NHS

Northern Devon Healthcare
NHS Trust

JOB DESCRIPTION

Job Title: Librarian

Band: Band 5

Responsible To: Knowledge and Library Service Manager
Accountable To: Knowledge and Library Service Manager

Section/Department/Directorate:  Library Level 1/Workforce/People Directorate
Job Purpose:

To provide services to support all staff and students in Northern Devon Healthcare NHS Trust in using
evidence-based practice and decision making, to enhance the quality of patient care and management
decision making, in support of education, research, lifelong-learning, professional development through
developing, promoting and delivering proactive and innovative knowledge and library services, readily
accessed at the point of need.

To raise the profile of the Knowledge and Library Service by developing outreach services into clinical
areas and by marketing and promoting the service.

To assist in the innovative development of the Knowledge and Library Service in order to ensure that the
service meets the requirements of the Knowledge and Library Services Quality and Improvement
Outcomes Framework and the ongoing requirements for improvement.

Context:

The Librarian will be based in the Library on Level 1 of North Devon District Hospital. The post holder will
need to work in other locations within the Trust as part of promoting library services to all staff. Travel to
other locations, mainly, but not exclusively, in Barnstaple and the South West NHS libraries region will be
required for meetings or training.

The post holder will fulfil all tasks and work as part of a team. To meet the needs of the service, the post
holder may be required to work in other areas as appropriate as directed by the line manager.

Key Working Relationships:
e Other staff working in the library and in the Workforce department.
o All Trust staff, library users and potential library users.

e Patients who use the library.
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Volunteers.
Colleagues in other NHS libraries.
Health Education England.

The post holder is required to deal effectively with staff of all levels throughout the Trust, the wider
Healthcare community, external organisations, and the public. This will include verbal, written and
electronic media.

Organisational Chart:

Director of People

Assistant Director
of Workforce

Knowledge and
Library Service
Manager

Library assistant x2

Librarian (1 fulltime, 1
25hours per week)

Key Result Areas/Principal Duties and Responsibilities

To provide professional library services to all Trust staff, this includes:

General enquiries and signposting.
Evidence searches.

Virtual and face to face training in evidence searching, information skills, health literacy, academic
support, and critical appraisal plus other training as appropriate.

Cataloguing new resources to local network standards.

To assist the Knowledge and Library Service Manager in the completion of the Library and
Knowledge Services Quality Improvement Outcomes framework including making suggestions for
improvement and innovating services and projects.

To deputise for the Knowledge and Library Service Manager as necessary making decisions
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consistent with existing policies and procedures.
o \Webpage development.
e Marketing including social media.

e To participate in and contribute to departmental or regional or national projects as required.

Communication and Relationship Skills

To develop and maintain effective working relationships within the small, customer-focused library team,
reporting to the monthly staff meeting on projects and work streams.

To take every opportunity to proactively market and promote knowledge and library services through a
variety of electronic and print publicity, themed displays, attending clinical and other meetings, attending
study days conferences, training courses and induction sessions and the effective use of Internet/Intranet
sites and other communication channels in the organisation.

Work with the Knowledge and Library Service Manager to proactively develop outreach services by giving
presentations to groups and establishing a systematic programme of outreach visits.

To work effectively within wider teams patrticipating in the development of the organisation and library and
knowledge services. This includes regional and national library networks participating via electronic mailing
and discussion lists, contributing to specialist working groups, attending meetings and training.

To contribute to the ongoing development of the library strategy and related annual plans. To develop and
adapt the marketing plan.

To conduct user surveys and make use of other evaluation tools which can be used to evaluate the service
and to inform new developments.

To adhere to the fundamentals of Copyright law, the General Data Protection Regulations, Freedom of
Information Act and publishers’ licences. To ensure these are followed and that library users are aware of
and abide by these.

Analytical and Judgement Skills

To facilitate clinicians/managers in articulating and translating queries into clinical or business research
guestions, then identifying and accessing the most appropriate high-quality evidence sources, using
analytical and interpretive skills to understand a range of complex clinical/technical queries, and to relate
general findings to the local situation.

To utilise expert knowledge and research, synthesising and critiquing skills to provide highly specific,
filtered and evaluated information in condensed format to support care pathway development, direct
patient care and management decision-making, sometimes urgently.

To undertake comprehensive, mediated, and synthesised literature searches for Trust staff. Utilise
analytical and interpretive skills to facilitate staff in defining clinical and non-clinical questions. Identify the
most appropriate sources to find information and review select and package the results using evaluative
tools as required. To provide training to students in literature searching skills.

To utilise specialist knowledge of the range of clinical and business bibliographic databases, print and
electronic journals, websites, and other e-resources available (to the NHS and via the universities) to tailor
inductions and training for different individuals / teams within the NHS and trouble shoot access problems.
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To ensure that the library’s webpages provide a comprehensive access point to meet the information
needs of all Northern Devon Healthcare NHS Trust staff, students, and volunteers, interpreting evidence
from discussions, user feedback and surveys to maximise ease of access to the 'virtual' information
gateways and physical resources and services.

To use analytical and interpretive skills in cataloguing and classifying new book stock in accordance with
local schemes and standards, ensuring ease of retrieval via the public catalogue.

Assist in the creation of surveys and audits, as well as other investigations for user needs analysis, service
evaluation and statistics related to the service, resources, and training.

Planning and Organisational Skills

To manage own time and to allocate and prioritise work in consultation with colleagues, and in accordance
with local policies and procedures, sometimes working alone out of the library and off-site, including
providing help and guidance at short notice.

To design, develop, deliver, and evaluate innovative and proactive ‘virtual’ and personal library services,
accessible at the point of need in workplaces and based on user consultation, within library financial and
staff resources available, adjusting plans as necessary to ensure relevance and continuous improvement.

Project management — able to plan and implement projects from start to finish. To create detailed project
plans, put them into practice, test, evaluate, and amend them. To support the project and embed it in
library services if it meets an ongoing service need. To communicate with all involved including members
of the library team. To be proactive and flexible in finding opportunities to promote the library services and
alert users to the relevant services and resources by all possible means (print, electronic, presentations,
visits, webpages etc) being aware of the particular working patterns and needs of all groups of NHS staff.

To develop, plan and undertake individual/group training sessions both online and face to face on evidence
searching, information skills and other appropriate training including Health Literacy; tailoring content,
presentation and timing as most appropriate, and adapting to a variety of unfamiliar training locations and
IT systems.

To develop and maintain efficient record keeping systems and procedures for collating required workload
figures and other evidence to support the annual statistical returns, annual report and the Knowledge and
Library Service Quality and Improvement Outcomes Framework.

Take responsibility for planning and delivering outreach visits, marketing events, training and
presentations. Liaise with colleagues and staff from other departments to plan effectively and ensure
smooth running of events. Carry out evaluations and use these to implement future improvements. These
could be online and/or face to face.

To work within the team to provide an efficient and effective library service and to contribute to the
continuous review, development, and implementation of service improvement, including maintenance of
currency of local procedures and contributing to the development of strategies and plans.

Physical Skills
Regular use of a computer, standard keyboard skills required.

To assist in the processing and shelving of books. This involves carrying books and other equipment,
retrieving books and replacing these back on the shelves including some use of high and low shelves. A
set of steps is provided.
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Responsibility for Patient and Client Care

To have a thorough knowledge of the most useful patient information sources and referral points to include
in user resource training, and to answer questions which may arise from patient/client or clinical staff
contact in the clinical areas.

To assist patients/clients with more in-depth information searches as requested.

Work in partnership with key stakeholders to support public and patient information and develop health and
wellbeing information services to ensure patients, carers and the public are directed to suitable reliable
sources of information.

Responsibility for Policy and Service Development

To be responsible for developing innovative strategies for engaging staff in their workplaces, promoting the
relevance of evidence in planning and decision making in clinical, management and service redesign
scenarios

To contribute to continuous review and audit of services, making policy recommendations based on
consultation and resource evaluation and implementing service improvements, so ensuring provision of an
equitable, efficient and effective library and knowledge service.

To contribute to maintaining the currency of local procedures and the development of the library strategy
and annual plans

To patrticipate in library policy and service development at regional and national level through response to
consultations, participation in working groups and contribution to discussion lists.

Take on additional specific duties and project work as requested by the Knowledge and Library Service
Manager.

Establish and maintain mechanisms for regularly evaluating training and outreach activities to monitor the
impact of library and information services and to ensure that feedback can be used as part of a continuous
guality improvement process.

Responsibility for Financial and Physical Resources

To contribute to library team purchasing decision-making in determining, through consultation and
evaluation, the most appropriate format and breadth of resources for purchase, within budgetary
constraints.

To ensure electronic resources are working, accessible and maintained, and to maximise the use of the
purchased electronic and print resources, through promotion and training, evaluating usage to ensure
value for money.

To assist in the provision, development, and evaluation of effective information skills training. This
includes, healthcare databases, e-journals, grey literature, research skills, other specialist healthcare
resources, health literacy and critical appraisal.

Responsibility for Human Resources

To take responsibility for ensuring own training to expert levels in literature searching, use of other relevant
websites and search tools, the various modules of the library systems, and required mandatory training.

To identify new ways of working and evaluate new electronic resources (such as databases, websites,
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software packages), training library colleagues to use them, and contributing to the learning within the
Trust.

To develop, plan and undertake individual and group training sessions, both online and face to face on
evidence searching, information skills and other appropriate training including Health Literacy. Tailoring
content, presentation and timing as most appropriate to the needs of the individual or group and adapting
to a variety of unfamiliar training locations and IT systems. Training sessions can range from one-to-one
sessions to larger groups of 25 plus and will include undergraduate students, post graduate students,
apprentices, clinical staff, nursing staff and administrative/support staff.

Responsibility for Information Resources

To oversee the administration and access of electronic resources for which subscriptions are paid,
promoting them, and ensuring that they are providing easy and reliable access. Able to design highly
complex search strategies to interrogate bibliographic databases.

Creation and checking of documents and the preparation of detailed reports including some use of
statistical information.

To create and maintain information systems related to the work of the Knowledge and Library Service and
related systems within the Trust.

To keep up to date with IT developments, analysing the suitability of products and software, making
recommendations for purchase in order to utilise technology effectively in provision of the service.

Critically appraising sources of information to be able to recommend quality sources to users and library
staff.

Handling complex clinical enquiries by providing appropriate and timely information based on the principles
of evidence-based practice to a wide range of users, the majority of whom are clinicians and health
professionals.

Responsibility for Research and Development

To engage in user consultation and elicit feedback from service users during day-to-day work, particularly
regarding suggestions for stock and resources, current awareness needs and quality of service.

To carry out audits to assess the impact of the clinical outreach service on patient care, examining how the
information and training provided is utilised by the staff, to provide value for money evidence to
stakeholders.

To undertake continuous professional development in a variety of areas of librarianship within the NHS. To
undertake relevant training and local Trust training including mandatory training.

Decision Making

To manage your own work, acting independently within agreed guidelines with referral to the line manager
when required. To make suggestions for new projects, working in close co-operation with the line manager
to refine and implement these.

To show creativity and innovation in developing new ways of working, whilst remaining within locally
agreed work protocols and policies and knowing when to refer to more senior staff.

Physical Effort
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The post holder may be required to exert light physical effort for several short periods on a frequent basis
to assist with the processing and shelving of books, carrying books, leaflets etc. retrieving books and
replacing these back on the shelves. This includes some use of high and low shelves; step equipment is
provided.

Mental Effort

Daily use of a computer for long periods for work which needs concentration. E.g., carrying out evidence
searches and research, creating marketing and other documents, online teaching, creating, and updating
information for web pages.

Daily need to deal with frequent interruptions when engaged on a task involving high levels of
concentration, and then return to the original task.

Ability to think about existing services at all levels. To think through what works, what might need
amending or updating and to suggest innovative and creative ways of expanding the “library offer”.

Talking to library users about how the library can help them. Able to conduct a “reference interview” with
library users to ascertain their information need helping them to think through the details if necessary.

Attendance at meetings and discussion with individuals with the ability to question to make sure that the
needs of library users are explored in depth. This could lead to suggestions for changes in service or the
introduction of new services.

To undertake continuous professional development in the areas of librarianship/ information management
and IT and web skills.

To keep up to date with local, Trust and network policies and procedures.
Emotional Effort

Occasional exposure to distressing images in library stock, books, and journals. E.g. serious injuries,
burns, safeguarding issues.

Occasional need to deal with challenging, aggressive or angry library users, staff or patients.
Frequent need for a flexible approach to a busy and varied role.

Working Conditions

Use display screen equipment for substantial proportion of the working day.

Working within the library and at other venues across the Trust with occasional travel further afield for
meetings and training. E.g. as part of a regional group on an area of professional interest, travel usually
within the South West plus online meetings.

The ability to travel to attend Trust inductions (if face to face) and other meetings or training sessions is
essential.

Occasional need to deal with challenging, aggressive, or angry library users, patients, or staff.

To have some flexibility of hours and to travel to off-site locations as necessary for training and promotional
activities.
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GENERAL

e This is a description of the job as it is at present constituted. It is the practice of this organisation
periodically to examine employees' job descriptions and to update them to ensure that they relate to the
job as then being performed, or to incorporate whatever changes are being proposed. This procedure is
jointly conducted by each manager in consultation with those working directly to him or her. You will,
therefore, be expected to participate fully in such discussions. It is the organisations' aim to reach
agreement to reasonable changes, but if agreement is not possible management reserves the right to
insist on changes to your job description after consultation with you.

e We are committed to serving our community. We aim to co-ordinate our services with secondary and
acute care.

e We aim to make all our services exemplary in both clinical and operational aspects. We will show
leadership in identifying healthcare needs to which we can respond and in determining the most cost-
effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and
professionals.

¢ We recruit competent staff whom 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.

e The Trust operates a 'non smoking' policy. Employees are not able to smoke anywhere within the
premises of the Trust or when outside on official business.

¢ All employees must demonstrate a positive attitude to The Trust’s equality policies and Equality Scheme.
Employees must not discriminate on the grounds of sex, colour, race, ethnic or national beliefs, marital
status, age, disability, sexual orientation, religion or belief and will treat patients, colleagues and members
of the public with dignity and respect.

o If the postholder is required to travel to meet the needs of the job, we will make reasonable adjustments, if
required, as defined by the Disability Discrimination Act.

STAFF HEALTH AND WELLBEING
You must take responsibility for your workplace health and wellbeing:
e Be physically active at work (i.e. take breaks away from your desk, taking the stairs where
possible)
¢ When required, gain support from Occupational Health, Human Resources or other sources.
¢ Familiarise yourself with the health and wellbeing support available from policies and/or
Occupational Health.

o Follow the Trust’s health and wellbeing vision of healthy body, healthy mind, healthy you.

If you are a line manager, in addition to the above, it is expected you will:

Champion health and wellbeing.

Encourage and support staff engagement in delivery of the service.

Encourage staff to comment on development and delivery of the service.

Ensure during 1:1’s / supervision with employees you always check how they are.

HEALTH AND SAFETY AT WORK

The employer will take all reasonably practical steps to ensure your health, safety and welfare while at work.
You must familiarise yourself with the employer's Health & Safety policy, and its safety and fire rules. It is your
legal duty to take care for your own health and safety as well as that of your colleagues.
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INFECTION CONTROL - ROLE OF ALL STAFF

It is the responsibility of all members of staff to provide a high standard of care to patients they are involved
with. This includes good infection prevention practice.

All staff have a responsibility to comply with Infection Prevention and Control policies and procedures, this
includes:

e Attending mandatory and role specific infection prevention education and training.
e Challenging poor infection prevention and control practices.

e Ensuring their own compliance with Trust Infection Prevention and Control policies and procedures for
example, standard precautions, hand hygiene, prevention & management of inoculation incidents

CONFIDENTIALITY

You may not process or disclose any information of a confidential or personal nature relating to the employer
or in respect of which the employer has a duty of confidence to any third party other than where you are
obliged to disclose such information in the proper course of your employment or as required by law. Any
failure to comply with this term of your employment will be treated as an act of misconduct under the
employer’s disciplinary procedure.

SAFEGUARDING

To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 in
relation to child protection and safeguarding children and young people as this applies to the worker’s role
within the organisation.

To also be fully aware of the principles and practice of safeguarding applies to adults, in line with The Care Act
2014, in relation to the worker’s role, which will include recognising the types and signs of abuse and neglect.
The worker’s line manager should be made aware and kept fully informed of any concerns which the worker
may have in relation to safeguarding adults and/or child protection.

Everyone within Northern Devon Healthcare Trust has a responsibility for, and is committed to, safeguarding
and promoting the welfare of adults, at risk of abuse / neglect, and children and young people ensuring that
they are protected from harm.

Northern Devon Healthcare Trust ensures that the Trusts Safeguarding Children Policy, Child Protection and

Safeguarding Adult policies and procedures are promoted within the Trust and adhered to by all members of
staff.

JOB DESCRIPTION AGREEMENT

Job holder’s Signature: ..
DA, e
Manager’'s Signature: ...

D= | <N
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PERSON SPECIFICATION
POST: Librarian

REQUIREMENTS E/ HOW TESTED? INTERVIEW SCORE

D* COMMENTS
Application (1 Low

Form/Interview/ -10
Reference/Test High)

QUALIFICATIONS/SPECIAL TRAINING:

Degree in librarianship, Information E
Science, Knowledge Management or
other related discipline or equivalent
experience

Evidence of continuous professional
development.

ECDL or equivalent level of computer
literacy E

Teaching or training qualification or
experience — online and face to face.

KNOWLEDGE/SKILLS:

Use of information resources including E
electronic resources, preferably in a
health care setting.

Copyright and data protection. E

Information searching skills, preferably
related to evidence searches in a health
care setting

EXPERIENCE:

Experience of working in a customer
focussed environment or working co-
operatively with other people. E

Experience of working in a library,
information or knowledge service or
similar organisation, particularly a health
or academic library.
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Marketing and promotion of services and
resources.

Systematic evidence searching and
retrieval of information using a range of
electronic information resources.

Principles of critical appraisal

PERSONAL REQUIREMENTS:

Excellent communication and
interpersonal skills.

The ability to work as part of a team.

Excellent customer service skills,
understanding the importance of
maintaining ownership and responsibility
for the resolution of enquiries.

Ability to prioritise and organise workload.

Confidence in training individuals and
small groups online and face to face.

Standard keyboard skills, knowledge of
information packages with the ability to
learn how to use specialist library related
resources.

Flexible and adaptable approach.

Skills in assessing and responding to
complex information and training needs.

Self-motivated, able to motivate others.
Accuracy and attention to detail

Think creatively and identify solutions to
problems.

Ability to work in a multi-disciplinary and
multi professional environment.

Knowledge of research methodology,
concepts of evidence-based practice and
clinical governance.

Enthusiasm for health libraries and health
information.

Experience of project management.

Ability to develop and maintain working

m m m m m
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relationships with colleagues from other E
departments and organisations.

Ability to lead on specific library initiatives

and motivate library staff to achieve E
success.
Ability to cope under pressure with the E
ability to embrace change.
Maintain an awareness of and ability to
participate in national programmes. E
OTHER REQUIREMENTS:
The post holder must demonstrate a E Interview
positive commitment to uphold diversity
and equality policies approved by the
Trust. .
E Interview

Ability to travel to other locations as
required

*Essential/Desirable

HAZARDS:

Clinical contact with
patients

Laboratory Specimens

Proteinacious Dusts

Performing Exposure

Prone Invasive Procedures

Blood/Body Fluids

Dusty Environment

VDU Use

Radiation

Challenging Behaviour

Manual Handling

Solvents

Driving

Noise

Respiratory Sensitisers

Food Handling

Working in Isolation

Cytotoxic drugs

Night working
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