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	Role Profile




	Job Title
	Manager Library Services 
Reference No: KHI/L/32/1415 (Karachi- 2 posts)

Reference No: LHE/L/33/1415 (Lahore- 2 posts)

	Directorate or Region
	S Asia
	Department/Country
	Pakistan

	Location of post
	Lahore & Karachi
	Pay Band
	6/( locally recruited)

	Reports to
	Head of Libraries and Outreach Services
	Duration of job
	Two years fixed term contract renewable

	Purpose of job:  
To manage operational running, content development as well as customer services at the British Council Lahore/Karachi library. 

Context and environment: 
The British Council creates international opportunities for the people of the United Kingdom and other countries.  We call this cultural relation, and we believe it brings the people of Britain and Pakistan closer together, and helps them to understand each other better. 

We have been in Pakistan for over sixty years, and during that time we have developed deep and lasting relationships with individuals and organisations. We are re-opening Libraries as convening spaces, content hubs and information services that support our wider strategy in Pakistan. These will initially be in Karachi and Lahore, but a key component of this is building outreach services to Tier 2 cities and supporting the work of the SBUs as part of our strategy of “Moving Beyond Walls”.
We have three key areas of work – English and Exams, the Arts and Education and Society, through which we engage with leaders, policy makers, influencers and opinion formers, from senior politicians through to teachers and youth leaders.  In Pakistan we operate at scale supporting 500,000 exams a year, working with over 150,000 teachers and all Higher Education Institutions. We have ambitious plans for Arts, further work in English – especially in Sindh and KP building on our success in the Punjab – and we are planning to open Teaching Centres in 2016.

Our Library offer is based upon creating hubs that will provide a convening space for activity with controlled public access, that will support knowledge and digital services that will support the work of our SBUs and will host relevant collections. We expect our Libraries to act as a catalyst to all our work. 

Key features of our activity over the coming years will include: the delivery of English language learning opportunities across the public and private sectors; world-class teacher education and educational policy fora; collaborative research projects in higher education; schools partnerships; personal development through digital information services and UK qualifications; platforms for arts and cultural exchange and technology solutions to give access to all our products and services on the widest and most cost-effective basis.  
These posts, one to be based in Lahore and another in Karachi, are being recruited as part of a core Library and Digital Services team (LDS). The post holders will report to their respective Head of Libraries and Outreach Services in Karachi and Lahore and will supervise Customer Service Assistants and any other temporary staff assigned to the Centre.
The Library hubs will act as both a delivery channel for our Strategic Business Units (SBUs), and a content development partner and training supporter, creating a lasting, transformational impact in four areas:

· Providing state-of-the art access to information for customers in Pakistan through physical and digital platforms

· Connecting people to opportunity by convening active networks and cross cutting communities of interest online and F2F
· Supporting our core areas of work in cultural relations – English and Exams, Arts, Education and Society – by delivering 1,000 programmes per year in our 28 centres throughout  Pakistan, exclusively through partners by 2020

· Developing Content Services for our core programmes and ensuring that we have innovative, relevant and accessible online services 

The core purpose of the LDS Team is to:

· Act as a focal point for quality and consistency across the centres, supporting them with collection development, including digital, identifying and procuring content and branding across the pan-Pakistan network

· Liaising with SBUs to ensure strategic alignment and high-quality delivery of all content 

· Manage vendor relationships/SLAs/or the library network in South Asia

· Lead on learning & development and knowledge management for the library network, and provide a physical and digital platform for exchange of best practice and ideas

· Increase the British Council’s reach and impact across Pakistan
Accountabilities, responsibilities and main duties: 

Operations

· Works closely with the Head of Libraries and Outreach Services Lahore/Karachi to ensure that library operations and running smoothly and in compliance with British Council systems and standards.
· Responsible for managing KOHA library management system, licence agreements and other operational duties (library management, managing financial processes, budget management, managing collection etc.) to ensure smooth running of the library as British Councils systems and standards.

· Supports Head of Libraries and Outreach Services Lahore/Karachi to promote membership concept in their location and proactively engages with members to deliver customer service as per BC standards.

· Provide support for successful delivery of events and training as per the event calendar.

Business Development
· Responsible for supporting the wider LDS team with on-going market research to continuously update library collection as per the needs of the potential audience.

· Responsible for continuously improving content for the library as well as content delivery channels as per customer feedback or responsible for supporting identification of potential audience via market research
· Works in collaboration with the wider LDS Team for developing the annual calendar of events or responsible for planning and delivering events ensuring the right audience is targeted

Key relationships: (include internal and external) 

Internal:

Centre Manager

Director Library & Outreach

Area Directors 
Director Digital
Head Programmes 

English, Exams, Education & Society and Arts leads

Central Marketing and Communications team
LDS team members
External:

Centre members

Exam candidates and agents 

Key media contacts and editors
Education contacts seeking training services
Corporate clients seeking training services
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Regular evening or weekend working where programme requires.


	Please specify any passport/visa and/or nationality requirement.
	Right of employment in Pakistan

	Please indicate if any security or legal checks are required 
for this role.
	Police checks


Person Specification

	
	Essential 
	Desirable 
	Assessment stage

	Behaviours 
	Working together (More demanding)

Ensuring that others benefit as well as me
Being Accountable (More Demanding)

Putting the needs of the team or British Council ahead of my own

Making it happen (Most demanding)

Achieving stretching results when faced by change, uncertainty or major obstacles
	
	Interview



	
	Connecting with others (More demanding)

Actively appreciating the needs and concerns of myself and others
Shaping the future (More Demanding)

Exploring ways in which we can add more value
Creating shared purpose (More Demanding)

Creating energy and clarity so that people want to work purposefully together
	
	These behaviours will be needed to successfully carry out the role, but will not be assessed for recruitment purposes



	Skills and Knowledge
	Managing team – Level 3

Using technology – Level 3
Developing Business – Level 3
Managing Accounts and partnerships – Level 3
Communicating and influencing- Level 3


	
	Shortlisting and interview

	Experience and knowledge
	1 year relevant work experience preferably in a customer service environment

Experience in managing customer relationships and marketing

	Knowledge of Library Management Systems (KOHA)
	Shortlisting and interview

	Qualifications
	Graduate in any discipline

(16 years of education)

	Degree in library sciences
	Short listing


	Submitted by
	
	Date
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