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	JOB DESCRIPTION 



	JOB TITLE
	Learning Resource Centre Officer

	REPORTING LINE
	Dean
Head of Education (Line-Manager)
Deputy Head of Education

	KEY INTERNAL CONTACTS
	· Dean
· Head of Education
· Deputy Head of Education

· Academic Registrar

· Director of Studies 
· Assistant Director of Studies

· Programme Leaders

· Module Leaders

· Academics

· IT Officers

· Students

	KEY EXTERNAL CONTACTS
	· LCAE IT Team
· LCAE LRC Team

· UGM Learning Resources Team

	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 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. 

	KEY RESPONSIBILITIES
	· Maintain and service the Virtual Learning Environment (VLE)

· Provide training and advice to students and staff on the use of the VLE

· Provide advice and support to staff and students on the use of Kortext ebooks and the university online library
· Manage the UGM Manchester physical library
· Assist students and staff with resolving technical issues

· Act as a focal point for administering and coordinating all learning resources

· Cover for iCentre staff as and when required

· Any other administrative task which might reasonably be expected by university managers

· Promote and support information literacy among students and staff, organising IT and information sessions as needed.

· Collaborate with academic staff to integrate information literacy skills into the curriculum and support the development of online learning materials
· Monitor and analyse platform usage (e.g., Moodle, e-resources) to identify trends and support data-driven improvements in resource provision
· Display and promote LRC services to students and faculty through talks, events, and digital displays, enhancing awareness and usage of the Centre’s offerings

	KEY PERFORMANCE INDICATORS
	· Effective management of the VLE
· Effective management of learning resources, including the physical library
· Effective support of education operations
· Timely and accurate completion of key tasks

	QUALIFICATION REQUIREMENTS
	ESSENTIAL

· Competent Microsoft Office user
DESIRABLE

· First Aid trained
· Degree-level education

	EXPERIENCE REQUIREMENTS
	ESSENTIAL
· Extensive office management experience
DESIRABLE

· Experience of working across digital platforms


	KNOWLEDGE/SKILLS/ BEHAVIOURS
	ESSENTIAL

· Knowledge of digital learning environments, including Moodle, Zoom, and Office 365.

· Proficiency in MS Office Suite (Word, Excel, PowerPoint, Outlook).

· Effective oral communication skills and the ability to provide clear guidance to users.

· Strong teamwork skills with a collaborative approach to problem solving.
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