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Job Title:  Acquisitions Associate 

Department:  Library 

Reports To:  Acquisitions Manager 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: November 2023 

 

Primary Purpose 

The University of Waterloo Library is the campus's partner in learning, research, and innovation. Its two 
main locations and three satellite spaces act as interdisciplinary hubs, bringing together the knowledge, 
expertise, and resources needed by our diverse campus community. The University was built for change 
and the Library exemplifies Waterloo’s agility as we continuously transform our approaches to creating, 
discovering, using, sharing, and preserving information. With a commitment to open and equitable access 
to information, we equip researchers and students with the critical research skills to improve our world as 
active citizens, creative problem solvers, and agile leaders. All our work is done with a strong commitment 
to equity, diversity, inclusion, and accessibility. 
 
Reporting to the Acquisitions Manger, the Acquisitions Associate works as a member of a team to ensure 
accurate and timely acquisition of print and electronic library information resources across all University 
Libraries. This position supports the renewal processes, order maintenance, and workflows for purchase 
orders, and participates in the budget rollover process and fiscal year-end. Working closely with Liaison 
Librarians, the Acquisitions Manager, and Department Heads, the incumbent facilitates fiscally responsible 
and timely acquisitions including vendor discount applications, vendor performance reporting, duplication 
reporting, budget transfers and maintenance, and suggests workflow enhancements.   
 

Key Accountabilities 
 

Acquisitions Processes Support: 

• Place orders for print, electronic, packages and consortia products in a timely, fiscally responsible 
manner.   

• Review subscription orders, renewals, and cancellations with the selectors and the Acquisitions 
Manager, effectively communicating any changes with other library staff and vendors.   

• Review and reconcile titles in consortia and electronic packages annually and identify duplication of 
access through Acquisitions Plans, Open Access, or existing subscriptions. 

• Identify, analyze, confirm, and communicate price increases and content changes for ongoing 
subscriptions. 

• Analyze and interpret consortia package deals and readily communicating complex information to 
other Library staff and Liaison Librarians.  

• Document Acquisitions processes and providing Liaison Librarians with documentation and support 
to effectively use departmental processes.  

• Track the modification of orders through reporting codes in the Library Service Platform (LSP). 

• Review and assess vendors’ online databases and interfaces to ensure they meet the University’s 
accessibility requirements.    
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Accounts Payable Processes Support: 

• Support payment processes in close collaboration with the Acquisitions Manager, Acquisitions 
Associate, Invoicing and Ledgers and Finance Officer  

• Assist in the fiscal close and opening processes.  

• Coordinate annual serials assessment process to analyze expenditures and adjusting orders.  

• Run/create reports, to ensure orders are processed, invoiced, and completed.  

• Purchase library materials and reconciling these purchases monthly. 

• Create new vendor accounts with a high degree of accuracy on the University’s financial system and 
LSP and communicate changes in vendors in an accurate and timely manner. 

• Calculate and implement fund transfers on LSP to purchase new library resources in addition to 
tracking budget transactions, expenditures, preventing expenditures and monitoring budgets, 
including the compilation of historical change reports.  

• Ensure cost-shares and split payments are agreed to by all parties and noted. 

Department Participation: 

• Collaborate and support the Library’s Collections workflow, working closely with members of the 
department as well as the Cataloguing Department, Liaison Librarians and other Library units 

• Provide recommendations and best practices for acquisition sources and methodologies 

• Develop strategies/recommendations to support fiscal efficiencies 

• Communicate effectively with publishers, vendors, and consortia groups to enhance relationships, 
identify purchasing options, ensure the application of discounts, troubleshoot access and purchasing 
issues 

• Respond to department ticketing system in accordance with customer service standards and ensure 
complex information is communicated in a timely fashion 

• Support the Electronic Resource Access (ERAccess) team by confirming order subscription and 
purchase information which may require troubleshooting work 

• Participate in departmental reviews and working groups 
 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Bachelor’s degree or equivalent in education/experience 

Experience 

• Experience working effectively in a team-based service-oriented environment.  

• Demonstrated experience with very detail-oriented processes, requiring an exceptional degree of 
accuracy.  

• Proven experience working with Microsoft Excel. 

• Demonstrated experience and aptitude for investigating and troubleshooting.  

• Experience in library operations, particularly knowledge of acquisitions an asset 

• Experience with the procurement of print and electronic library information resources in a higher 
education setting an asset 

• Experience with a Library Service Platform (LSP), particularly in an academic setting, vendor sites 
and Electronic Resources Management (ERM), an asset 

• Preferred Technical Skills: 
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o JIRA/Confluence – Intermediate 
o SharePoint – Beginner 
o Ticketing System (JIRA/JSM) – Beginner 
o Financial System (Unit 4) – Beginner 

Knowledge/Skills/Abilities 

• Demonstrated ability to take initiative, analyze and resolve problems and to prioritize multiple tasks 
in an environment with frequent interruptions.  

• Proven ability to work independently, professionally, and collaboratively in a service-oriented 
environment. 

• Proven ability to foster positive working relationships and partnerships across multiple and diverse 
stakeholder groups; excellent oral and written communication skills.  

• High level of comfort working with software applications, including Excel, and vendor websites and 
databases.  

• Ability to work with complex financial excel spreadsheets and formulas. 

• Ability to manage, analyze, and report on data.  

• Ability to understand and work with exchange and conversion rates. 

• Comfort with ambiguity and proven ability to manage change in a proactive work environment.  

• Ability to document departmental processes. 

• Proven self-starter with demonstrated commitment to process improvement.  

• Awareness of licensing processes for electronic products.  

• An understanding of library resources and record structures. 

 
Nature and Scope  
• Contacts: Internally, communicates with staff in the library to present/describe/analyze information 

and to obtain decision/action on issues. Externally, communicates with vendors to present/describe 
information, obtain action on issues, establish relationships, place orders, advocate for discounts and 
credits, ensure order completion and appropriate access is established. 

• Level of Responsibility: Responsible and accountable for the timely, fiscally responsible, 
acquisitions, orders/renewals and inventory reconciliation. Works closely with other staff to develop 
and act on recommendations and implement decisions. Responsible for inputting a high volume of 
complex year-end orders in the last weeks of the fiscal year. Alerts manager when subject budgets are 
close to being overspent. 

• Decision-Making Authority: Responsible for triggering review of orders, renewals. Responsible for 
application of collection principles to decide to cancel duplicated titles. Responsible for addressing 
vendor performance issues, troubleshooting orders and invoice issues, and deciding when to 
investigate price increases. Responsible for identifying and the completion of required ledger transfers. 
Responsible for problem-solving daily issues in area of responsibility. Works with manager and others 
to solve more complex problems. Responsible for purchasing Library items with purchasing card. 

• Physical and Sensory Demands: Demands typical of an office administration position operating 
within a client focused, partially enclosed office environment. Requires close attention to detail, 
thoroughness and accuracy. 

• Working Environment: Partially enclosed cubicle office environment. Exposure to conditions 
associated with urgent, time-sensitive activities and troubleshooting. 


