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JOB DESCRIPTION

1. JOB DETAILS

Job Title: Outreach Librarian

Band: 6

Responsible To: Library and Knowledge Services Manager
Department/Division: Exeter Health Library/ Professional Development

2. JOB PURPOSE

This is an exciting post for a qualified, outgoing and creative librarian/information specialist.

The post is based at Exeter Health Library, working closely with the

Royal Devon North Library. As one of the Clinical/Outreach librarians in the library team you will be
expected to work collaboratively to help develop a consistent high-quality

service to all our users.

Our service support evidence-based practice, clinical and managerial decision making and patient
safety and wellbeing for NHS and Social Care staff across all sectors thus facilitating high quality
patient care throughout the Trust and the wider healthcare community.

The post holder will support the Library & Knowledge Services Manager in the provision of the full
range of library and information services to NHS staff and students in Exeter, East Devon and
beyond in line with the Trust’s library strategy, national accreditation standards and service level
agreements with external stakeholder organisations. This role includes working across Exeter, East
Devon, Community services, the Devon ICS and Devon Partnership Trust as well as the Exeter
Hospital based library & knowledge service to support clinical care, evidence-based practice,
management, education, training and research, organisational development, clinical governance
and health promotion.

There will be a requirement to contribute to the creating of the library strategy and business plans,
in line with the Trust values and priorities and Knowledge for Healthcare.

o

KEY WORKING RELATIONS

Library and Knowledge Services Manager and team

Royal Devon North Library colleagues

People Directorate colleagues

Library Users

Research and Development colleagues

Library staff in NHS SW libraries and nationally

Communication team: with respect to branding and promotion of the library services and
resources
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¢ |T and L&D colleagues: to liaise over computer functionality, e-learning facilitation and
training/induction issues
e University of Exeter Library Staff

4, DIMENSIONS

e The library and information service provides services to Royal Devon University Healthcare
Trust staff, Devon Partnership Trust staff, University of Exeter Medical School staff,
students on placement in these local NHS organisations. Services are also provided to
Exeter University Medical School undergraduate students. We are also working to provide
some services to staff in the ICS across Devon. The service is delivered from the Exeter
Health Library, RDUH Northern Library in Barnstaple and via the Library websites.

e The Post-holder will work closely with both clinical and non-clinical teams to facilitate access
to and deliver library services to support evidence-based practice throughout the
organisations we work with.

e NHS Library and knowledge services need to be visible and accessible to all staff
members. A key aspect of the role will be to build positive relationships at all levels of the
organisation and with all users and staff who need access to high quality evidence-based
resources.

e The post-holder has a key role in marketing and promoting the library service to our target
audiences.

e The post-holder will support Trust staff and library users with their library and information
skills training needs.

5. ORGANISATIONAL CHART
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Library and Knowledge
Service Manager

I I
Clinical Knowledge Qutreach
Librarian Resources Librarian

Librarian
Senior Library
Assistant
Librrary Library
Assistant (FT) Assistant (FT)
Library Clerical
officer

KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:

Planning and organisation

Contribute to library service planning and be the operational lead for any redevelopments
involving marketing and outreach services.

Contribute towards ensuring the specifications and standards applied to the library service
from external bodies (multi-professional education contract, Royal College requirements
etc.) are met, taking especial responsibility for those sections dealing with marketing and
outreach services

Outreach, Marketing and Promotion

To work with Library colleagues to ensure the regular updating of the library website content,
ensuring relevance and timeliness. The website is the virtual library providing access to
evaluated high quality specialist resources of evidence-based information to support clinical
practice, a gateway to collections and a working tool for library staff. Represent the library on
the Communications or Intranet Working Groups.

Jointly responsible with North Devon based colleagues for the development of the library site
on the Trust Intranet, ensuring that both Intranet and Website present a consistent approach
to the organisation.

In collaboration with the Library Manager develop the Library and Knowledge Service
marketing strategy and annual plan.

To promote national, regional and local library and knowledge services and resources,
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to Trust staff by a variety of means, identifying the need for, and delivering, further training
and support for those resources as needed.

To create, procure and use a variety of promotional material for the service and resources in
various formats and in various settings.

Attend relevant meetings to educate Trust staff about the value and importance of the
Library and Knowledge Service to evidence-based healthcare, and to disseminate
information about library and resource developments.

To develop and maintain the Exeter Health Library presence on social media, i.e. Twitter and
Facebook.

Use a range of data to profile user needs, enabling the library service to tailor our offer,
identify trends and library service development opportunities.

Represent the Library and Knowledge Service on relevant committees, groups and at
meetings.

To identify library and knowledge service needs throughout the Trust using surveys,
questionnaires and other market research methods.

Clinical Librarian Service

To work with specific departments or multi- disciplinary teams to provide highly

specific, patient centred, evidence-based information at the time and place of need. This can
involve attending ward rounds, clinics, journal clubs, departmental or audit meetings,
multidisciplinary reviews or other meetings which address patient care or research.
Proactively identify and liaise with key members of the clinical and corporate teams to
encourage use of LKS. The teams include medical, nursing and allied health professionals,
as well as managerial and administrative staff.

To use expert knowledge of searching to proactively provide comprehensive literature
searches for members of the clinical teams and other library users on request.

To select, synthesise and package evidence for clinical teams and individuals.

Determine, through regular interaction, the best means of supporting the information and
training needs of the teams, and fostering an evidence-seeking culture within them.

Using critical appraisal skills to select and evaluate relevant information to support evidence
based practice for designated groups.

Agree quality standards for the service and monitor compliance.

Make recommendations for the development of the service by reviewing activity and using
on-going evaluative data and the results of surveys and audits.

Collate statistics on clinical librarian services for decision-making purposes and reporting.

Training and User Support

Enrol new users and provide tailored inductions to specific user groups, including use of
both library and bibliographic databases when required.

To identify the training needs of individuals and multi-disciplinary teams and provide
information skills training and awareness to ensure best practice in evidence-based
healthcare.

Contribute to the Library’s training programme by developing and presenting structured
training sessions on electronic databases, critical skills, evidence-based practice skills etc.
This may include presentations, one-to-one training, group or virtual training to support
development of literature searching and critical appraisal skills across of levels of staff.
Deliver training to individuals and groups of NHS staff across sites both physically and
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virtually. This requires the use of motivation, training and reassurance skills to convey
complex information, where there may be barriers to understanding.

To monitor and review training regularly as per stated Quality Measures, providing
feedback and recommendations to the Library Managers as required.

Working with other training and clinical librarians regionally and nationally to provide peer
support and produce high quality training guides and utilise externally produced training
packages as appropriate.

Library service delivery

To represent Exeter Health Library on relevant Special Interest Groups as well as relevant
national and local groups, communicating decisions to team members.

Contribute to local and national evaluations of the impact of health library and knowledge
services, including impact case studies.

To ensure that the Team operates within current legislation e.g. Copyright Act, Data
Protection, etc.

Select items for inclusion in book stock, passing selections on to senior library assistant for
ordering in a timely manner and ensure book stock remains current and relevant, in
collaboration with knowledge resources librarian and clinical librarian.

To support and develop library colleagues to enable them to support library customers in an
efficient and effective manner. This will involve taking the lead in their initial training on
health databases and other information resources.

When necessary carry out essential enquiry desk and administrative duties to ensure the
efficient and effective maintenance of the service.

Knowledge Management

To explore and fulfil opportunities to employ Knowledge Management tools, particularly
those developed and recommended by Health Education England, throughout the Trust

Governance

Undertake training as required to maintain competency/comply with trust policies

Work within Trust policies — including those for confidentiality, data protection, health and
safety fire protection, and annual appraisal

Adhere to the Trust Access Policy, Health Records Policy and Key Performance Indicators,
government targets and standard operational policies and procedures, particularly with
regard to e-services

Adhere to international standards compliance with regard to the web (WCAG)

Additional Responsibilities

The post holder will be expected to carry out any other duties as required, commensurate
with their pay band
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e The post holder will be required to facilitate and support new starters to carry out their role

e The post holder will understand the limitations of the role and how to access support

e Take responsibility for own CPD by attending training events, taking part in library forums
and discussion groups and reading professional literature. Maintain a working knowledge of
the NHS, local and national structures, and current policy issues and documents, as well as
keeping up to date with clinical issues of the day, in order to contextualise needs of library
customers. Assess and evaluate your own performance using the processes and systems
for verbal and surveyed feedback responses

Trustwide Responsibilities

. To take part in regular performance appraisal

. To undertake any training required in order to maintain competency including mandatory
training, e.g. Manual Handling

. To contribute to and work within a safe working environment

. The post holder is expected to comply with Trust Infection Control Policies and conduct
him/herself at all times in such a manner as to minimise the risk of healthcare associated
infection

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of
professional conduct and/or practice applicable to you. A breach of this requirement may result in
action being taken against you (in accordance with the Trust’s disciplinary policy) up to and
including dismissal.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at
all times in such a manner as to minimise the risk of healthcare associated infection.

THE TRUST - Vision and Values

Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To
achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Honesty, Openness & Integrity
Fairness,

Inclusion & Collaboration
Respect & Dignity

We recruit competent staff that we support in maintaining and extending their skills in accordance
with the needs of the people we serve. We will pay staff fairly and recognise the whole staff’s
commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements
including job sharing.

We are committed to recruiting and supporting a diverse workforce and welcome applications from
all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation,
maternity/pregnancy, marriage/civil partnership or transgender status. We expect all staff to behave
in a way which recognises and respects this diversity, in line with the appropriate standards.
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GENERAL

This is a description of the job as it is now. We periodically examine employees' job descriptions
and update them to ensure that they reflect the job as it is then being performed, or to incorporate
any changes being proposed. This procedure is conducted by the Manager in consultation with the
jobholder. You will, therefore, be expected to participate fully in such discussions. We aim to
reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to
insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust. Smoking is not permitted anywhere on Trust property,
including all buildings, grounds and car parks. For help to quit call: 01392 207462.
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POST: Outreach Librarian, Exeter Health Library
BAND: 6
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REQUIREMENTS

Essential / Desirable at:

Recruitment | 15t PDR
QUALIFICATIONS / TRAINING:
Degree in Librarianship/Information Science or similar post-graduate E E
qualification or other degree and equivalent professional experience in
a similar role
KNOWLEDGE / SKILLS:
Excellent planning & organisational skills E E
Ability to prioritise workload to respond to changing demand E E
Ability to liaise and communicate with staff at all levels E E
Excellent interpersonal & communication skills E E
Knowledge of a wide range of library procedures and services E E
Advanced experience of MS Office application - Word, Outlook, Excel, E E
Powerpoint, Teams
Web design/editing skills and use of web-authoring software D E
Knowledge of Healthcare bibliographic databases D E
Knowledge and application of relevant legislation — including Copyright, | E E
data protection, accessibility, international web standards
Knowledge of the principles of evidence-based practice in health care D E
Understanding of literature searching processes and critical appraisal E E
techniques
Knowledge of marketing principles D E
EXPERIENCE:
Provision of literature searching services D E
3 years professional experience in a healthcare and/or academic library | E E
Experience of delivering services to diverse user groups E E
Experience of delivering training sessions in a variety of formats E E
including online.
Experience of marketing services and resources within an organisation | E E
Experience of delivering outreach services D E
PERSONAL ATTRIBUTES:
Ability to handle complex enquiries E E
Ability to deal with challenging behaviour E E
Ability to provide excellent customer care E E
Analytical skills & ability to problem solve E E
Confident in approaching potential customers and partners E E
Proven ability to motivate staff and encourage team work E E
Ability to coach and mentor others E E
Ability to engage and influence staff within their area of responsibility E E
Enthusiastic highly motivated & committed to delivering a service E E
Understand team work and work within a team E E
Able to prioritise own work load and meet deadlines E E
Ability to work independently and un-supervised E E
An adaptable approach to work E E
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Commitment to continual professional development

A flexible approach

Ability to work from home when required

E E
E E
E E

Hazards within the role, used by Occupational Health for risk assessment

Laboratory specimens

Clinical contact with patients

Dealing with violence & aggression
of patients/relatives

Blood / Body Fluids

Dusty environment

VDU Use

Radiation / Lasers

Challenging behaviour

Manual Handling

Solvents

Driving

Noise / Vibration

Respiratory sensitisers

Food Handling

Working in isolation

Cytotoxic drugs

Electrical work

Night working
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