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Position Description  

 
 

 

Our values 
 
Students at our core  Students are our reason for being 
 
Innovation Innovation is encouraged through collaboration   

and partnerships 
 
Leadership Taking responsibility as a leader 
 
Integrity Doing the right thing in a reliable way 
 
 

 
Lincoln – our university 
 
As the longest-running agriculturally-based university in the Southern Hemisphere, Lincoln 
University’s story begins with farming, but it certainly doesn’t end there. As New Zealand’s economy 
diversified, so have we. Lincoln University is here to enhance and enrich lives. To grow the knowledge 
of our students so they can shape a world that benefits from a greater understanding of the 
relationship between our land, the food produced from it and the ecosystems within it. With three 
academic faculties, one teaching division, several research centres, and a range of corporate service 
units, Lincoln University draws its students from throughout New Zealand and from over 60 countries. 
Lincoln University has a student roll of around 3,000 and approximately 600 staff.  
 
Lincoln is a progressive university with ambitious strategic goals and a commitment to having a 
professional workforce that reflects the diversity of its community. Professional staff engage with 
academic staff, students, parents, Government, Iwi, community groups and many other external 
stakeholders. All staff are expected to uphold the reputation of Lincoln through the way they 
undertake their work. 
 
Lincoln is committed to the Treaty of Waitangi and the objectives and values as set out in its Māori 

Strategy, which is linked to Lincoln’s Strategic Plan. 
 

For further information about Lincoln go to www.Lincoln.ac.nz  
  

 

Position title Metadata Analyst - Scholarly Collections   

Primary work unit Library, Teaching and Learning , Te Waihora Campus, Lincoln 
University    

Responsible to HOD University Collections   

Responsible for No Direct Reports  

Position status Permanent Full Time  

Hours of work 37.5 per week, 1.0 FTE 

Remuneration General Collective G5    

http://www.lincoln.ac.nz/


 
 
 

2 
 

Position purpose 
To provide online access to the academic and professional output of Lincoln University staff and 
students for learning, teaching and research. To develop durable digital collections that mitigate the risk 
of asset loss while raising the visibility, rankings, and profile of the organisation, its staff, students and 
alumni.  
 
Position location  
The University Collections team in Library, Teaching and Learning (LTL) manage the collections of 
unique academic and professional outputs of Lincoln University staff and students, and provide 
educational services that enhance the understanding and use of research technology for learning, 
teaching and research. 
 
Strategic context  
Library, Teaching and Learning provides services that include assistance with study techniques, 
disability support, finding resources, strengthening writing, managing research, referencing and data, 
enhancing teaching, and developing student careers. 
 
 

Key responsibilities  
 
1. Collection and Curation  of Research Output   
Outcome  Online accessibility and discovery of unique Lincoln University authored 

outputs for visibility, impact and compliance is optimised  

Key responsibilities 
include:  

1. Managing the curation of university research outputs and publications in 
Research@Lincoln repository, using  digital sources to harvest Lincoln 
authored publications 

2. Managing the identification, prioritisation, and progression of digitisation 
projects for university publications and scholarship to build open access 
digital collections 

3. Contributing to repository site administration, collection structure and 
content 

4. Maximising features of repository and related workflow software, 
databases and author identity technology to enhance performance of 
collections for ranking assessments and impact 

5. Providing monthly reporting on statistics to HOD for inclusion in LTL 
reporting on Research@Lincoln citations, downloads, embargos, and 
open access 

6. Providing annual reporting on citations and H Index scoring to HOD for 
disbursement  for PBRF reporting purposes 

7. Contributing  to the delivery of workshops and education of Lincoln 
University staff and postgraduates 

2. Collection and Curation of publications  
Outcome: Lead the collection and curation of open access publications and 

professional research outputs of Lincoln University 

Key responsibilities 
include: 
 

1. Managing funding applications and budget for open access publications, 
and contribute to assessment committee decisions 

2. Assessing and reporting impact metrics, selected publication model, 
financial commitment, and metadata of applications 

3. Maximising features of repository module and workflow software to 
enhance performance and reporting of open access outputs for rankings 
and impact 

3. Collection and curation of academic and professional datasets  
Outcome: Online accessibility and discovery of unique Lincoln University outputs for 

visibility, impact and compliance 
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Key responsibilities 
include: 

1. Managing curation of university data outputs in the Data@Lincoln 
publication platform 

2. Coordinating identification, prioritisation, and progression of digitisation 
projects for university datasets 

3. Provide regular reporting and statistics to HOD for distribution, on 
workflow and impact of Data@Lincoln platform 

  

4. Treaty of Waitangi 
Outcome: Demonstrates, and encourages others to demonstrate support for the 

University’s commitment to the Treaty of Waitangi.  
Key responsibilities 
include: 

1. Support the University to meet its obligations under the Treaty of 
Waitangi 

  

5. Health & Safety 
Outcome: To support a safe working and teaching environment for staff and students 

Key responsibilities 
include: 

1. Accepts responsibility for own safety and wellbeing 
2. Be aware of and follow the university’s Health & Safety Policies, 

procedures and guidelines 
3. Undertake all health and safety training and induction, as required 
4. Ensure that all appropriate personal protective equipment is worn or used 

as required 
5. Report all events and hazards, and unsafe behaviours 

 
 
Key relationships 
 
The Metadata Analyst - Scholarly Collections reports directly to the HOD University Collections, LTL, 
then to the Director of LTL 
 
The Metadata Analyst - Scholarly Collections will develop and maintain excellent working relationships 
with staff in the University Collections team, Research Data Analyst and other teams in LTL, the 
Research Management Office, Alumni Office and Lincoln University alumni, academic staff and 
postgraduate students of Lincoln University and will also work with external providers and vendors as 
required to perform effectively in the position 
 
 
Delegations 
 
There are no delegated authorities for this position.  
 
 
Competencies 
 
Competency Demonstrated by 

Client focus Understands and believes in the importance of client service; listens to and 
understands the needs of internal and external clients; displays 
professional, courteous and empathetic approach; considers equity and 
diversity issues in interactions; meets and exceeds client needs to ensure 
satisfaction 

Self-management Effectively plans and organises work to achieve desired outcomes; 
proactive, remains focused, takes action to overcome obstacles and 
follows through to completion 
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Integrity Is fair, open, honest and consistent in behaviour and can be relied upon; is 
receptive to Māori, Pasifika and multicultural issues; generates confidence 
in others through professional and ethical behaviour 

Innovation  Thinks in terms of opportunities and possibilities. Recognises the value of 
creative and new ideas and harnesses their benefits. Encourages the 
discussion, free-debate and generation of creative ideas and solutions. 
Develops unique solutions that are not limited by previous solutions. 

Analysis and 
judgement 

Identifies and analyses issues and problems, considers alternatives, 
makes sound decisions and commits to a course of action 

Communication Clearly and concisely communicates with a wide range of people in all 
situations, both orally and in writing; effectively listens; understands cultural 
differences in regard to communication 

Relationship building Builds and maintains positive and productive working relationships and 
networks; consults widely; is sensitive towards different peoples and 
cultures 

 
Selection criteria  
 
Education  

A university degree in a related field (preferred)  

AND  

A postgraduate qualification or minimum of 2 to 3 years related workplace experience (preferred) 

 
Technical Skills and Experience  
 

• Strong computing and web-based skills (including Microsoft) and the ability to explore 
software and web applications and evaluate their relevance 

• Operational knowledge of website construction and software applications 
• Knowledge and experience using Elements and DSpace software 
• Strong familiarity with the functionality of common Microsoft Windows software applications 

and Adobe Photoshop, Illustrator, Pro, InDesign, Bridge, NMS Recollect and audio and video 
editing and conversion software  

• The ability to scope technical and system challenges 
• Excellent written and oral communication skills, including presentation skills 
• A high degree of accuracy and attention to detail 
• Expertise in use of paper and digital information systems, and document and image processing 
• Experience searching library databases and content systems 
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