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Service Development Co-Ordinator, Grade 6
Libraries Service, Neighbourhoods Directorate
Reports to: Central Library Manager
Job Family: Corporate Organisational Support
Key Role Descriptors
 
Working within a support service or Centre of Excellence, the role holder will provide high-quality information and advice to enable the delivery of service and organisational objectives through the delivery of assigned work packages and projects. 
 
Key Role Accountabilities:
 
Effective delivery of assigned work packages to ensure achievement of service objectives, to support the effective decision making processes of the Council and to enable it to meet its legal obligations. 
 
Ensure that work packages delivered are in line with organisational direction of travel and agreed policies / procedures, including consideration of Public Service Reform principles. 
 
Provide robust and effective analysis of information in, using outputs to inform work packages and advise client services. 
 
Work collaboratively across the wider Council, providing specialist advice, information, support and challenge to support client services to meet the objectives outlined in business plans and the effective delivery of organisational objectives. 
 
Proactively assist the monitoring and review processes and procedures to ensure that key performance indicators are met and implement strategies and procedures to continually enhance the service. 
 
Provide advice and guidance to colleagues across the organisation in area of specialism. 
 
Roles at this level may be required to undertake management duties, either through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers. 
   
Personal commitment to continuous self development and service improvement. 
 
Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications. 
 
Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 

Role portfolio: 

As part of Manchester Libraries, Galleries and Culture Service, you will play a key role in delivering a vibrant cultural and educational offer for our diverse communities. Central Library welcomes approximately 1.5 million visitors each year, and this post is integral to the planning, delivery and continuous improvement of our public engagement programme. You will lead and deliver an inclusive programme of events, learning activities and partnerships that promotes the Henry Watson Music Library within Central Library, alongside targeted outreach with young people and other underrepresented communities to improve access, participation and impact.
You will also be responsible for raising the profile and use of our specialist music collections, using a range of channels including in‑building promotion, the website, newsletters and social media. Working with colleagues and partners, you will develop engaging content and communications that support audience development and encourage discovery of the collection. In addition, you will respond to enquiries relating to the collection, providing accurate information, signposting users to relevant resources and services, and helping to ensure enquiries are handled promptly and to a high standard.

Role overview
The role will require the successful candidate to strengthen access to, and engagement with, the Henry Watson Music Library by shaping an inclusive public programme and building partnerships that broaden participation—particularly for young people and communities who are currently underrepresented. It combines audience development, communications and specialist support so that the music collections are visible, well-used and well cared for, and that customers and partners receive a high-quality, responsive service.
Key Behaviours, Skills and Technical Requirements
Our Manchester Behaviours  
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly


Generic Skills

· Communication skills:
Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others and responds to issues arising. 

· Planning & Organising:  
Demonstrate the ability to organize multiple tasks in the most effective way 	and allocate time and energy according to task complexity and priority.
· Problem Solving and Decision Making:
Ability to analyse situations, diagnose problems, identify the key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable solution. 
· Creative skills 

Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.  
· Strategic thinking 
Skills to identify good practice and areas for improvement in strategy and communicate these to colleagues and key stakeholders 
· Commissioning skills 
Good partner relations skills: enquiry response; feedback evaluation; website management; performance advice; data quality assurance 
· People management 
Ability to organise own and others activities with an ability to carry out operational planning for a specific service area. 
Technical Requirements (Role Specific)  

· Hold a recognised professional library or archive qualification or equivalent experience.
· Experience and understanding of working in public libraries, with excellent 	customer service skills.
· Excellent digital and ICT skills across a range of packages, knowledge of their use in the development of service areas.
· Experience of library stock management and associated systems. 
· Flexibility to work unsocial hours, including weekends and evenings to meet the needs of the service.

