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Job Title: Learning Resource Centre Officer
Location: Anglia Ruskin University London
Reporting Line: Learning Resources Centre and Library Manager

Overall Job Purpose:
The Learning Resource Centre (LRC) Officer plays a key role in supporting staff and students with learning resources, academic databases, and virtual learning environments. This student facing role focuses on delivering exceptional customer service, ensuring students have access to the resources they need, and promoting the LRC as a supportive and accessible hub for independent learning. The role contributes directly to enhancing student satisfaction, supporting academic delivery, and ensuring effective access to learning resources and digital platforms.

Key Responsibilities: 
1. Student, Academic and Digital Support
· Information Services: Identify the information needs of students and faculty, actively sourcing and evaluating information sources to meet those needs.
· Monitor and analyse VLE platform usage (e.g., Moodle, e-resources) to identify trends and support data-driven improvements in resource provision.
· Collaborate with academic staff to integrate information literacy skills into the curriculum and support the development of online learning materials. 
· Information Literacy: Promote and support information literacy among students and staff, assisting the LRC Manager to deliver information skills sessions to students.
· Technical Support: Ensure the functionality of classroom equipment, including audio-visual tools, and provide guidance on digital platforms like Moodle, Zoom, and Office 365.
· Support the day-to-day operation of the Learning Resource Centre, ensuring a welcoming and inclusive environment.
· Support a diverse student population with varying levels of digital literacy and academic experience.
2. Resource Support and Management
· Resource Coordination: Assist in daily resources ordering, cataloguing, and ensuring timely availability of books, periodicals, and other learning materials. Both physical and online collections.
· Monitoring circulation and user profiles: Track book loans, academic journal access, and database usage, ensuring an organised and accessible resource system.
· Cataloguing and Database Management: Classify and catalogue information resources and create bibliographies
3. Promotion and Community Engagement
· Promoting Services: Display and promote LRC services to students and faculty through talks, events, and digital displays, enhancing awareness and usage of the Centre’s offerings.
· Event Coordination: Facilitate learning and cultural events, such as author talks, reading groups, and informal educational activities, to enrich the student learning experience.
· Customer Service Excellence: Implement and maintain a supportive and inclusive LRC environment by upholding rules for conduct, offering a friendly approach to customer service, and handling enquiries promptly and thoroughly.
4. Administration and Compliance
· Data Management: Maintain efficient information storage systems to handle queries and maintain accurate records, ensuring compliance with data protection regulations.
· Operational Support: Support the delivery of core Learning Resource Centre services, including resource circulation, handle photocopying, manage library borrowing, and oversee inter-library loan services to support daily operations.
· Flexible Scheduling: Work on a rotational basis, including occasional evening and Saturday shifts, to provide support for classes outside of standard hours.
5. Professional Development
· Engage in continuous professional development to maintain knowledge of emerging technologies, digital learning tools, and library services.

	PERSON SPECIFICATION: LEARNING RESOURCE CENTRE (LRC) OFFICER
	
	Assessed
Via*

	Academic/ Professional Qualifications
	E*
	D*
	

	Undergraduate degree 
	✔
	
	A

	Experience
	
	
	

	Experience providing administrative and/or customer service within a team-based environment
	✔
	
	A, I

	Previous experience working in an educational or higher education setting
	
	✔
	A, I

	Experience supporting or maintaining content within Virtual Learning Environments (VLEs) such a Moodle
	
	✔
	A, I

	Knowledge/ Skills
	
	
	

	Strong digital literacy with the ability to support users in digital learning environments, including Moodle, Zoom, and Microsoft Office 365.
	✔
	
	A, I, T

	Proficiency in MS Office Suite (Word, Excel, PowerPoint, Outlook).
	✔
	
	A, I, T

	Effective oral communication skills and the ability to provide clear guidance to users
	✔
	
	A, I

	Knowledge of academic library systems or library management systems
	
	✔
	A, I

	Problem-solving skills with the ability to diagnose and resolve user queries efficiently
	✔
	
	A, I

	Strong organisational skills with the ability to prioritise tasks and manage competing demands
	✔
	
	A, I

	Ability to support users in digital learning platforms and systems
	✔
	
	A, I

	Strong teamwork skills with a collaborative approach to problem solving
	✔
	
	A, I

	Personal Attributes
	
	
	

	Tenacity to follow up on enquiries and resolve them to completion.
	✔
	
	A, I

	Excellent interpersonal skills, with a proactive, positive attitude and friendly demeanour
	✔
	
	A, I

	Ability to meet deadlines and maintain a calm, professional approach under pressure 
	✔
	
	A, I

	Team player, willing to step in and assist in a flexible manner
	✔
	
	A, I

	*Criterion to be assessed via: 
· A = application form or CV/cover letter
· I = interview questions 
· T = test or presentation at interview
E* = Essential for the role
D* = Desirable for the role
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