WATERLOO

Job Description

Job Title: Course Reserves Copyright and Technical Specialist
Department: Library

Reports To: Manager, Resource Sharing and Reserves

Jobs Reporting: None

Salary Grade: UsG7

Effective Date: January 2024

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 of our work is done with a strong
commitment to equity, diversity, inclusion and accessibility.

The Course Reserves Copyright and Technical Specialist reports to the Manager, Resource Sharing and
Reserves and is the library’s expert in software and applications that support the course reserves service -
-critical to the teaching and learning mission of the University. The Specialist is Circulation Services’
expert in understanding the Canadian copyright landscape and acts as a copyright resource for library
staff and instructors. The Specialist also collaborates with the course reserves team to make course
materials available to the University community.

Key Accountabilities

Technical specialist

e Provides expert support on issues relating to the reserves management system, as well as its
integration with the library discovery system, the campus course management system, and other
systems as needed

¢ Plans and implements maintenance and enhancement testing to library reserves-related software
(public and staff interfaces), working closely with Digital Initiatives and consulting with other campus
reserves staff

e Assesses when technical problems require additional support, reports issues directly to software
vendors, and works with colleagues to resolve these problems

o Documents all changes to support efficient workflows and creates and delivers training for library
colleagues

e Extracts data from various tools, analyzing and presenting data to identify trends and recommend
changes, collaborating with Library colleagues, as needed

e Supports campus investigations related to course content support in general, in an ever-evolving
software and policy environment

e Assists with training on Course Reserves functions

Copyright expertise
¢ Maintains deep knowledge of the Canadian copyright landscape and interprets applications to
course reserves service, articulating to library staff, instructors and campus partners
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¢ Interprets Canadian copyright law implications to ensure copyright compliance is followed by

instructors, campus departments, and library staff
o Works with the Copyright Librarian wherever clarity is required and to ensure consistency in
interpretation/application

¢ Communicates relevant copyright information to course reserves staff across the campus

e Participates in copyright-related committees or working groups on a campus or consortia level

e Upgrades knowledge and skills by attending relevant webinars, conferences, and training
opportunities

Provision of course materials

e Liaises with instructors to make course material available to support teaching and student learning

e Purchases licenses for copyright clearances and engages with authors, publishers, and/or copyright
clearinghouses, to see copyright permissions

e Processes requests in a timely manner in accordance with our service standards, using various
modules in the library services platform and reserves management system to make course material
available

¢ Consistently and accurately applies copyright policies to material requested for electronic reserve,
which includes ensuring that material complies with library licenses and Fair Dealing guidelines

Client service

¢ Provides outstanding service at virtual and in-person service points for all library, campus, and
community members

o Consistently practices a wide variety of client services skills such as: patience, attentiveness,
positive language, willingness to learn and problem solve on behalf of library patrons

¢ Contributes to continuous improvement in the department by identifying and bringing forward issues,
and by participating in working groups and committees

e Supports and advances the Library’s strategic directions to further the library’s contribution to the
campus Strategic Plan

e Shares in the provision of circulation services, typically working at a service point and provides
coverage for evening and weekend supervisors.

*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
e Undergraduate degree or equivalent in education/experience

Experience

e Experience in library operations, with working knowledge of Course Reserves

o Demonstrated experience successfully collaborating in a collegial team environment

o Experience producing reports or recommendations based on data or systems investigations
o Experience producing workflow documentation

e Experience providing frontline customer service

Knowledge/Skills/Abilities
¢ Demonstrated understanding of Canadian copyright law and its applications in the context of higher
education
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Demonstrated aptitude for and commitment to outstanding client service; proven excellent
communication and interpersonal skills; proven attention to detail

Proven aptitude with detailed software applications and demonstrated ability to quickly learn new
technologies

Demonstrated analytical and problem-solving skills

Proven ability to take initiative

Proven ability to manage and prioritize tasks

Special conditions

Moderate lifting and carrying of library materials is required

Nature and Scope

Contacts: Internally, works closely with Digital Initiatives to install, maintain, and support reserves
software and to troubleshoot technical issues. Provides instruction and training in reserves and works
with colleagues in the library and from the broader campus community. Works with representatives of
various campus departments as a member of the Copyright Advisory Committee Working Group.
Externally, communicates with the reserves software vendor regarding support issues and requests for
enhancements. Contacts copyright collectives, publishers and individual rights holders to clear
copyright. Collaborates with Ontario Council of University Libraries colleagues on joint projects
associated with the delivery of course reserves.

Level of Responsibility: Provides software support and training for reserves to end-users, including
instructors, staff and students. Troubleshoots and resolves technical issues as they arise and liaises
with vendors as required. Works with minimal supervision.

Decision-Making Authority: Decisions related to daily operations are made independently. Provides
recommendations to and makes decisions in consultation with the Manager, Resource Sharing and
Reserves, and Digital Initiatives, about the implementation of reserves software upgrades. Authorized
to purchase transactional copyright licenses.

Physical and Sensory Demands: Minimal demands typical of a position operating within an office
environment. Moderate lifting and carrying of library materials. Extensive computer work.

Working Environment: The position is office based. Some exposure to disagreeable conditions
typical of a public service position with responsibility for a high-demand, time-sensitive activity. This
role is suitable for a hybrid working model.




