, and other business. 
· Remains current with library acquisitions technology and trends, including vendors, electronic resources, video streaming, and access models through active participation in communities of practice. 
· Assists Scholarly Resources Librarian with communications, marketing, and outreach for library acquisitions. 
Metadata Management
· Ensures that materials are catalogued according to standards established in the AACR2/RDA, using Library of Congress Subject Headings and Library of Congress Classification numbers where appropriate.  
· Prepares and loads batches of bibliographic records into the LSP according to Library guidelines. 
· In consultation with a librarian, adapts and revises bibliographic import profiles and normalization routines for loading bibliographic records. 
· Identifies problems and deficiencies with vendor bibliographic records based on library standards and corrects or refers for correction according to Library guidelines. 
· Identifies records that require upgrading to the Discovery & Systems Librarian, including those requiring original subject cataloguing and classification. 
· Ensures records contributed to the consortial catalogue meet consortial standards. 
· Loads and upgrades records in the institution catalogue using records from the consortial catalogue and vendor databases such as OCLC. 
· Keeps abreast of changes in cataloguing practices 
· In consultation with Systems Librarian, revises and updates local documentation of cataloguing and classification procedures. 
Electronic Resources
· Activates newly acquired electronic resources, including ebooks, electronic serials, and electronic collections. 
·  Adds, loads, and modifies portfolios for local collections in accordance with Library guidelines.
· Tests access for newly acquired titles and assigns testing as needed. 
· Identifies and resolves or escalates issues with electronic collections and electronic portfolios. 
· Supplements electronic portfolio records with DRM and license limitations. 
Library Service Desk 
· Triages incoming questions in person, via telephone, and online/via email. Responds to Library Services questions and general information requests in a professional and timely manner and redirects all other requests and questions as appropriate. 
· Provides general reference services to assist patrons in clarifying and interpreting their information needs and recommending appropriate materials and sources to meet users’ needs.    
· Instructs patrons in the use of the library’s discovery system, databases, and other electronic tools. 
· Provides effective front-line customer service, resolving or escalating patron concerns and troubleshooting issues with library technology such as the library discovery system, online databases, and room booking systems. 
· Performs the complete range of circulation duties including loans, returns, holds, transits, digitization, bookings, and fines and fees processing. 
· Assists with processing of physical items for course reserves. 
· Assists patrons with use of microfilm and microfiche readers. 
· Registers exempt patrons and external borrowers within the Library Services Platform (LSP), and issues library cards as appropriate. 
· Understands, communicates, and enforces library policies and procedures. 
· Performs all opening and closing procedures at the service desk.  
· In the event of an emergency, follows emergency protocols. Acts as and maintains training as a fire warden for Bata Library and acts as primary contact for matters related to security and emergency services during evening and weekend shifts. 
· Records statistics related to inquiries and patron numbers.    
· Provides general library support as needed, including shelving, searching for, retrieving, and processing library materials, processing incoming and outgoing mail including resource sharing materials, and locks and unlocks main library doors. 
· Under the direction of the unit manager, creates and posts social media content for the Library Services unit across multiple social media channels. 
Human Resources 
· Following priorities outlined by direct student assistant supervisors, briefs, directs, and supervises Library Services student assistants when working on the Library Service desk. 
· Assists direct student assistant supervisors with ongoing training of Library Services student assistants working at the Library Service desk. 
· In the absence of Library Services Desk & Fulfillment Coordinator and the Resource Sharing Coordinator, assists with modifying Library Services student assistants’ schedules as needed. 
· Shares regular feedback on Library Services student assistants’ performance with their direct supervisor. 
Other 
· Contributes to Library & Archives special projects as required. 
· Facilitates learning related to information services in both formal and informal sessions. 
· Sits on Library & Archives committees as needed and with the approval of the unit librarian. 
· Performs other duties as assigned by the unit librarian. 
Education Required:
· Honours Bachelor’s Degree (4 years) 
· Library & Information Technician Diploma (2 year) or an acceptable equivalent combination of education and experience. 
Experience/Qualifications Required:
· Seven (7) years of experience in libraries (academic libraries preferred), showing progressive experience in acquisitions, electronic resource management, and/or cataloguing,  
· Three (3) years of experience managing a substantial budget, preferably within an academic library setting. 
· Three (3) years of experience working with Integrated Library Systems (ILS) or Library Services Platforms (LSP), including modules for acquisitions and/or cataloguing, and developing or working with system-generated reports. 
· Experience with cataloguing print and electronic resources and familiarity with Library of Congress cataloguing standards. 
· Considerable experience with spreadsheet and database software applications, and comfortable learning and using new technologies and applications. 
· Demonstrated knowledge and understanding of academic publishing industry and trends. 
· Proven ability to produce quality work with a high degree of accuracy, while managing multiple and completing priorities and deadlines. 
· Ability to work both independently and as part of a team, with awareness of when to take initiative and when to consult with others. 
· Evidence of superior service orientation exhibited through excellent interpersonal skills and creative approaches to problem resolution. 
· Demonstrated tact and diplomacy, and a strong commitment to the promotion of positive public relations amongst users and staff. 
· Excellent verbal and written communication skills 
· Demonstrated analytical ability, initiative, organization and problem-solving skills, and a commitment to continuous improvement. 
· Good judgment and ability to make decisions independently. 
· Able to commit to and be flexible in work schedule, including working daytime, evenings and weekends. 
· Physical ability to lift books and boxes, maneuver loaded book trucks, and lift and carry up to 15 kilograms. 
· Experience with Alma is an asset. 
· First Aid certification is an asset. 
Supervision:
· Indirectly supervises and directs the activities of student employees working at the Bata Library Service desk. 
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