[image: ]
ERCA Job Announcement
Spring 2019
The University Library Department at the University of North Texas is seeking to hire an Electronic Resources & Contracts Assistant (ERCA) to support the acquisition of online resources for the library’s collection. 
To apply, follow this link: https://jobs.unt.edu/applicants/jsp/shared/frameset/Frameset.jsp?time=1549055115796 
Summary of position
The Collection Development Department is part of the Collection Management Division. Serving both internal and external customers, the Division provides selection, acquisition, cataloging, processing, and collection maintenance services for the collections of the UNT Libraries.
The Collection Development Department is responsible for acquiring information resources to support teaching, research, and learning at UNT. A large portion of the library budget is spent on electronic resources such as databases, digital collections, streaming video, and other online materials. The ERCA assists in the work of reviewing contracts and licenses to ensure adherence to Texas state law and University and Library guidelines. The ERCA works directly with vendor representatives, other library staff, and University legal personnel to review contractual terms. The ERCA also assists in vetting and promoting the resources themselves. This position offers significant opportunity for professional growth in an area of increasingly desirable expertise in the library field.
Position responsibilities
Responsibilities of the position include but are not limited to:
1. Evaluates contracts for purchases and renewals to insure they meet detailed university-mandated legal criteria and adequately reflect the expected terms such as pricing, payment schedule, access, etc. Exercises judgment to edit contracts which are found lacking and negotiates with vendors to settle on appropriate language and terms. 
1. Independently investigates and evaluates new purchases for subjective accessibility and usability criteria in order to expend budget. Participates in establishing purchase criteria. Makes recommendations for vendor selection and purchase consideration. 
1. Creates and maintains resource descriptions in library catalogs and resource lists to provide information to library patrons on the strengths and uses for all electronic resources. 
1. Creates and designs promotional material for existing electronic resources to increase product visibility and usage; new acquisitions to inform library patrons of their addition to the collection; and trials to insure a large sample group is available to provide feedback. 
1. Creates and maintains license records in Sierra Electronic Resource Management system to guide library staff in how resources may be legally used. 
1. Creates and maintains extensive electronic filing system to store critical purchase documentation.
Required qualifications
The preferred candidate will possess the following minimum qualifications: 

Bachelor’s Degree and one year of progressively responsible library experience; or any equivalent combination of education, training, and experience. The following knowledge, skills, and abilities are required: 
1. Extensive knowledge of library principles and policies, and knowledge of specialized area functions and workflows. 
1. Experience in working effectively with students, faculty, staff, and the community. 
1. Ability to utilize multiple computer applications toward increased productivity in a rapidly changing environment. 
1. Strong leadership skills.
1. Excellent written and oral communication skills. 
1. Ability to establish and maintain effective working relationships. 
1. Knowledge of safe working procedures and security measures related to work performed.

Preferred qualifications
The preferred candidate will possess the following additional qualifications: 
Experience with any of the following: 
1. Technical writing 
1. Contracts 
1. Copyright 
1. Evaluating online resources 

Special application instructions

1. Applicants must submit a resume, a cover letter and a list of three professional references with their online application. 
1. Applicants must also select a title from the Directory of Open Access Journals (http://www.doaj.org) or Directory of Open Access Books (http://www.doabooks.org) and submit a brief product description as a writing sample.

The University of North Texas System and its component institutions are committed to equal opportunity and comply with all applicable federal and state laws regarding nondiscrimination and affirmative action. The University of North Texas System and its component institutions do not discriminate on the basis of race, color, sex, sexual orientation, gender identity, gender expression, religion, national origin, age, disability, genetic information, or veteran status in its application and admission processes, educational programs and activities, and employment practices.
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