Job Description
Position Details
Faculty/Directorate

Arts and Humanities

School/Department

Department of English

Team

Arts and Humanities

Job Title

Director of the Manchester Poetry Library

Grade

9

Hours of Work

37 hours per week

Contract Duration (Perm/Fixed Term)

Permanent

Reports To (Job Title)

Head of Department of English

Responsible For (Job Title)

Poetry Project Manager

Principal Accountabilities
You will be responsible for providing strategic leadership and management of the Manchester
Poetry Library, working to optimise its potential within the culture sector and shape its current and
future contribution to the University’s strategic priorities.
You will develop and implement the vision for the Manchester Poetry Library, in line with an
outward-facing philosophy of engagement, access and participation, and will work alongside
counterparts in other poetry libraries in the UK and internationally to create an offer which is both
distinct and complementary.

Key Tasks
Policy, strategy and external engagement
Lead the development of a strategy for increasing the profile and presence of the Manchester
Poetry Library to build on the University’s position as a centre for academic and creative excellence.
Work with stakeholders in the community to develop externally funded projects which promote and
celebrate poetry in the many languages and cultures of the City.
Develop and implement both an annual and a rolling three-year plan for the University, setting
objectives and priorities and leading strategic planning for the Manchester Poetry Library.
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Carry out regular benchmarking and external engagement to ensure that policy and provision
relating to the Manchester Poetry Library is innovative and sector leading.
Work closely with counterparts in poetry libraries across the UK and internationally to bring the
poetry libraries together in a network to the benefit of all parties.
Work with academic and professional service colleagues in the University to develop and implement
an external income strategy for the Manchester Poetry Library targeting funding from a range of
sources including sponsorship, research council grants, ACE and HLF.
Work with leads in other creative disciplines and Marketing and Communications to promote the
collective strength of the University’s cultural assets and creative educational offer.
Create and develop networks and create connections with a diverse range of stakeholders including
prospective donors, funding bodies, researchers and academics.
Represent the interests of the University in the sector at national and international levels; promote
outreach and networking and develop a positive profile and reputation in the wider community.
Management of services
Manage the services offered by the Manchester Poetry Library in a manner that delivers best benefit
within the available resources and is consistent with the University’s strategic aims and priorities.
Make optimal use of IT and other systems to maximise the efficiency and effectiveness of services,
and to enable the collection and analysis of data and information that will support future decisionmaking.
Deploy and manage the staffing and other resources in the Manchester Poetry Library optimally in
the support of changing priorities.
Ensure that the views of staff, students and stakeholders are obtained on the services provided by
the Manchester Poetry Library and that those views are taken into account in the development of
services and processes.
Report biennially to the MPL steering group on progress against annual planning objectives.
General Leadership and Management
Ensure that communication with all stakeholders, both internal and external, is appropriate and
effective.
As a senior member of the team within the English Department contribute to the wider management
of the department, engaging in annual and other planning processes.
Ensure that the University’s financial procedures and regulations are followed in managing any
budgets that are devolved to the Manchester Poetry Library.
Be accountable to the Head of Department for ensuring that value for money is sought and achieved
in the use of resources.
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Lead and or participate in cross-University committees, working groups and project teams as may
be required by the Head of Department.
Create and nurture a wide range of relationships both within and external to the University.
Work in partnership with Library Services to manage library staff and resources and the delivery of
services to MPL users.
Work with academic leads in other disciplines to identify and develop opportunities for staff and
student collaborative projects, promoting the vision for the MPL to be an asset for the University at
large, rather than a single discipline.
Seek opportunities to represent and promote the MPL locally, nationally and internationally, via
membership of networks, boards and working groups.
Provide a strong and consistent advocacy for the MPL’s vision and core values agenda.

Special Features
The nature of the post requires the post holder to work flexibly in the discharge of their duties. This
may involve working occasional evenings/weekends, for example to host or attend events.
Some UK and overseas travel will be required, as appropriate.

Miscellaneous
You will ensure that appropriate management systems and procedures are in place to meet your
health and safety duties and responsibilities contained within the University’s health and safety
policy. In particular you will ensure that appropriate risk assessments are carried out in respect of
significant hazards and that safety inspections are undertaken on at least an annual cycle in each
workplace under your control.
You are responsible for applying the University’s Equality and Diversity Policy in your own area of
responsibility and in your general conduct.
You have a responsibility to promote high levels of customer care within your own areas of work.
You are expected to co-operate with the PDR process, engaging in the setting of objectives in
order to assist in the monitoring of performance and the development of the individual.
You will assess the training and development needs of each member of staff under your control to
ensure they are adequately supported in relation to their work responsibilities.
Such other relevant duties commensurate with the grade of the post as may be assigned by the
Manager in agreement with you. Such agreement should not be unreasonably withheld.
You may be required to undertake a specific Health & Safety role, commensurate with your grade,
to support the University in meeting its statutory Health & Safety obligations. This could include
acting as a DSE Assessor, First Aider, Fire Marshall or Departmental Safety Co-ordinator. The
allocation of such roles will be subject to the provision of appropriate training and assessment of
competence.
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You may, with reasonable notice, be required to work at any of the Manchester Metropolitan
University sites.
You are responsible for assessing and managing risk for all elements of work within your own
area/team and for ensuring effective risk management processes are in place.
You have the responsibility to engage with the University’s commitment to Environmental
Sustainability in order to reduce its waste, energy consumption and carbon footprint.
You have the responsibility to engage with the University’s commitment to delivering value for
money services that optimise the use of resources and therefore should consider this when
undertaking all duties and aspects of your role.

Review
This is a description of the job at the time of issue. It is the University’s practice periodically to
review and update job descriptions to ensure that they accurately reflect the current nature of the job
and requirements of the University and to incorporate reasonable changes where required, in
consultation with the jobholder.
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Person Specification
In order to be shortlisted you must demonstrate that you meet all the essential criteria and as many
of the desirable criteria as possible. Where we have a large number of applications that meet all of
the essential criteria, we will then use the desirable criteria to produce the shortlist.
All disabled candidates who meet the minimum essential criteria will be included on
the shortlist.

Selection Criteria
Attributes

General &
Specialist
Knowledge

Essential/
Desirable

Relevant Criteria

1.1

The ability to contribute effectively to planning and decisionmaking, understanding when to act alone or involve others.

E

1.2

Excellent management and organisational development skills
and the ability to manage change.

E

1.3

Excellent communication, influencing and networking skills.

E

1.4

The ability to develop and enhance policies, services,
processes and systems, in ways that recognise resource
constraints and the need to demonstrate value for money
(VFM).

E

1.5

The ability to adjust services and processes in response to
internal and external developments and/or changes in
stakeholder requirements.

E

1.6

Excellent analytical and writing skills and the ability to draw
conclusions from complex information sets and to make clear
recommendations for action. Able to make recommendations
and develop business cases for external and internal
audiences.

E

1.7

The ability to deliver outcomes on agreed timescales.

E

2.1

Knowledge and understanding of the issues and context
within which poetry libraries operate.

E

2.2

Knowledge of and expertise in the design, development,
management and delivery of library services, including
stakeholder engagement, collections development and
conservation, and excellent knowledge of all relevant policy
frameworks.
Understanding of academic structures and institutions.

D

Skills &
Abilities

1

2

Item

2.3

D
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Education &
Training

4

5

Relevant
Experience

Special
Requirements

Date of Revision

3.1

A degree or equivalent qualification, or substantial relevant
experience that demonstrates high order literacy, numeracy
and analytical skills.

E

4.1

Significant senior management experience in a small to
medium-sized organisation within the literary/arts sector or
similar sector

E

4.2

Demonstrable success in building sustainable funding and
supporter relationships

E

4.3

Experience of successful partnership work.

E

5.1

Evidence of, and commitment to, ongoing personal and
professional development.

E

5.2

A commitment to equality and diversity policies and
objectives.

E

5.3

Demonstrate a positive attitude to change and excellent
customer service.

E

January 2019
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