
ED 265 856

AUTHOR
TITLE

DOCUMENT RESUME

IR 051 374

Griffiths, Jose-Marie; And Others
New Directions in Library and Information Science
Education. Final Report. Volume 2.3: School Librarian
Competencies.

INSTITUTION King Research, Inc., Rockville, Md.
SPONS AGENCY Office of Educational Research and Improvement (ED),

Washington, DC. Center for Libraries and Education
Improvement.

PUB DATE 84
CONTRACT 300-82-0152
NOTE 231p.; One of 12 volumes supplementing the Final

Report on this project (IR 051 371).
PUB TYPE Information Analyses (070) -- Reference Materials -

General (130)

EDRS PRICE MF01/PC10 Plus Postage.
DESCRIPTORS *Competence; Elementary Secondary Education;

Employment Patterns; *Job Performance; Job Skills;
Learning Resources Centers; *Librarians; Library
Research; *Library Services; Occupational
Information; *School Libraries

IDENTIFIERS Competency Identification ProcduLes; Competency
Lists

ABSTRACT
This document contains validated activities and

competencies needed by librarians working in a school library. The
activities and competencies are organized according to the functions
which school librarians perform: acquisitions; cataloging;
circulation and reader services; collection maintenance; interlibrary
loan; management; reference; and serials control. Within each
function, competencies are grouped under the categories of Knowledge,
Skills, and Attitudes, and three professional levels are dealt with:
entry level (0-3 years experience), mid-level (4-9 years experience),
and senior level (10 or more years experience). (7 .;)

**************

Reproduct
*

**************

*********************************************************

ions supplied by EDRS are the best that can be made
from the original document.

*********************************************************



US. DEPARTMENT OF EDUCATION

NATIONAL INSTITUTE OF EDUCATION

EDUCATIONAL RESOURCES INFORMATION

CENTER IERICI

it This document his beton reproduced is

reamed from the Mann al nfllefulminn

ongmesne rt
Mew changes have been made to enemy*

reproduction quality

e Poem of men or omens meted in the docu-

ment do not necessanly represent ofhcmI NIE

porton or poky

DIRBMICte IN Lama' AN)
mum= Basta EDO:24170N

FINAL Risme
=NB 2.3

903311. LiBRARIAN CBS

1984

BY:

Jose-Marie Griffiths, Ph.D.
Paula Meise Strain

Ellen A. Sweet

Submitted to:

Library Education, Research and Resources Branch
Center for Educational Improvement

Office of Educational Research and improvement
U.S. Department cl Education
Suite 725, Brown Building
1200 19th Street, N. IC

Washington, D.C. 20202-1630

Ating Research, Inc

6030 Executive Boulevard
Rockville, Maryland 20852

2



= I - I cr. 1 ==1 ac

Lim was prepared for the Office of Educational Research

and Improvement under Contract No. 300-82-0152 with the

Department of Education. This report does not necessarily

reflect the positions or policies of the government, and

no official endorsement should be Inferred.



SUM !t0 SPECIFIC COIVETENCIES

List of Contents

1. Academic Librarian Competencies

2. Public Librarian Competencies

3. Sdbool Librarian Competencies

introdactica

Acquisitionssitians
Pctivities
Inovledge

validated
validated

Skills
validated
validated

Attitudes
validated
validated

Ootaloging
Pctivities
Enowled3e

validated
validated

Skills
validated
validated

Attitudes
validated
validated

i

1

as essential verms desirable 11

as more or Less important in the future 14

as essential versus desirable 17
as sore or less important in the future 19

as essential versus desirable
as more or less important in the future

as essential versus desirable
as sore or less important in the future

as essential versus desirable
as awe or less important in the future

as essential versus desirable
as more or less important in the future

21
23

25

32
35

38
40

42
44

Circulation and Seeder Services
Activities 46
Inovledie

validated as essential venous desirable 51
validated as more or less important in the future 54

Sk ills
validated as essential venous desirable 57
validated as sore or less important in the future 59

Attitudes
validated as essential versus desirable 60
validated as axe or less important in the future 62

4



List of Contents (contuct

3. School Librarian Competencies (cant 'd)

Collection Maintenance
Activities 64
Knowledge

validated as essential versus desirable 71

valideted as more or less important in the future 74
Skills

validated as essential versus desirable
validated as more or less important in the future

attitudes
validated as essential venue desirable
validated as more or lass important in the fature

Interliblaulrlicen
Activities
Knowledge

valid eted

validated
Skills

validated
validated

Attitudes
validated
validated

Management
Activities
Knowledge

validated
validated

Skills
validated
validated

Attitudes
validated
validated

Reference
Activities
Know'ldge

validated
validated

Skills
velidated
validated

Attitudes
validated
validated

as essential versus desirable
as more or lees important in the future

as essential versus desirable
as more or leas important in the future

as essential versus desirable
as more or less important in the future

79

81
83

85

90
93

96
98

101

103

as essential versus desirable 114
as more or less important in the future 116

as essential versus desirable 118
as more or less *soda* in the future 119

as essential versus desirable 120
as sore or lees important in the future 122

124

as essential versus desirable 129

as more or less important in the future 132

as essential versos desirable 136

as more or less important in the future 138

as essestial versus desirable 140

as more or less important In the future 142



List of Contents (cont'd)

3. School Librarian Competencies (="It'd)

Serials Central
Activities 144

hbowledge
val4dated as essential versus desirable 151

validated as sore or less important in the future 154

Skills
mulideted as essential versus desirable 157

validated as more or less important in the future 159

Attitudes
validated as essential veer= desirable 160

validated as mare or less important in the future 162

4. Special Librarian Competencies

5. Database Producer Professional Competencies

6. Database Distributor/Service Professional Competencies

7. Information Center/Clearinghouse Professional Competencies

8. Records and Information Manager Competencies

9. ArchivAst/Museun Professional Cbmp0-tencies

10. Information Analysis Center Professional Competencies

11. Information Service Company Professional Competencies

12. Library System Supplier Professional Competencies

6



This document contains validated activities and competencies needed

by librarians working in a school library. The following operational

definition of competency was developed:

A competency is a generic knowledge, skill or attitude ofaperson

that is mueslis, related to effective behavior as demonstrated

through external performance criteria, where:

Knowledge is twit,_ information about, knowing, uncierstaoling
being acquainted with, being aware of, having esperience off or
being familiar with something, someone or ham to do something.

Skill is the ability to use one's knowledge effectively.

Attitude is a mental or emotional arproadh to something, or
someone.

We have identified several types of knowledge that are necessary to

perform information work satisfactorily as follows:

IlaidakmmiltdQe in such areas as language, communication,
arithmetic operations, etc.

Sublectknowledge of primary subject fields of users served
such as medicine, chemistry, law: etc.

-
_ n. q such as the

information community, its participants and their social,
econcmic and technical interrelationships, etc.

En001@dge of that work is done such as the activities required
to provide services and produce products, etc.

guraile4p of theizggairaticooLysercomunitysemed such as
the mission, goals, and objectives of the user or the
organization, user's information needs and requirements, etc.

7
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There appear to be three kinds of skills necessary to perform

information work satisfactorily including:

lkitsiaiikills such as cognitive, communication, analytical, etc.

MillsLalateLtdagdADeCifiCacti3EitY being performed such
as negotiation of reference questions, evaluation of search
outputs, etc.

other Skills such as managing time effectively, budgeting and
making projections, etc.

Attitudes of librarians are found to be extremely important to work

performance. We have found it useful to subdivide attitudes into:

DistositianaLattitudes toward one's profession, the organiza-
tion served, one's work organization, and other people such as
users and co-workers.

Perzmality_traitskualities such as confidence, inquisitive-
ness, sense of ethics, flexibility, etc.

Ittitildestelataila_lciabiabthusiniz2tiat such as willingness
to accept responsibility, willingness to learn, desire to grow,
etc.

The activities and competencies are organized according to the

functions which librarians perform, and by professional level as displayed

in Figure 1. The competencies are cumulative across professional level,

i.e., competencies of mid-level professionals include entries sham at the

mid -level as well as those at the entry level, etc.

It is important to understand the distinction between functions

performed and positions or job titles. Our rationale behind the functional

approach was that we were more concerned with what information profession-

als do than with what they are called. In a single-person library,

therefore, the librarian will undoubtedly perform more than a single

function. In using and interpreting the ccapetencl data in this document,

it is important to consider the functions being performed by

ii
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Figure 1 Organization of Activities and Competencies
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professionals and the activities being performed to determine which

competencies are appropriate. The functions identified for librarians

working in school libraries are:

acquisitions

cataloging

circulation and reader services

collection maintenance

interlibrary loan

renagement

reference

serials control.

Three professional levels were defined as follows:

entry level (up to 3 years of professional experience)

mid level (4-9 years of professional experience)

senior level (10 or more years of professional experience).

The activities performed are listed first and nurOered sequen-

tially. The actual assignment of individual activities to subcategories of

the major activities and to the functions varies from library to library.

The organization of activities that we developed provided us with the "best

fit" case. Indented and unnumbered activities are essentially paraprofes-

sional activities which, in small libraries, may be performed by

professionals.

The activities are followed by the validated sets of knowledge,

gills and attitudes. Two versions of each of the lists are provided. The

first set have those ccapetencies designated by the validators as essential

in bold face print, and those designated as desirable in regular face

print. The level of emphasis is denoted by asterisks as follows:

* *

denotes each competency rated as essential or desirable by
50-70 percent of the validators of that ccepetency

denotes each competency rated as essential or desirable by
71-84 percent of that validators of that competency



*** denotes each competency rated as essential or desirable by
85-100 percent of the validators of that competency.

e second set of knowledge, skills, and attitudes have ccapeten-

cies designated by the validators as becoming more or less important in the

future. Again, the level of emphasis is denoted by asteridks as follows:

*

* *

d3cotes each competency rated by 1-20 percent of those who

validated it (as essential, desirable, or not applicable) as

becoming more or less important !n the future

denotes each competency rated by 21-40 percent of those who

validated it (as essential, desirable, o. not applicable) as

becoming more or less important in the future

***
denotes each competency rated by 41-100 percent of those who

validated it (as essential, desirable, or not applicable) as

beccming more or less important in the future

denotes ccapetencies rated as rprrent1y not applicable which

have also been rated as becoming more important in the future.

12
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Aklectign

1. Develop a good understanding of the media center's collection
development policies and guidelines

2. Receive requests from faculty and media center staff for purchase of
materials for the library's collections or for the professional
collection

3. Forward orders for serials/numbered series to the serials control
section

4. Select materials to order from publishers' catalogs, book reviews,
bibliographies, circulation and interlibrary loan requests for
materials not owned by the library, exchange lists, etc.

5. Supervise the preparation of lists of selected citations which may be
reviewed by the appropriate faculty advisory group for purchase
approval

6. Forward bibliographic citations for selected serials /numbered series
and any such materials received in the section to the serials control
section for processing

7. Examine shipments of unsolicited materials (blanket orders/on- approval
shipments, gifts, etc.) to select which items are suitable for
retention; annotate processing slips for each item as required

8. Assir processing priori to all material selected for the
colieccions

9. Maintain a statistical record of selection and the usefulness of
various selection tools

10. Supervise bibliogro,hic searching and verification:

search in-process file(s) (items on order, want lists, and
received items not yet cataloge) and library's catalog(s) to
determine if the cited titles are needed for the collections

annotate citations that are discovered to be serials /numbered
series and return then to supervisor

verify and locate additional bibliographic data, as required;
refer problems to supervisor

maintain record of searching and verification statistics

1
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ACTJVITIIIS

AOXISITICt4S ENTRY LEVEL

Selection (cost'd1,

11. Search for trade and non-trade bibliographic information that
technicians are unable to locate; refer problems to higher level staff,
as appropriate

12. Determine source of procurement (jobber, direct, gift, exchange, etc.)

13. Prioritize recommended selections in such subject area; consult with
mid level librarian to determine which materials should be placed on
thv want list for possible order action at a later date

14. Supervise order/request processing:

prepare records (manual or automated) for items to be ordered/
requested nov/later

prepare purchase orders, if required
prepare order/request documentation for mailing
claim outstanding orders
cancel orders, as required
re-issue orders to different sources, as required
maintain statistical record of order/request processing operations

15. Supervise receipt processing of ordered/requested materials, blanket
order/on-approwal shipments, leaped materials, unsolicited gifts, etc.

open packages and retain sender information
check shipments against packing lists/invoices
check shipments for damage
examine received items for imperfection
for unsolicited shipments, search in- process file(s) and center's

catalog (s) to determine which items are needed for the
collecticns

updat3 in-process file with receipt information
update in-process file re: any errors in receipt or receipt of

cbmaged/imperfect materials
annotate packing slips/invoices for damaged/imperfect materials,

incorrectly sPpplied materials, and urmanted materials
annotate packing slips/invoices to indicate materials which are

branch copies
annotate packing slips/invoices to certify receipt of all

materials retained
deliver pecking slips/invoices to invoice processor
insert and/or update processing slips for materials to be retaired

2 15



15. Supervise receipt ;accessing of ordered/requested materials, blanket
order/On-approval shipnents, leased materials, unsolicited gifts, etc.
(cunt' d)

mark materials retained for the c..1lection as required (invoice
number, date of receipt, etc.)

place materials to be cataloged on the appropriate book trucks
forward any serials/numbered series received to the serials

control section
process materials for the professional collections as required and

place on the appropriate book trucks
send form letters to acknowledge gifts, if appropriate
prepare damaged/imperfect materials, incorrectly supplied

materials, and omentmdmaterials for return to suppliers, if
appropriate

place unwanted/damaged items not to be returned to suppliers in
specified area to "wait proper disposal

maintain statistical record of receipt processing operations

16. Supervise the delivery of materials to the cataloging section at
regular intervals

17. Supervise preparation and disposal of unwanted materials

zailitucange

18. SUpervise creation and maintenance of in- process file(s)

input orders/requests, lent list items, unsolicitee receipts
update records based on correspondence received and actions taken
update records with receipt, return and disposal infornatim
update records with cataloger assignment, if appropriate
update records when cataloging has been completed and items are no

longer in process
delete records at appropriate intervals, maintain statistical

records of file creation and maintenance operations

19. Supervise maintenance of accession records for materials which will not
be added to the collections, if required



ACQUISMONS ENI'RY LEVEL

Stinr

20. Handle problems related to the selection and acquisition of materials
for media centers; refer special problems to higher level staff, as
appropriate

21. Assist staff in locating materials received but still in process

22. Advise other libraries/media centers of sources used to obtain
difficult -to- locate materials

23. Supervise the preparation of exchange lists for items selected ty
senior staff

24. Examine dealers' stocks and publishers'/producers' displays at took/NV
fairs and oonferences in order to become familiar with the character-
istics of the various offerings

2:. Conduct business by phone, when appropriate

26. Write mews and letters, as required

27. Prepare manuals of procedures

28. Make recommendations to the section manager for improvement in
operations of the unit/section

29. Attend and participate in staff meetings

30. Provide an overview of the operations of the unit/section to visitors,
as requested

31. Supervise technicians, and paraprofessional staff

32. Work to develop "esprit de corps" among staff supervised

33. Assist section manager in writing job descriptions for self and for
staff supervised

34. Assist section manager in developing performance standards for serf and
for staff supervised

35. Assist section manager in the review and performance evaluation of
staff supervised

36. Assist in the selection of new technicians and paraprofessionals



ACITVITIES

ACQUISITIONS ENI'RY LEVEL

Other lcont ' d)

37. Keep abreast of developments in the information field, library practice
or legislation that affect selection and acquisition of materials

38. Attend professional meetings and prepare reports for dissemination to
staff

39. Develop professional contacts both within and outside the media center

system

ACQUISITIONS POD LEVEL

AgiegtA00

40. Keep abreast of the information needs of the user community so that
selection of materials may be made to support new courses and other new

areas of educational interest/activity

41. Select materials which are to be placed on the want list based on
budget constraints

Verification and Ordering

42. Supervise the maintenance of an address file of procurement sources

43. Draft fora letters for ordering /requesting materials, claiming/
canceling orders, acknowledging gifts, etc.

44. Schedule purchases of materials in order tt operate within the budget

45. Work with contract and/or purchasing departmentiz: of the school system
to identify requirements and develop draft procedures for purchasing
materials

46. Work with serials control staff to develop draft procedures for
ordering and fiscal control of serials/humbered series

518



ACQUISITIONS MID LEVEL

Fiscal az=
47. Work with the finance and accounting department of the school system to

identify requirements and develop draft procedures for processing
invoices for payment

48. Supervise invoice processing for acquisition of materials

receive and log in packing slips/invoices from acquisitions and
serials control staff with receipt information noted

receive and log in original invoices
match original invoices with annotated packing slips/invoice

copies
convert currency to U.S. dollars, if required
search/request search of acquisition and serials control files to

verify receipt, if necessary
maintain record of expenditures by account
process approved invoices for payment and forward then to the

appropriate fiscal office
process purchase order documents as required
receive correspondence from suppliers
draft replies to correspondence concerning payment problems
prepare prepayment statements if required
maintain files of invoices and other documents related to the

purchase of library materials
prepare reports of expenditures and balances in all accounts
maintain a record of invoice processing statistics

49. Maintain control of the materials budget; notify the section manager of
situations which may require spec:al action

50. Review reports of expenditures and balances in all accounts as prepared
by an accounting technician; draft narrative statements to "company
the reports, if required

51. Approve/modify draft replies to correspondence ccnce:ning payment
problems

52. Work with the finance and accounting department of the school system to
establish deposit accounts with certain suppliers

53. Determine the average cost of each type of material purchased

54. Project budget requirements for purchasing materials for the new fiscal
year



AODUISITIONS MID LEVEL

Fiscal CCIGUSIUMIlt2Sii

55. Assess pertormance of existing equipment/systems used ia acquisitions
and investigate capabilities of other equipment/systems

56. Recoannend acquisition of new/additional equipment/systems

57. Train staff in operation and in-house maintenance of equipment /systems

58. Supervise in-house operation and maintenance of equipment/systems

59. Gather information for maintenance contracts on equipment/systems

60. Draft statements of work for contact proposals for services, systems,
equipment and/or maintenance

61. Evaluate contractors' proposals

62. Train and supervise entry level staff and accounting technician(s)

63. Assist in the selection of new professional staff and accounting
technician (s)

64. Write articles for professional journals/newsletters when appropriate

ACQUISITIONS SENIOR LEVEL

Select

65. Select and maintain an up-to-date collection of selection tools and
aids to bibliographic verification

66. Wbrk with reference, reader services and interlibrary loan section
staff members to analyze library resources in the area and make
recommendations concerning the degree to which duplication of
collections should occur. Ident&fy subject areas in which resource
sharing may be mutually beneficial

67. Wbrk with reference and ruder services staff and faculty advisory
groups to identify user needs and activities and charges occurring in
the user population which will influence selection of library materials



ACTIVITIES

ACQUISITIONS SEVIOR LEVEL

/election (cont'd1

68. Formulate draft select:on and retention policies for all types of
materials

69. Prepare draft selection guidelines to be used by staff and faculty
advisory groups as an aid to interpreting select4on policies

70. Periodically review staff elections to ensure more uniform
interpretation of the selectio policies; conduct training sessions as
required

71. Participate in meetings of faculty advisory groups which review lists
of materials selected for purchase

72. Evaluate the existing collections and identify areas of weakness

73. Prepare lists of materials to be purchased in order to upgrade areas of
weakness in the collections

74. Together with reference and reader services staff, compile lists of
reference books and standard works that canprise a babic collection in
each major subject area. New editions of these materials are purchased
automatically

75. Together with reference and reader services staff and faculty advisory
groups, select materials for branch collections

76. Develop guidelines for idenLifying materials in the collections which
Should be retained in microform for preservation

77. Review damaged materials identified by collection maintenance staff;
determine which materials should be replaced, discarded, rebound, or
replaced by a new edition or more recent work on the same subject

78. Select items whidh have been weeded or set aside for disposal which may
be offered to exchange partners, if appropriate

79. Id ratify existing collections of special value to the media centers
which are advertised for sale or which may be solicited as gifts

21
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ACTIVITIES

ACQUISITIONS SENIOR LEVEL

DtheS

80. Function as a technical expert in all matters of selection and
acquisition of materials for media centers

81. Work with senior reader services, cataloging and serials control staff
members to identify proccessing priorities and draft guidelines for
priority assignment to all incoming materials

82. Interview salesmen and publishers' and dealers' representatives to
learn about forthcoming publications, revisions of standard reference
works, services offered, etc.

83. Assist the section manager in negotiating with publishers' and dealers'
representatives to set up on approval programs, leasing programs and
other services

84. Prepare an evaluation u, each dealer's performance for review by the
section manager

85. Identify sources for ontaining out of print materials which are to be
replaced/added to the collections

86. Draft a gift acceptance policy statement

87. Identify potential exchange partners

88. Draft an exchange policy statement

89. Draft documentation to establish an exchange program

90. Supervise the exchange program

91. Identify sources for disposal of unwanted materials

92. Draft cbcunentation to set up disposal program

93. Draft all selection and acquisition procedures and policies; draft
revisions as required

94. Flowchart and document selection and acquisition procedures

95. Assist section manager in on -going systems analysis of the section

96. Nnalyze statistics for all operations in the section -nd prepare draft
statistical reports

22



hOQUISITIONS SENIOR LEVEL

Other (canted)

97. Train and supervise mid level staff

98. Rinction as section manager in his/her absence
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Manig_knailsta

*** !marina]e related to literacy, rameracy, casealicatiats, etc.

aildectanCidlate

* knowledge of the primary subject field of users served (e.g.,
literature, Enact etc.)

** knowledge of foreign languages

LibxKLianfUlatiCEItianclingtiledge (Generic)

* knowledge of definition, structure, and founts of infasetion
* Icnowledge of alternative approaches to the organisatice of inferential

** knowledge of alternative arcessches to retrieval of infonation
* knowledge of alternative approaches to inforeatlax mearionent
* Marla* of available and emerging inferential technologies and their

amlications
** knowledge of caopleted and ongoing research in the field and its

applicability to practice
** knowledge of career opportunities
** knowledge of ha/ to learn on an ongoing basis

DistritrigtalblutinfruntiMMALInthMegisitii

* knowledge of the expanding Jamaica ccammity, its participants and
their interrelationships (social, eccnomic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

* knowledge of the functicns performed within the various work settings
and the services and products offered

** knowledge of the users of the services and predate, their dm:eater-
istics and infamation habits

1912gled9LAidlat1311kattna

** Imadedge of the acquisitions functicn, the range of services and
/sabots offered (both actual and

* Imarledge of the activities that are required to
potential)

offer the services and

of
the matte

* knowlsevi aE sthe various resources that are rucessery to Import the

*** knowledge of acquisition tools and sources of bibliographic inforsatica
** knowledge of aapisitica methods end techniques
* lexededge of PecfroonrsZnie=Land how it can be mmunred
* knarledge of job and working conditions (e.g., range

of dales, probable crgensation, benefits, etc.)

11 25



ACQUISITIONS ENS LEVEL

BINUCISILDUVLASLAL12di

*** knowledge of how to perform the vertical activities
*** knowledge of how to use the acquisitions tools and sources of

bibliographic information
*** Imo, ledge of how to apply the acquisition methods and techniques

* knowledge of personnel procedures

Eraidedge of the institution served and its lib=

** knowledge of the mission, goals and objectives of the institution

served
** knowledge of the structure of the institution aid the role of the

library within the institution
** Imo, ledge of the various progress offered and key personnel within the

institution
*** knowledge of the policies and procedures relevant to the library

*** knowledge of the various resources available within the library (e.g.,

personnel,
*** knowlothm in

efotcrm.a

tics nest% and requirements

*** knowledge of the collection, and of related collections

ACQUISITIONS MID LEVEL

** greater depths of Imorledge specified above
** knowledge of the operations of other sections in the library and how

they relate to acquisitions
** knowledge of available vendor-supplied systems, services and products

to support acquisition
* knowledge of the contracting process, both in general and within the

organization
* Imowledge of evaluation methods and techniques to evaluate system,

services and products

26



ACQUIS/T10,19_ sitaoR LEVEL

* greater depths of knowledge specified above
*ft knowledge of public relations techniques
** knowledge of statistical description, analysis, interpretation and

presentation
** knowledga of the ants associated with library resources (materials,

, goose etc.)
* knowirdg.02110710,st analysis and interpretation methods

* knarledge of mathods of mow= allocation
* knowledge of stenderds, measures and methods f.x evaluating personnel
* knowledge of alternative menagement structures and their implications

for the operation of the library

** state-of-the-art knowledge of library research and practice

27
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COIPNINCIES VALIIIRTED PS BEINING
WIRE VERSOS LESS DICIRENer

IN I= MN=
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hConSITIONS PNrRY LEM

asiglmcglidal

*** Imow ledge related to literacy, to racy, communication, etc,

likakELkosadatie

* knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

*** Imowledga of foreign languages

Libactianfaroaticaliciszalowlsbe (Generic)
*** knowledge of definition, structure, and formats of info tiro
*** knowledge of alternative aggromins to the orgenisation of infmation
*** knowledge at alternative ancoaches to retrieval of inforsetion
*** knowledge of alternative approaches to infocestice menament
*** knowledge of available and emerging information technologies and their

application
*** Imowledge of ccmpleted and ongoing research in the field and its

egplicability to poetic,
*** Imowledge of career opportunities
** knowledge of how to loam on an ongoing basis

EINN1SdgeabOut

*** knowledge of the espending information cammity, its participants and
their interrelaticenhips (social, economic, tedmical, etc.)

**of knowledge of the variety of vatic settings and their organisational
stnactures

*** knowledge of the Itactices within the various wodc settings
and the services nal .. " offered

**of knowledge of the users the 111101101111 and products, their character-
istics and infamatiat Melts

EnsIdecbSSLAILMILigukell

** knowledge of the acquisitices function, the range of services and
prolicts offend (both *dud and potential)

** Imowledge af the activities that are required to offer the services and
uce the

** lmowledgprode of the vaproketsrious moue= that are necessary to support the
activities

* knowledge of acquisition tools and sources of bibliographic !emetics
* knowledge of acquisition methods and tecimiques

** lmowledge of perfumes and how it m be measured
** knowledge of job and working =Attic= (e.g., range

of duties, pre ommetion, benefits, etc.)



llaCtalcbtgamlalamilk
** knowing* of bars to perdu the various actfyities
* knowl of bow to use the acquisitions tools and sources of

bdbl info natiat
* knowledge of how to apply the acquisition methods and techniques

** knowledgmi of personnel procedures

10nawled s of the institution server] and its liter i

*** Ince ledge of the omission, goals and objectives of the institution
sewed

** knowledge of the structure of the institution and the role of the
library within the institution

** knowledge of the various program offered and key personnel within the
instil:aim

** knowledge of the policies and procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment etc.)
*** knowledge of the uestat intonation needs and requirements
*** knowledge of the coLlectirn, and of related collections

ACQUISITIONS NW LEVEL
'WM

** greater depths of knowledge specified ci3ove
** knowledge of the operation of other sections in the library and how

they relate to acquisition
* knowledge of available weldor-implied vistas, services and products

to support acqtdsitions
* knodedge of the cautracting process, both in general and within the

ocgrthatial
*** knowledge of enilvaticn methods and tectnignes to evaluate vistas,

services and peorects
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SUMS

ACQUIsrrioNs Etert LEVEL

Maki ligla
*** literacy, numeracy, cognitive, analytic:1d, cammmticaticos, etc.

&Lug Related to gpecific Activities!

Ability to:

* perform eggb activity
*dm establiab rapport with mess and colleagues

* amniaa . well by written, verbal and non-verbal mans
conduct an interview

* conduct meetings with individuals and groups
* collect, analyze and interpret data
* mete decision and recxmaendetions based on available information
* supervise staff
** work .:adepodently and in groups
* develop criteria for evaluation

Ability to:

** make effective, timely, and well info ned deciakoe
** isolate and define problems and develop the necessary criteria and

action for their solution
*** nonage time effectively

AccuisrnoNs MED LEVEL

Skills Related to Each Specific Activity

* 81:111s listed above are developed to a greeter extant

Ability to:

** perceive the 1111111di et the organization and not jot the library
4* anticipate lag -rage needs of library
** design "lobos and xoosdnes to improve library mentions

arbitrate and negotiate



PCQULSITIONS SIDIEOR LEVEL

*** Skills listed above are Owe-loped to a greater extent

Ability to:

** apply autbods of nessurseent and evaluation
*** budget and sake projections
*** cptisize the usa of library resources



03WITENCIES VALIDATED AD BECIIING
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ACQUISITIONS SENIOR LEVEL

*** Skills listed above are developed to a greater extent

Ability to:

*** apply methods of messurement and evaluation
it** budget and make projections
*** optimize the use of library resources

37
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PCQUISITIONS

nisimiticialAtitudea

Attitudesaaaallontitutices
* Respect for profession

** Respect for the library
** Respect for the parent organisation

Attitudesilanalltamiszals
Tana Mara

*** Respect nears
* Like people in gaseral

** Like children
*** Like to help people

* Like to meet people
* Like to alike others feel cicfortable

*** Sensitive to others' needs

152/DrdikkeaLinthfiliOXISalAiM

*** Respect oo-workers
** Like to work with others/as a Us

Like to work on von
* Willingness to dam upon and share knowledge and experience with

others
** Supportive of co-workers
* Enjoy neusaging/supervising others

personal Awl

* Alertness
* Assertiveness
* Cagassica/linluess

** Cogidenoe
Cheerfulness

*** Dagandibility
* Datesaination/Tenacity
* Diplomacy
* Ilmotiaal stability
* Fairness

** Fladbi lity/Versatility
* Dgination
* Inquisitiveness

39
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ACQUISITIONS

DigiadtkOALIttitudea

atitildegaMMECULIStitutiCnE

** Respect for profession
** Respect for the library
** Respect for the parent organization

AttitadesTaderdigker2sople

=mals=
** Respect users
** Like people in gsseral
** Like chil&en
** Like to help people
** Like to ant people
It* Like to alike others feel comfortable
** Sensitive to others' needs

TAardIghSrlintilLikailka
** Hems* co-workers
** Like to work with others/as a team
It* Willingness to drum upon and share knowledge 7nd experience with

others
** Supportive of co-workers
** /Wry senaging/supervising others

Personal ilialitieft
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1. Supervise and perform, as required, pre - cataloging searching

2. Perform descriptive cataloging (with or without copy) for materials
which will require original cataloging

3. Determine main and added entries

4. Assign subject headings from the approved list(s) of headings

5. Classify materials using the approved classification system(s)

6. Establish cataloging authority data

7. Establish cross reference data

8. Code cataloging and authority data for data entry as part of the
cataloging process, or prepare the main entry catalog card

9. Recatalog and reclassify materials already in the collection, as
required

10. Consult reference books and/or online files, and/Or make phone calls to
obtain information necessary for cataloging

11. Refer cataloging problems to higher level staff

12. Keep abreast of changes relating to cataloging procedures (e.g.,
in -house memos, LC rule interpretations of AACR 2, new subject terms,
updated instructions for searChing/updating online files, etc.)

13. Maintain a record of pre-cataloging searching statistics

14. Maintain a record of cataloging statistics

=sr

15. Write memos and letters as required

16. Prepare manuals of procedures for pre-cataloging searching

17. Select/develop a processing form to be use in pre-cataloging searching

18. Make recommendations to the section manager for improvement in
operations of the unit/section and for improvement in bibliographic
access to the collectiomjs)



PCI7VITIES

(ATM nGING EMMY LEVEL

Other (ccnt'd)

19. Attend and participate in staff meetings

20. Provide an overview of the operations of the unit/section to visitors,
as requested

21. Train and supervise pre - cataloging searchers

22. Work to develop "esprit de corps" among staff supervised

23. Assist eecticn manager in writing job descriptions for self and staff
supervised

24. Assist section manager in developing performance standards for self and
for staff supervised

25. Assist section manager in the review and performance evaluation of
staff superv:sed

26. Assist in the selection of new technicians

27. Keep abreast of developments in the information field or library
practice that affect cataloging, classification, and bibliographic
files and networks

28. Attend professional meetings and prepare reports for dissemination to
staff

29. Develop professional contacts both within and outside the library

CATALOGING MID LEVEL

30. Perform cataloging and classification of difficult materials

31. Supervise limited cataloging of certain types of library materials
(e.g., fiction, biographies) and titles for which network supplied
cataloging will be accepted

32. Supervise Cuttering, as required

33. Handle cataloging problems enoountered by entry level staff; refer to
higher level staff, if necessary



CATALOGING MID LEVEL

34. Maintain a statistical record of cataloging difficult items

35. Maintain a record of limited cataloging statistics

36. Maintain a record of Glittering statistics

Biblissumbiaitla

37. Supervise maintenance of accession records, if appropriate

38. Supervise online entry of cataloging data and/Or locator data, if

appropriate

39. Supervise proofreading of computer printouts of cataloging data, if

appropriate

40. Supervise ordering/preparation of card sets, if a card catalog is
maintained

41. Supervise processing of card sets received with pre-processed library
materials

42. Supervise and revise filing of cards, if required

43. Supervise physical maintenance of the card catalog, if required

replace catalog cards, guide cards, and drawer labels
shift cards

44. Supervise updating the bibliographic files (online or manual)

add/correct locator data
indicate number of copies owned
indicate holdings data for multi-volume sets
indicate withdrawal or loss of materials
delete/correct incorrect records

45. Supervise distribution of bibliographic records/files to branches

46. Supervise production of lists of new accessions; forward then to the
circulation staff for distrituticn

47. Maintain statistical records of operatices relating to the creation and
maintenance of bibliographic files



atarigalaraesing
48. Supervise the physical processing of all items to be added to the

library's collecticals):

mark materials with the library systen's identification and branch
identification

affix security labels
type and apply classification labels
prepare item cards for circulation, or affix circulation bar code/

OCR ladles
affix date due slips, if required
open new boot,
apply purchased covers
mount pamphlet type materials in special binders
place AV materials in proper storage containers, if required
segregate materials requiring special treatment or repairs and

deliver to collection, maintenance section
place new materials an appropriate book trucks and deliver to

designated locations

49. Maintain statistical records of operations relating to the physical
processing of materials

War
50. Prepare manuals of procedures for limited cataloging, Catering,

creation and maintenance of btlaiographic files, and for physical
processing of materials

51. Prepare manuals of procedures for handling bibliographic records/files
in branches

52. Select/develop processing forms/input forms to be used in all
activities supervised

53. Work closely with collection maintenance staff and media center
directors during inventories and/Or weeding so bibliographic files may
be updated as required

54. Assess performance of existing equipment/Systems used in cataloging and
investigate capabilities of other equipment /systems

55. Recommend acquisition of near /additional equipment /systems

56. Train staff in operation and in-house maintenance of equipment/systems



Other (cent'

57. Supervise in-house operation and maintenance of equipment ,/systems

58. Gather information for maintenance contracts on equipment ,/systems

59. Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance

60. Evaluate contractors' proposals

61. Assess quality of supplies used in physical processing of materials

62. Work with circulation and collection maintenance staff members to
recommend changes in supplies /methods for physical processing of
library materials when current processing is inadequate

63. Train and supervise entry level catalogers

64. Train and supervise technicians, paraprofessionals, and volunteers;
train appropriate staff in branches to handle bibliographic records/
files as required

65. Assist in the selection of new professional staff

66. Write articles for professional journals/newsletters when appropriate

CATALOGIN3 SENIOR LEM.

SairlaWiD8

67. Motion as a technical expert in the cataloging section

68. Determine level of cataloging (full or limited) for all materials
received for cataloging

69. Assign materials to oath cataloger

70. Supervise recordkeepdng indicating location in section of each item to
be cataloged

71. Revii all cataloging performed in section and/or rider contract to
ensure consistency of interpretation of system's cataloging policies
and standards



ACTIVITIES

LATALOGING SENIOR LEVEL

sktagginsuacmvsn

72. Maintain a statistical record for each cataloger indicating quantity
and quality of cataloging produced

73. Maintain a summary record of revision statistics

9thez

74. Maintain an up-to-date collection of reference works necessary to
support cataloging and creation of authority records

75. Prepare cataloging manuals and other aids to improve the quality of
cataloging produced by the section or by contractors

76. Select/develop cataloging input forms

77. Draft cataloging procedures and policies; draft revisions as required

78. Draft guidelines for determining level of cataloging to be given to
various categories of materials

79. Keep abreast of developments in network, national, and international
standards for bibliographic description

80. Together with the section manager, represent the media center system at
bibliographic network/consortia meetings

81. Keep abreast of the educational information needs of the ommunity so
that proper assignment of subject headings and classification numbers
may provide users with ready access to topics of special importance

82. Reconmend expansion of the classification system(s) as required

83. Recommend expansion of the standard list of subject headings, as
required

84. Work with serials control and interlibrary loan staff members to
produce and/or update the serials holdings list

85. Make inquiries and recommendations concerning the advertisement,
publication, and distribution of book/microform catalogs, lists of new
titles cataloged, etc.

86. Recommend participation in bibliographic network(s)/Projects

30
50



ACTIVITIES

+=MGM

tither (cant' dl

SENIOR LEVEL

87. Supervise the procedures and quality of data for input to union
catalogs and bibliographic networks/projects

88. Flowchart and document all cataloging section procedures

89. Assist section manager in on-going systems analysis of the section

90. Analyze cataloging section statistics and prepare draft statistical
reporta

91. Train and supervise mid level staff

92. ftnction as section manager in his/her absence

31
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Amigkmarlikt

*** knowledge related to literacy, rummy, camounications, etc.

21121ealinggedga

* knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

** knowledge of foreign languages

Lilzaty_lanfarnaticofiCienctiOgildige (Generic)

** knowledge of definition, structure, and formats of information
** knowledge Cl alternative approaches to the organisation of infoontiar
* knowledge of alternative approaches to retrierna of infomation
* knowledge of alternative approaches to infornation amnagannt
* knowledge of available and emerging informatics technologies and their

applicaticns
* knowledge of caapleted and ongoing research in the field and its

applicability to practice
* knowledge of career opportunities
* knowledge of how to learn an an ongoing basis

/231Ndedge_abilULinfanatiCILMALAIMELLIMail

* knowledge of the expanding information community, its participants and
their interrelationships (social, economic, technical, etc.)

* km/ledge of the variety of work settings and their organizational
structures

* knowledge of the functions performed within the various work settings
and the services and products offered

* knowledge of the mars Cl the services and products, their Character-
iatics and information hebits

10aCmirdataLithate2xLaikila

*** knowledge of the cataloging fmactiat, the range of services and
products offered (both acbal end potential)

* knowledge at the activities that are requited to offer the services and
produce the probate

** knowledge at the various resonmes that are necessary to support the
activities

*** ICAvistip of cataloging tools aid scarce, at bibliographic informatics
*** knowledp or oatalcging methods and

* Imo/ledge of performance ed and hotectirtn be measured
* knowledge at job and working traditions (e.g., range

at duties, ocapensatics, benefits, etc.)
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nawle3oe of haw to do trork

*** Imam* of how to perform the various activities
*** knowledge of bow to use the cataloging tools and sources of

infoatbm
*** 'mow ledge of iawr to apply the cataloging methods and techniques

* knowledge of personnel procedures

I III, j- 1 1 1

** Imowledge of the mission, goals and objectives of the institution
served

** knowledge of the structure of the institution and the role of the
library within the Institution

* knowledge of the various programs offered and kg personnel within the
institution

*** knowledge of the policies and procalores relevant to the library
** knowledge of the various resources mailable within the library (e.g.:,

per, equipage*, etc.)
*** knowledge of the users' information needs and requirements
*** knowledge of the collection, and of related collections

CAMIC41/4G MID LEVEL,

** greater cleipths of knowledge specified above
* knowledge of the operations of other sections in the library and bow

they relate to cataloging
*** knowledge of avalIable moder-supplied system, services and products

to support cataloging
Imowledge of the contracting process, both in general and within the

orgenisation
* Imowledge of evaluation methods and tecloiques to evaluate systems,

services and products
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CCRIPETENCIES VALTIPEED AS BEMIEN3
MORE VERSOS LESS DIPOIREINT

IN 'BCE MUM



Basic knowlisigg

*** knowledge related to literacy, numeracy, oussinications, etc.

aikinstriinamlIdg2

* knowledge of the primary subra..-t field of users served (e.g.,
literature, music, etc.)

** knowledge of foreign leagusges

LibrizaLInfinzaticalkimaliaggedge (Generic)

** knowledge of definition, structure, and formats of infamation
** knowledge of alto mstive approaches to the orgmisation of intonation

*** knowledge of alternative approaches to retrieval of information
** knowledge of alternative appr aches to intonation immagennt

*a* knowledge of available and emerging information technologies and their
applications

** knowledge of completed and ongoing research in the field and its
applicability to pectic*

* Imago* of career opportunities
** knowledge of how to learn an an ongoing basis

SagidstdiLakaat_infaniatiaLierLICEZiNtainta

** knowledge of the empeading intonation commity, its participants and
their interralationdlips (social, somatic, technical, etc.)

** knowledge of the fottriety of work settings and their orgemisational
structures

** knowledp of the functions perfoated within the various work settings
aid the services and products offered

** knowledge of the taws of the services and products, their character-
istics and intonation habits

DISZtafititILIthaLIBELILAblit

** knowledge of the cataloging function, the tangs of services and
products offered (both actual ad potential)

* Imarledge of the activities lot are required to offer the panicles and
produce the marts

* knowledge of the =loos rarcroas that are necessary to support the
activities

* knowledge of cataloging tools and sources of bibliographic infamition

** knowledge of performs* and ht:genre= be measured
** knowledge a job and acting conditions (e.g., range

* knowledge of cataloging methods and

of &sties, probable compensation, benefits, etc.)
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CATALOG= SENIOR LEVEL

** greater depths of lcnowledge specified above
** knowledge of public relations tecbniques
** knowledge of statistical description, anslysis, intespretatice and

presentation
** Imarledge of the costs associated with library resources (materials

personnel etc.)
** knurl edge of

,

cost analspace,ysis and interpretation (methods

** Wader* of methods of resource allocation
** !mailed?) of standards =wee awl methods for @rebating pummel

*I* knarledge of altetnati vet mensgeint structures and their implicaticas
for the ape:intim of the library

*** state-of-the-art lmowledge of lit. ary reesarch and practice

55
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CCINPRIVICIES %urns) AS
ESSERIIAL VERSUS EilEIRABLE
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*** literacy, raneracy, cognitive, analytical, ocommications, etc.

IiiinfaelittedidatarmitiCaMiLitiSS
Ability to:

*** perfona AO activity
* establiab Insert with users and colleagues

*** ommendonte well by written, verbal and non-verbal means
* conduct an interview
* conduct meetings with individuals and groups

** collect, analyse and interpret data
** make decisions and reommendations bead 02 available infoneation
* acervise staff

** work indepentlently and in grows
develop criteria for evaluation

Ability to:

*** make effective, timely, and well-infoemed decisions
** isolate and define problems and develop the necessary criteria and

action for their solution
*** menage time effectively

CATAIDGIN3 ?CD LEVEL

IiiiiULliaiatSCULDICUitedaraCtkiti

*** Skills Listed above are devolved to a greater extent

Ability to:

** perceive the needs of the organisation and not just the library
** anticipate ling -range needs of library

*** design system and procedures to improve library operations
* arbitrate and negotiate

61
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*** Skills listed above are developed to a greater extent

Ability to:

* apply methods of memmurement and evaluation
I!. 1 k budget and awe projections
*** optimise the use of library remouroes
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Basic Skills

*** literacy, itineracy, cognitive, analytical, cammunications, etc.

Siill&IIIIAtadtoEgeGifiCJICtiliti2s

Ability to:

* perform gsgh activity
* establish rapport with users and colleagues
* communicate well by written, verbal and non-verbal stems
* meant an interview
* cataact meetings with indtvitiale and groups

** collect, analyze and interpret data
* nuke decisions and reomandetials based cm available infonsticat
* supervise staff
* wadi independently and in grows

** develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and

action for their salution
* manage time effectively

akTALOGIht MID LEVEL

fikillailellitaLtatimity
*** Skills listed above are developed to a greater este*

Ability to:

** perceive the needs of the organisation and not just the library
*** anticipate long-range needs of library
*** design systems and procedures to 'wove library operations
** arbitrate and negotiate

6 4
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*or* Skills listed above are developed to a greater extent

Ability to:

*** apply methods of neasuresest and evaluation
** bOget and sake projections

*** csltinize the use of library resources



031PBIENZIES VALIENTED AS
IESERMAL VERSUS DESIRABLE
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Utzweitignallttituclea

Attitzleaicsualnatitutigna
* Respect for profession

*** Respect for the library
** Respect for dement organisation

IttitudgaMdard Other People

ManzUlearii

*** Respect nears
* Like people in general

** Like children
*** Like to help people
* Like to meet people
* Like to make others feel comfortable
** Sensitive to others needs

Taaaptherakthekanigilkia

*** Respect co-workers
* Like to work with other Was a teem
* Like to work an own
* Willingneee t- dim upon and share knowledge and experience with

others
* Supportive of co-workers
* Enjoy managing/supervising others

Personal

*** Alertness
* Assertiveness

CamPloganArindmee
** Cbnfidince
* Cheerfulness

me* Mpendimbility

** Metereinetion/Tenecity
* Diplamecy
* emotional stability
* Fairness
* Flexibilityftersatility
* Imagination
* Inguisitivensie
* Leadership ability

42
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Neatness
* Need for achiement
* Objectivity
* Open-sindeckeess
* Optimiam/Positive attitude

*** Organisation
* Balance
* Physical endurance

*** Resourceful
* Semattivellboughtful
* Sense of factor
* Sense of ethics
* Iblerance

Individual should demonstrate:

*** Willingness to take/accept responsibility
* Willingness to take initiative

** Willingness to respond to authority, apply and falloff policy
** Desire to leum/try
* Willingness to fail

** Willingness to ask questions
** Desire to ea* to best of ability
** Responsiveness to tine constraints
** Acaeracy
* Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical tasks

** Desire to follov-tluough
* Service orientation
* Organisational identity
* Willingness co prolate library and its services
* View of library as part of a larger information environment
* View of library as an organisation
* Ability to see broad picture
* Ability to sacrifice eboet-teas gains for long-tene wale

Political sews
* Curiosity
* Variety of interests
* Desire to grant personally

aft Desire to groat profesionally
* Desire to remain cornet in specific and general subject field

** Positive attitude Word job



DOIVEINCIES VALIDATED &$ 1111031ING
NNE VERSOS LESS DVORIZNT

DI IIIE 1117IIIRE
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Animus

CATALOG/NG

Dingsitional Attitudes

Attitudes ftward instituticas

* Respect for pcogession
* Respect foc the library

** Respect for the parent organisation

Attitudes Tbward Other People

ftward Users

* Respect users
* Like people in general
* Like children
a Like to help people
a Like to met people
Like to smite others feel comfortable
Sensitive to others' needs

Toward Others in the Workplace

a Respect co-workers
a Like to work with others/as a teem
a Like to work on can
a WiLlinguems to dram upon and share knomledge and emperiasce with

others
Supportive of co-workers
Rnjoy senag:ng/supervising others

EraactsLnuslitits

a Alertness
Pasactivanese
ampassionlkindaess

a Confidence
a Cheerfulness
Degandebility

* Datenebatiantienmsity
Diplomacy
lbotiael stedlity
Fairness

* flexibility/Versatility
Imagination

a inquisitiveness

a Leadership atility

44
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* Neatness
* Need for achievement
* Objectivity
* Open-sindeebess
* Optiaine/Positive attitude
* Orgenisatica
* Patience
* Physical endurance
* Resourceful
* SensitiweAcmghtful
* Sense of humor
* Sense of ethics
* Iblerance

Attitudes Related to JobAWorkfiOrganization

Individual should demonstrate:

* Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply and follow policy
* Desire to learn/try
* Willingness to fail
* Willingness to ask questions
* Desinetowork to best of ability
* Responsiveness to time constraints
* Accuracy
* Willingness to get hands dirty
* Desire to follow-through
* Service orientation
* Organizational identity
* Willingness to promote library and it_ services
* Vies of library as part of a larger information environment
* View of librai as an organization
* ability to see broad picture
* Ability to sacrifice short-team geins for long -term goals
* Curiosity
* Variety of interests
* Desire to grow personally
* Desire to grow professionally
* Desire to remain current in specEic and general aubject field
* Positive attitude toward job
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SCSOCI, LIBRARIAN COINTENCIES

CIRCELATION AND READER SERVICES
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CIRCULATION AND REA= SERVICES El4TRY LEVEL

1. Supervise daily operation of the circulation desk:

receive requests for materials
fulfill requests for materials
issue, renew, receive materials
examine returned materials for damage, proper markings, etc.
discharge materials
maintain circulation files for regular and long term loan periods
reserve books for individual users
follow-up overawe
collect overdue fines
collect funds for lost materials
maintain record of funds collected and charges assessed
register users
maintain registration file
provide users with information cn circulation policies and pro-

cedUres
place returned materials on appropriate book trucks
forward damaged materials to the collection maintenance section
maintain record of circulation and user statistics
maintain temporary files of regulate for materials owned but not

fund in the collection
maintain temporary files of requests for materials not owned by

the library

2. Attempt to locate requested materials that tedhnicians/users report as
"not found on shelf"

3. Refer users to interlibrary loan staff or to public library to obtain
materials that are needed

4. Perform circulation procedures when nIcessary

5. Supervise and schedule shelving/storage of circulated materials in the
collections

6. Read/review new materials and prepare short synopses, as required

7. Compile randing/viewing lists an specific subjects and/or for special
groups. _sers

8. Recommend acquisition of new materials for the collections

9. Assist users in selecting materials

10. !waist users in locating materials in the catalog and in the collec-
tion(s)

3
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CIRCULATION AND READER SERVICES ENTRY LVEL

11. Hcator use of valuable materials

12. Assist users in the operatic() of A-V and other equipment (micro -
cceputers for =muter-aided instruction, yids° cameras, ltc.)

13. Schedule facilities for users to preview/View films and other A-V
software

14. Supervise the distribution of new accessions lists

15. Set up and maintain display of new books in the reading roan

16. Supervise shelving of the current journal issues in the reading roan

17. Supervise orderly maintenance of the reading roan (clearing tables,
re-shelving newspapers, etc.)

18. Schedule use of meeting roans, study roans, typing rooms, etc.

19. Handle user complaints; refer to higher level staff if appropriate

20. Keep informed of current copyrigL; legislation and its impact on media
centers and users

21. Conduct media center business by ,one, when appropriate

22. Write memos and letters, as required

23. Prepare manuals cf procedures

24. Ike :eccarnendaticns to the media center director for improvement in
operations of the activity and for inprovenent in services to users

25. Attend and participate in staff meetings

26. Provide an overview of the operations of the media center to visitors,
as requested

27. Trail and supervise technicians, paraprofessional staff, student
helpers and adult volunteers

28. Work to develop "esprit de corps" among staff supervised

29. Assist media center director in writing Jr' descriptions for self and
for staff supervised

74



CIRCULATION AND READER SERVICES Iffntr LEVEL

30. Assist media center director in developing performance standards for
belf and for staff supervised

31. Assist media center director in the review and performance evaluation
of staff supervised

32. Keep abreast of developments in the information field, library/media
center practice, or legislation that affect circulation and use of
library materials

33. Attend professional meetings and prepare reports for dissemination to
staff

34. Develop professional contacts both within and outside the media center

aRcULATION AND READER SERVICES NED LEVEL

35. Supervise the daily circulation of reserve materials

36. Receive and supervise processing of faculty requests for placing
materials on reserve

37. Notify central acquisitions when multiple copies of reserve materials
are needed

38. review requests for 'not found" and "not owned" materials and forward
requests for selected ite' to the central acquisitions section

39. Notify acquisitions section of materials which have bet est by users
and require replacement

40. Ensure proper posting of copyright legislation notice an all copying
machines

41. Plan and conduct orientation and education sessions for groups of users
(e.g., term paper workshop; film production techniques; microcomputer
training, etc.)

42. Plan and conduct other group activities for users (media club meetings
film showings, took review groups, in-service training for teadhers and
administrators, workshops, etc.)

43. Devise tools and displays which will ease access to collections and
motivate use



CIRCUATION AND READER SERV1CS MID LEVEL

44. Cooperate with faculty and student groups to plan displays, prepare spe-
cial reading lists, develop print and non-print materials to support
the curriculum, etc.

45. Make preliminary selection of forms and/or develop draft record formats
for all circulation files and operations

46. Work with interlibrary loan staff and collection maintenance staff to
develop procedures and resolve problems related to use of the
circulation files/system for interlibrary loan purposes, for control of
materials sent to the bindery, and for use in identifying materials for
possible weeding

47. Work with the collection maintenance staff to develop procedures and
resolve problems related to the daily operation and maintenance of the
center's security system by circulation staff

48. Work with collection maintenance and cataloging staff members to recap-
mend changes L. supplies/methods for physical processing of media
center materials when current processing is inadequate

49. Assess performance of existing equipment/systans used in circulation
and investigate capabilities of other equipment/systems

50. Recommend acquisition of new/additional equipment/systems

51. Train staff and student helpersfrolunteers in operation and in -house
maintenance of equipment/systems

52. Supervise in-house operation and maintenance of equipment/systems (in-
cluding AV hardware)

53. Gather information for maintenance contracts on eguipment/systems

54. Draft statements of work for contract proposals for services, systems:
equipment and/or maintenance

55. Evaluate contractors' proposals

56. Train and supervise entry level staff

57. Assist in the selection of new professional staff

58. Write articles for professional journals /newsletters when appropriate

76
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CIRCULATION AND READER SERVICES SENIOR LEVEL

59. Functicn as a technical expert in all activities related to circulation
and reader services

60. Draft procedures to expedite return of circulated materials to the col-
lections

61. Develop draft standards for providing service to faculty, students, and
student groups

62. Develop and conduct surveys to identify characteristics of the user
population

63. Analyze library/media resources in the area (including public library
programs), user needs and activities, and changes occurring in the user
population which will influence library service needs and selection of
library materials

64. Review cataloging records for materials which are missing following
inventory; select items which should be replaced. Confer with refer-
ence staff, as required

65. Review items in the collections which have not circulat-, within a
specified time period; select items which should be weeded

66. Work with selection, reference, and collection maintenance staff to
identify iaterials which should be retained in microform for preserva-
tion

67. hbrk with selection, reference, and collection maintenance staff to
identify valuable materials in the collection which require special
treatment

68. Make inquiries and recommendations concerning the advertisement, publi-
cation, and di&tributicn of print and non-print materials prepared by
section staff

69. Draft circulation procedures and policies; draft revisions as required

70. Flowchart and document circulation procedures

71. Assist media center dire-tor in on-going systems analysis of the
section

72. Analyze circulation statistics and prepare draft statistical reports

73. Analyze financial data and prepare draft financial reports

74. Supervise mid level staff

75. FUnction as media center director in his/her absence



as ES VALIDATED AS
ESSENTIAL VERSOS ISSIRABLE
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CIRCULATION AND READER SERVICES LEVEL

Banjo knowledge

eee knowledge related to literacy, numeracy, ammunications, etc.

filibisctlamadmin

* knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

** knowledge of foreign languages

LibmciAltifanaticnAcinocalkallsiga (Generic)

knowledge of definition, structure, and forests of information
* knowledge of alternative approaches to the argenisatiai of infoneaticn
* knowledge of alternative approaches to retrieval of infoneation
* knowledge of alternative approaches to infatuation menagement

** knowledge of available and emerging informaticn technologies and their
applications

* knowledge of completed and ongoing research in the field and its
applicability to practice

* knowledge of career opportunities
* knowledge of bow to learn on an ongoing basis

ItsidledgeaIIMILInfOnlatiCILKOILICatirginallta

* knowledge of the empanding information community, its participants and
their interrelatiamhips (social, economic, technical, etc.)

** knowledge of the variety of work settings and their organizational
structures

** knowledge of the functions perfouned within the various work settings
and the services and products offered

* knowledga ai ffrhe users of the services and ;inducts, their character-
let and infonsation Whits

Knowledge

** !manage of the circulation function, the range of services and
produge cts

of
offered (both actual mid

* Imowled the activities that are required to
potential)

offer the services and

pcodow the prodocts
** know=itlasthe various amputees that are necessary to support the

* knowledge of circulation vistas
* knowledge of circulation method, and tell:frigate
* knowledge of marketing techniques and public relations

knowledge of Perfololose eepeoted and km it men be measured
knowledge of -A rempowdbilities and rocking condition (e.g., range

of duties, voluble ocapenestion, benefits, etc.)



CIRCULATION AND READER SERVICES ENTRY LEVEL

Eagadge of haw to do work

*** knowledge of how to pee= the various activities
*** lmowledge of how to use the circulation ristas
** knowledge of how to apply the circulation methods and techniques

knowledge of personnel procedures

EncidesbraLtatimstitrtigLatindiryLitalibma
* knowledge of the misaion, goals and objectives of the institution

served
** knowledge of the structure of the institution and the role of the

Meaty within the institution
* knowledge of the various programs offered and key personnel within the

institution
it** lmowledge of the policies and procedures relevant to the library
it** knowledge of the various resources available within the library (e.g.,per, equipment, etc.)
*** knowledge of th: users' information weds mod requirements
*** lumledge of the callectits, and of related collections

CIRCULATION AND READER SERVICES MID LEVEL

* greater depths of knowledge specified above
* knowledge of the operations of other sections in the library and how

they relate to circulation and peer services
* knowledge of available vendor-supplied systems, services and products

to support circulation and user services
* knowledge of the contracting process, both in general and within the

organization
* knowledge of evaluation methods and techniques to evaluate systems,

services and products



ENONLEDGE

CIRCULATION MD READER SERVICES SENIOR LEVEL

* greater depths of knowledge specified above
* knowledge of statistical_ description, analysis, interpretation and

pp
ja

* knowledge of the costs aswociated with Maw resources (materials,
personnel, apace, )

** knowledge of cost analysis and interpretation methods
* bow/edge of methods of mon= allocation
* knowledge of standards, mainres and **hod, for evaluating persrmnel
* knowledge of alternative magmas* structures and their inalicatials

for the operatics of the library
* state-of-the-art knowledge of library research and practice

53
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kr

CIRCULAI'ION AND READER SERVICES WRY LEVEL

Bag& knowledge

*** Imariedge related to literacy, ameracy, communicatices, etc.

Jsubject knowledge

* knowledge of the primary subject field of :meet; served (e.g.,
literature, music, etc.)

** knowledge of forei- languages

LiblarLiadarattiwalic:zatinadlisbe (Generic)
** knowledge of definition, structure, and founts at informatics)
** Imam ledge of alternative appratchas to the aryinizatice of infoastial

*** knowledge of alternative appasches to retrieval of PP- Aviation
** knowledge at alternative apprasches bo intimation asmagasest

**- Imarledge at available and emerging information tec imologies and their
applicelons

wt knowledge of cpleted and asgoing rematch in the field and its
applicabilit7 to practice

* Imowledge sf career oggortusities
** kuovrledge of how to lea...1 ci an ongoing basis

Earmlakeabottinfasmation_ scskAizirmisanta

** knowledge of the *standing information community, its parttnipents and
tilt& Pterrelationships (social, economic, technical, etc.)

** Imarladge of the variety of work sm.tings and &Air organisational
structures

** knowledge of the functions perform_ = ithin the various wax , settir js
and the services, and products olfcred

*** Mewled!, of the assn of the services and pis, their character-
istics and infosmation habits

icasztamicaidatierugutnik

** knowledge of the circultreon function, the range of services and
products offered (both actual and potential)

* Imowledge et the activities that are required to offer the services and
produce the pcatots

** knowledge of the various Moutons that are necessary to support the
activities

* knowledge of cirafAtion sysbs
* knowledge of cliculatial netbode and v., *Diana

** Mailed* of nadteking Windows and public reletiall
** knowledge of issatoannos and bow it am be nossured
** bowlovir all lob and locking oauditicea (e.g., range

c. anti. V, Calrlesation, benefit* etc.)
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CIRCULATION AND READER SERVIC12$ EMMY LEVEL

J9)owledge of lactastLitak

* 'movie* of how to perfoni the various activSties
* knowledge of bow to use the circulaticn riotous
* knowledge of how to apply the circulatice methods and techniques

** Imar ledge of pnrsomzel procedures

BisZatidivlsilbeiniftilatiCELegrakimLitutibriim

** hoe rap of the mission, goals and objectives of the institution
served

** knowledge of the structure rt the institution and the role of the
library within the froth:aim

* k_ilowledge of the various programs offered and key pommel within the
inatitution

* Imowledp of the policies and procedures relevant to the library
* knowledge of the various resources available within the library (e.g.,

panatela, equipment, etc)
** knowledge of the users' in fonntiai needs and =pimento
* kw, edge of the collection, and of related collections

CIRCULATION AND READER SERVICES MD LEVEL

** greater depths of knowledge specified above
* lmowledge of the operation of other Natio., in the library and bow

they relate to circulation and user services
** knowledge of available vendor-sugplied systems, . voices and products

to support circulatiam arb: ryes services
** knowledge of the contracting 'cams, both in general and within the

institution
*** knowledge of evaluation methods and techniques to evaluate systems,

services and products

84
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CIRCUIATION AND READER SERVICES SENT:OR LEVEL

** greater depths of knowledge specified above
** knowledge of statistical description, analysis, interpretation and

pasentatics
* Mauler* cf the costs associated with library resources (materials,

persmnel mace, etc.)
** knowledge of met analysis and interpretation methods
* knowledge of skiiods of resource allocatica
* Imar ledge of standards, assures and meth ods for evaluating persmnel
** knowledge of alternative structures and their implications

for the operation of the ]
** state-of-the-art knowledge cs.. library researcL and practice

95
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CIRCULATION & READER SERVICES ENICet LEVEL

* literacy, numeracy, cognitive, analytical, camunicatiats, etc.

fikills2alatesilsiBoralahatiYitien
Ability to:

** pea= sigh activity
** establish ragort with veers and colleagues
** cmmicate well IN written, verbal and nal-verbal means

conduct an interview
* conduct meetings with individuals and groups
* collect, analyze and interpret data

** entre decisions and reomendations based an available infonattion
* supervise staff
* work indepemaratly and in groups
* develop criteria for evaluation

Ability to:

** Me effective, timely, and wellinfonied declaim
** isolate and define problems and develop the necessary criteria and

action for their solutiaa
*** manage time effectively

CIRCULATION & READER SERVICES ?CD LEVEL

BakielgtSUALBICilittrairg...ktitha
**.* Skills listed above are developed to a greater extent

Ability to:

** perceive the needs of the city and not just the library
** alticipate lencrrange needs of library

amigo system and prncaAges to improve library operations
arbitrate and negotiate
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CIRCULKFION & READFR SERVICES SENIOR LEVEL

skins listed above are developed to a greeter esteut

Ability to:

* apply methods a sesausaent and essiustion
*** budget and sake projections
*** optimise the use of library resources
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COMETERCIES VALIERTED AS MIMIC
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DI ME !IMRE
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CIRCULATION & READER SERVICES ENIRY LEVEL

Balls Related to Specific Activities

Ability to:

* perform sadi activity
** establish rapport with users at: colleagues
** commicsate well 4 written, verbal and non-vertel. mans
* and:act an laterals(
* copubct meetings with individols and groups

** collect, analyze and interpret data
** sake decisions aid reommencletians based an available infoneatita
* supervise staff
* work independently and in groups

** develop criteria for evaluation

Ability to:

** mike effective, timely, and well-informed decisions
** isolate and define problem and develop the necessary criteria and

action for their siolutiai
** mirage tine effectively

CIRCILATION & READER SEWICES MD LEVEL

Wilk Related to Etch Specific Activity

** Skills listed above are developed to a greater este&

Ability to:

** perceive the needs of the camisity and not just the library
** atticipate latrrange needs of library
** design systems and prom:bre. to improve library oporatias
** arbitrate and negotiate

CIRCULATION & READER SERVICES SENIOR LEVEL

Ability to:

*** apply mends of saourment and meiotic()
aim =zemd make projectiais
*** the use Cl library resources
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CIRCULATION AND RESIDER SWIMS

DismitionLatitucta
Zilituska.Mannilnutiratican

* Respect for protessirn
*** Respect for the library
*** Respect for the parent organization

Attitudeg2amzLQtber2ecaae

Taarstilseril

*** Respect users
** Like people in general

*** Like children
*** Like to help people
*** Like to sect people
** Like to sake others feel oceafortable

*** Sensitive to others' needs

ZailiaNharairLtleA2rISRIAM

*** Respect co-workers
*** Like to work with othereVas a teen
* Like to work an am
** Ifillimpass to dim, wen and share latowlalje and mizerienoe with

others
** Supportive at co-wafters
* laajcy senaging/supervising others

ftismalllualitias.
*** Alertness

* Assertiveness
** Ccmpassion/lindoess
** Confidence
* Cheerfulness

*** Dependability
* Deteadnaticnifescity

*** Diplomacy
** Baotionel stability
** Fairness

*** Flesibility/Versatility
* /pagination
* Inquisitiveness
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CIRCUIPSTION AND READER SMIVICES

* Leadership ability
* Neatness
* Need for achievement
* Objectivity

**it Open-mindedness
** Optimism/Positive attitude

*** Organisation
* Patienoe
* physical endurance

*** lienourceful
* SensitivOhoughtful

** Sense of humor
** Sense of ethics
** Tolerance

Attitudes Related to JabAtzliakanizatign

Individual should demonstrate:

*** Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply aid follow policy
* Desire to learn/try

** Willingness to fail
* Willingnees to ask questions
* Desire to work to best of ability

*** Sespaosiveness to time constraints
** Pccuracy

Willingness to get bends ditty
* Attention to deter
* Wiliingness to do uLerical tasks

** Desire to foliar-through
*** Service orientates

* Orgenisationel identity
".'" Willingness to promote library and its services

ilea of library as part of a Inger information environment
* Vier of library as an organization

Abilits to see broad picture
* Ability to sacrifice abort-tea gains for long -ten goals
* Political sense
* Curiosity
* Variety of interests
* Desire to gray personally
* Desire to grow professictially

Desire to remain current Iu specific and general subject field
** Positive attitude toward job

61 93



CESWEITNCIES VALIDOED AS MON=
ICRE VERSUS LESS INKIRTANT

IN THE PINTIRE

94



CIRCULATION AND READER SERVICES

Dispositional Attitudes

Attitudes Toward Institutions

* Respect for profession
* Respect for the library

** Respect for the parent organization

Attitudes Toward Other People

Toward Users

* Respect users
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to make others feel comfortable
** Sensitive to others needs

'gin_ Others in thelftrkpl=

* Respect co-workers
** Like to work with °there/es a team
** Willingness to draw upon and share knowledge and experience with

others
* lkdoy renaging/superviaing others

persona]. Oualitieg

* Alertness
* Assertiveness

* CacassiaVianibees
* Confidence
* Cheerfelnees
* Espormimbility

* DeteusinaticafFenacity
* tligarcy
* lecticnal stability
* Fairness
* Flexibility/Versatility
* imeginatian
* Inquisitiveness

62
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CIRCULATION AND REIZER SERVICES

** Leadership ability
a Need for adniersent
a Objectivity
* Opeo-idadetbees
* Opthaisw/Positive attitude
a Resourceful
a Sensitive/thoughtful
a Sense of boor
a Sense of ethics

Attitudes Related to Job/Work/Organization

Individual Should demonstrate:

** Willingness to take/accept responsibility
** Willingness to take initiative
a Willingness to respond to authority, ply and follow policy

** Desire b.) learn/try
a Willingness to fail
a Willingness to a* questions
a Desire to work to bast of ability
a Responsiveness to thee constraints
a Pccuracy
a Willingness to get hands dirty
a Attention to detail
a Willingness to do clerical tasks
a Desire to fallow-through
a Service orientation
* Organisational identity
** Ellingson to pctuote library and its services
** View of Meaty as part of a larger information environment
a Vies of library as an organisation
** Ability to see broad picture
** Ability to sacrifice short-term gains for long-tens goals
a Political sense
a Curiosity
a %%Laity of interests
a Desire to grow personsily
a Desire to grow professionally
a Desire to remain current in specific and general subject field
a Positive attitude toward job





ACTIVITIES

ODLLECTION MAINTENANCE ENTRY LEVEL

,Storage Maintenance

1. SUpervise orderly maintenance of shelves and storage areas

place bookends where needed
place unbound serial issues in boxes/holders
perform minor shifting of sections of the collection, as needed
replace shelf labels and location guides as needed

2. Schedule and supervise shelf reading

re-shelve materials found in the wrong location
identify items in poor condition

3. Supervise data collection to support planning for shifting the collec-
tion

measure present collection by categories
measure shelving/storage equipment capacity

4. Supervise preparation of shelves and other storage equipment prior to
shifting the collection

adjust height of shelves
prepare shelf lables and stack guides

preservation of Materials

5. Receive materials for repair, cleaning, binding or replacement as
identified by circulation staff

6. Receive materials from cataloging which require repair, reinforcement,
special containers or binding

7. Supervise in-house treatment of materials

repair pages
clean pages
reinforce bindings
laminate book jackets and paperbacks
prepare containers for periodicals, AV materials, pamphlets
make covers
clean and repair AN, materials

8. Supervise procedures to obtain photocopies of missing pages and have
then bouad .nto the proper items



COLLEMION MAINIENANCE ENTRY LEVEL

Binding

9. Supervise preparation of fieterials for binding

prepare binding specifications for monographs selected for binding
arrange serial issues in order and tie binding units together
identify incomplete volumes and notify central serials control

section of gaps; send for binding when volume is complete
prepare binding specifications for each serial title, if not on

file with binder
prepare materials for Shipment/pick-up
update binding records with shipment/pick-up date
update circulation records for materials Gent to bindery
receive materials from binder
inspect materials for conformity to requirements
check Shipment against binder's packing slip/invoice
update binding records with date of return
update circulation records for materials returned from bindery
forward invoice to proper office for payment
maintain file of invoices and other documents related to binding
maintain a sta.lstical record of binding operations

Inventory and Weeding

10. Supervise inventory-taking

assign portions of the shelflist to each technician
identify materials which are missing
identify materials which lack shelflist cards /catalog records
identify materials for which the descriptive cataloging does not

match the piece in hand
identify materials which are labeled incorrectly
forward shelflist records for missing items to reader services for

review
forward records for missing items selected for replacement to the

acquisitions section for ordering
forward materials to cataloging section which require record crea-

tion/correction/deletion and/or labeling correction

11. Supervise identification of items for possible weeding

flag library materials that have not circulated during a specified
time period

notify reader services that selection action is needed
remove materials that Lave been selected for weeding and forward

to cataloging section for file update

12. Maintain a statistical record of inventory - related operations and weed-

ing operatium
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AMIVITIES

03ILECTION MAINTENANCE ENTRY LEVEL

211SE

13. Handle problems related to collection maintenance operations; refer
problems to higher level staff, as appropriate

14. Conduct library business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

17. Make recanmendations to the activity manager for improvement in opera-
tions of the unit/section

18. Attend and participate in staff meetings

19. Provide an overview of the operations to visitors, as requested

20. Supervise technicians, paraprofessional staff, student workers, and
adult volunteers

21. Work to develop "esprit de corps" among staff supervised

22. Assist activity manager in writing job descriptions for self and for
staff supervised

23. Assist activity manager in developing performance standards for self
and for staff supervised

24. Assist activity manager in the review and performance evaluation of
staff supervised

25. Assist in the selection of new technicians and paraprofessionals

26. Keep abreast of developments in the information field and library/media
center practice that affect binding, and storage and preservation of
media center materials

27. Attend professional meetings and prepare reports for dissemination to
staff

28. Develop professional contacts both within and outside the media center



ACTIVITIES

coLurrioN MAINTENANCE MID LEVEL

storage Maintenance

29. Work with senior staff to develop procedures for shifting the collec-
ticn(s)

30. SUpervise the shifting of the collection(s)

preservation 9f Materials

31. Supervise the proper storage and handling of all types of library
materials

32. SUpervise the preservation treatment of older materials

33. Identify serials and other materials available on commercially-produced
microforms which should be acquired for preservation purposes; request
order action by the acquisitions section for selected titles

34. Supervise the microfilming of selected materials for preservation, if
required

35. Determine proper treatment of damaged materials

36. Notify acquisitions section of material which needs replacement

37. Gather information on contract repair and preservation treatment of
materials

38. Investigate the capabilities of various library security systems and
make a recommendation for purchase

39. Train section staff and circulation staff in the operation and main-
tenance of the library's security system

40. Work with circulation staff to develop procedures and resolve problems
relates to their daily operation and maintenance of the library's
security system

41. Examine library regularly for sources of moisture, fire, vandalism or
unauthorized entry
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ACTIVITIES

COLLECTION NAMTENANCE MID LEVEL

Binding

42. Gather information various Lding agents: reputation, price, types
of binding available, and average length of time materials are inac-
cessible

43. Prepare draft binding specifications

44. Work with serials records staff to develop procedures for creation of
binding records as part of the serial record

45. Prepare draft procedures for in-house binding preparation

46. Work with the proper fiscal office and/or contract office to develop
procedures for processing binding invoices

47. Work with the circulation section staff to develop procedures for use
of the circulation system to control materials sent to the bindery, to
identify heavily used materials, and to identify all materials which
circulated during a specified time period

Inventory and Weeding

48. Work with reader services, acquisitions and cataloging section staff
members to develop procedures to coordinate the replacement of missing
materials following inventory and the update of cataloging records fol-
lowing inventory or weeding

49. Wcrk with reader services and circulaticr staff members to draft pro-
cedures for identifying materials which should be reviewed for pos,''lle
weeding

Other

50. Make preliminary selection of forms and/or develop draft record formats
for all collection maintenance files and operations

51. Assess performance of existing equipment/systems`/supplies used in col-
lection maintenance and investigate capabilities of other equipment/
systems/supplies

52. Recommend acquisition of new/additional equipment/eystemg/supplies

53. Train staff and helpers/volunteera in operation and in-house
maintenance of equipment/systems
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COLLECTION MAINTENANCE MID LEVEL

Other (canted)

54. Supervise in-house operation and maintenance of equipment/systems

55. Gather information for maintenance contracts on equipment/systems

56. Draft statements of work for contact proposals for services, systems,
equipment and/or maintftance

57. Evaluate contractors' proposals

58. Train and supervise entry level staff

59. Assist in the selection of new professional staff

60. Write articles for professional journals/newsletters when appropriate

COLLECTION MAINTENANCE SENIOR LEVEL

fitgragtakiateDOWS

61. Work with the circulation section to identify the most heavily used
portions of the collections and to select the type and placement of
storage equipment and location guides which would enable users to more
easily access library materials

62. Work with selection staff to identify areas of anticipated large growth
in the collections and to establish the average growth rate for all
areas of the collections

63. Draft a shelving plan to provide adequate space for growth of the col-
lections

2/AMAIYAti0D

64. Identify optimum physical conditions for storing various types of media

65. Recommend improvements which could be made in current conditions to
improve preservation of media center materials

66. Draft a plan for regular vermin lntrol in the media center

67. Draft an emergency plan for dealing with possible water and smoke den-
age to the collections
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COLLECTICtl MAINI'ENANCE SENIOR LEVEL

Preservation Icout's11

68. Draft a policy statement concerning the preservation versus the re-
placement of media center materials

69. Draft guidelines for staff to use in selecting materials for cleaning,
repair, reinforcement, binding, or replacement

70. Work with selection, reader services and reference staff to identify
materials which should be retained in microform for preservation

71. Work with selection, reader services and reference staff to identify
valuable materials in the collection which require special treatment

Binding

72. Evaluate the performance of the binder(s)

Inventory and Weeding

73. Draft procedures for conducting the inventory of the collections

74. Recannend the frequency at which inventories should be conducted

75. Prepare a draft final report on the status of the collections following
inventory

Sella

76. Function as a technical expert in all matters related to collection
maintenance operations

77. Draft revisions to collection maintenance policies and procedures as
required

78. Flowchart and document collection maintenance

79. Assist section manager in on-going systems analysis of the section

80. Analyze collection maintenance statistics and prepare draft statistical
reports

81. Analyze financial data and prepare draft financial reports on expendi-
tures for collection maintenance

82. Train and supervise mid level staff

83. Function as section manager in his/her absence

104
70



105



COLLECTION MAINTENANCE ENTRY LEVEL

masic knowledge

*** knowledge related to literacy, numeracy, communications, etc.

Subject knowledge

** knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

*** knowledge of foreign languages

Lib= & information Science Eno/ leSsig (Generic)

** knowledge of chlinitial, structure, sad !Somata of information
* Imam* of alternative approecbes to the organisation of information
* knowledge of alternative approaches to retrieval of infoaatial
* knowledge of alternative awn ed= to information management
* knowledge of available and emerging inforamtion technologies and their

applications
** knowledge of completed and ongoing research in the field and its

applicability to practice
* knowledge of career opportunities
* knowledge of how to learn on an ongoing basis

AngazigeanitinfM11atifaiUILAnd=antil
* knowledge of the expanding information community, its participants and

their interrelationships (social, economic, technical, etc.)
knowledge of the variety of work settings and their organizational

structures
* knowledge of the functions performed within the various work settings

and the services and products offered
* knowledge of the users of the services and products, their character-

iatics and information habits

EactiledgeStieblitmULALLAne

*** knowledge of the collmtiam maintenance function, the range of services
and products offered (both actual and potential)

*** knowledge of the activities that are required to offer the services and
produce the products

** knowledge of the various resources that are necessary to support the
activities

*** knowledge of collection maintanence tools and sources of information
*** knowledge of collection salaams* Netball and techniques
** bladed") of ParfaannOe scooted and how it an be seamed
* knowledge of job respassibilities ad working conditions (e.g., range

of duties, probable apamation, benefits, etc.)
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*** knowledge of how to perfom the various activities
*** knowledge of how to use the collection maintenence tools and sources
**ft knowledge of how to apply the collection maintenance methods and

techniques
* knowledge of personnel procedures

* knowledge of the mission, goals and objectives of the institution
served

* knowledge of the structure of the institution and the role of the
library within the institution

* knowledge of the various programs offered and key personnel within the
institution

*** knowledge of the policies and procedures relevant to the library
*** knowledge of the various resources available within the library (e.g.,

personnel, eqniment, etc.)
*** knowledge of the nears' infonntion needs and requirerents
*** knowledge of the collection, and of related collections

ODLLECTION MIN:PENANCE MID LEVEL

** greater depths of knowledge specified above
** knowledge of the operatiams of other sections in the library and how

they relate to collection maintenance
* bwadedge of available vendor-supplied systems, services and products

to support collection maintenance
* knowledge of the contracting process, both in general and within the

organizatica
* knowledge of evaluation methods and techniques to evaluate systems,

services and products
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sguic knowledge

*** knowledge related to literacy, numeracy, communications, etc.

Subject knagessige

** kzowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

** knarledge of foreign languages

Libzaafanf&SEMUCILfird2110EaEldlae (Generic)

** knowledge of definition, structure, and founts of intonation
** knowledge of alternative approaches to the orgaimatial at intonation

*** knowledge of alternative approaches to retrieval of information
** knowledge of alternative approaches to irlonatiar menegament
**thowledge of available and emerging infouation technologies end their

applications
knarledp completed and arming research in the field and its

applicability to practice
** knowledge of career opportunities
** knowledge of how to learn on an ongoing basis

Engtataita

** knomledge of $ expending information community, its participate and
their interrelationships (social, economic, tedmical, etc.)

** knowleige of the variety el mock settings and their organisational
rtrlittUtell

knowledge of the fungi.'- ,...coomed within the various work settings

and the secvlose an Juts offered
** knowledge of the users of the services and products, their character-

istics and infonatinn hetdts

Engdedge /If what wort.kukce

** knowledge of the collection maintenance function, the range of services
awl products offered (both actual and potential)

** knowledp of the activities that are required to offer the services and
produce the

** knowledge of tbe vaprodkactsrious resources that are necessary to support the

activities
** knowledge of collection maintenance tools and sources of information
** bade* of callection maintenance methods and techniques
" Waldo* of Pseoallmos enpected and bar it can be measured
** knowledge of job reepameibilities and working condition (e.g., range

of dirties, probable compeneatioa, benefits, etc.)
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COLLECTION MAINTENANCE SENIOR LEVEL

** greater depths of brawled* specified above
** komrledge of public relatices techniques
** knowledge of statistical description, analysis, interpretation and

resentation
** Imorlledge of the costs emaciated with library reenrces °materials,

personnel, space, Ma)
** knowledge of oat aselysis anal interwtation methods

** knowledge of methods of resource allooatiaa
** knowledge of standards, essures and methods for animating personnel

** knowledge of alternative magma* structures and their implications

for the operation of the library
** state-of-the-art knowledge of library research and practice
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COMPETIRCI1E VALIDRIED AS
BEEEtrIAL VERSOS DESIRABLE
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*** literacy, cognitive, analytical, ccaranicatiats, etc.

Ability tot

or* perfona gad) /cavity
istablidt rapport with users and colleagues

** ccesunicate weal by written. vestal and narvertal SWIM

conduct meetings with individuals and groups
conduct an intevisa

** make declaims and taxsaendatabans based on available infosatim
* collect, walls* and interpret data

* supervise staff
in g* work 4nalmintlently and roups

* develop criteria for evaluatics

Ability tot

*** lake effective timely, andwellinfonaed atcrectssary
* isolate and define problems and develop till

victim for their solutica
*** manage time eftectively

aim 1 ALCM=

*** galls listed above are developed to a greater este*

** perceive the nee3s ot

Ability tot

the organization NA not just the Litany

*** design system and to improve Library cpeatticas
*** anticipate low-rage needs of library

arbitrate and
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COLLECTION MAINTENANCE SENIOR LEVEL

*** *ills listed above are developed to a greater extent

Ability to:

it* apply methods of nessurseent and evaluatice
edre =and sake projections
Mk* the nee of library resources



CINIPETENCIES MIMIC AS BETIKENG
WEE VERSOS LESS DEKEITANT

IN 'DE PIRTIRE
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Banjo Skills

*** literacy, numeracy, cognitive, analytical, ocaalicaticrisw etc.

skills Related to Specific Activities

Ability to:

** perform mai activity
** establiah rapport wile users and colleagues
** camanicate well by written, verbal and nonverbal means
** conduct an Interviet
Is* menet meetings with individer: and groups
** collect, analyse and interpret data
** make decisions and recommendations based an available information
** supervise staff
** work indepewlently and in groups
** develop criteria for evaluation

Ability to:

** make effective, timely, and well-informed declaims
** isolate and define problems and develop the necessary criteria and

action for their solution
** renege time effectively

CCALECTION MAINTENANCE MD LEVEL

Skills Related to Each Specific Activity

*** Skills listed above are developed to a greater extent

Ability to:

** perceive the needs of the organization and not just the library
** anticipate long-range needs of library
** &wig' systersizidottzeckires to improve library operations
** arbitrate and
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OXLEETION MAINITNANCE SENIOR LEVEL

*** Stills listed above are developed to a greater extent

Ability to:

" /nay methods of seasurenent and evaluation
** budget and sake projections
*ft opthaize the use of library resources
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03LLD7ZION MAIMENANCE

DiegogitignaLatituclea

AtlitadasiNsar'Institatkun
* Respect for profession

*** Respect for the library
*** Respect for the parent organisation

'lbwnrd ti her People

learadlifiers

*** Respect nears
* Like people in general

*** Like cidldren
Ike* Like to help people

* Like to nest people
* Like to mike others feel comfortable

*** Sensitive to others' needs

MasuclikibraUrLtbalarkplaca

*** Respect co-workitrs
** Like to work with others/as a tees
* Like to work an an
* Willingisees to draw upon and dare knowledge and experience with

others
** SuEportive of co-ledgers
* Enjoy menaging/supervising others

ItrammalSualitica

* Alertness
** Assertiveness
* Compassion/Kindness

** Confidence
** Cheerfulness
*** Dependability
** Deteadnation/Tenecity
* Diplancy
* Emotional stability
* Fairness

*** irleribilityMersatility
* Imagination
* Inquisitiveness
* Leadership ability
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* Neatness
* Need for achievement

*** Objectivity
*** Open-aindedness

* Optimism/Positive attitude
*** Organisation

* nation°.
** Physical endurance

*** Resourceful
* Sensitiveilboughtful

** Sense of honor
** Sense of ethics
* iblerance

Attitudes Related to Job/Work/Organization

Individual should demonstrate:

*** Willingness to take/accept responsibility
* Willingsess to take initiative

** WiDesillingness
to l

to respond to authority, apply and follow policy
* re ean:/try

*** Willingness to fail
** Willingness to ask questions

*** Desire to work to best of ability
** Responsiveness to time constraints

*** Pecuracy
* Willingness to get hands dirty

** Attention to detail
* Willingness to do clerical tasks

*** Desire to follow-through
** Service orientatica
* Organisational identity
* Willingness to promote library and its services
* Vier of library as pert of a larger information environment
* Vier of library as an orgenisatica
* Ability to see broad picture
* Ability to sacrifice abort -term gains for long-term goals
Political SIM

* aziosity
* Vhriety of interests
* Desire to gnat personally
* Desire to grow professionally
* Desire to remain current in specific and general subject field

*** Positive attitude toward job
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.=awilm.

COLLECNON igiltgrENANCE

Di802/1=2111ilittitildeR

=tacks Toward Institutic

* Respect for profession
* Respect,. for the library
* Raw* E. -t the perm* organization

Attitudes Tward Other People

Toward Users

* Respect is
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to make others feel comfortable
* Sensit lye to others' needs

376SafIthgERAILUILIAIEWAM

* Respect co-workers
* Like to work with others/as a teem
* Like to work an am
* Willingness to dam upon and share knowledge and ezperience with

others
* Supportive of co-workers
* Ehjoy menaging/supervising others

Personal

* Alertness
* Assertiveness
* Compeseda)/Sindness
* Confidence
* Cheerfulness
* Dependability
* Deteadnatiatefenacity
* Diplomacy
* Ileoticael stability
* Phirness
* Flezibility/Vereatility
* Dagination
* Inquisitiveness
* Lendership alaity
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ODLLICIION taINTENANCE

Neatness
* Need for achievement
* Objectivity
* Open-IdAdedress
* Opt-brim/Positive attitude
* Orgenisatica
* Patience
* Physical endurance
* Rm rceful
* Sensitive/thoughtful

** Sense of honor
** Sense of ethics
* Tolerance

Attitudes Related to JobAgork/Orgitnizatign

Individual should demonstrate:

* Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply and fallow policy
* Desire to learn/try
* Willingness to fail
* Willingness to a* questions
* Desire to work to best of ability
* Responsiveness to time constraints
* Accuracy
* Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical tasks
* Desire to follow-through
* Service orientation
* Organisational identity
* Willingness to promote library and its set rives

* View of library as pert of a larger information swirrtament
* Vier of library as an organisation
* Ability to see broad picture
* Ability to sacrifice shot -tom gains for long -tea goals
* Political sense
* Curiosity
* Ihriety of interests
* Desire to gran personally
* Desire to grow professionally
* Desire to remain current in specific and general subject field
* Positive attitude tabard job
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Irilzegyjkaiejnalerlratik

1. Receive users' requests for obtaining material from other media centers
in the system or from state/local agencies which specifically support
media needs of shoals; refry users to local public library facilities,
when appropriate

k_ Discuss time constraints, and, if applicable, cost consideration with
users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Determine best source for obtaining materials

6. Determine alternate sources) for obtaining materials as required

7. Supervise processing of ILB requests:

complete loan forms, including copyright compliance notice
collect/charge ILB processing cost, if applicable
transmit loan requests (by phone, mail, courier, teletype, or can -

puter network)
re-issue loan requests as required
receive materials
notify users of receipt of materials
circulate materials to users
update circulation/ILB files for circulated materials
receive materials from users
examine materials for dosage, proper markings, etc.
update circulation/na files for returned materials
prepare borrowed materials for mailing/delivery
follow-up overdoes
collect/charge overdue fines, if applicable
maintain record of ILB statistics
maintain record of funds collected/Charged
maintain files of materials obtained and not obtained on loan

8. Perform processing of ILB requests when necessary



ACITVITIES

INTERLIBRARY LOAN ENTRY LEVEL

kitall2EMYLAICUNSLMILa

9. Receive ILL requests from other media centers in the system

10. Examine ILL forms for copyright compliance

11. Supervise processing of ILL requc_;s:

return ILL forms lacking proper copyright compliance notice
determine location of material in library
locate material in the collection
photocopy journal articles and portions of printed materials
prepare library materials/photocopies for mailing/delivery
update circulation/ILL files for loaned materials
examine returned materials for damage, proper markings, etc.
update circulation/ILL files for returned materials
Shelve returned materials
follow-up overdues
collect/charge overdue fines, if appropriate
collect funds for lost materials or receive replacement materials
return ILL forms to originator for materials not owned/not avail-

able for loan
maintain record of ILL statistics
maintain record of funds collected or charges assessed, if

appropriate
maintain temporary files for ILL requests for materials owned but

no,: found in the collection
maintain temporary file of ILL requests for materials not owned by

the library

12. Check to locate ILL requests that are reported as "mot found on shelf"

13. Perform processing of ILL requests when necessary

14. Handle problems related to borrowing or lending of library materials

15. Keep informed of current copyright legislation and its impact on inter-
library loan

16. Conduct library business by phone, when appropriate

17. Write memos and letters, as required



Other (cant' dl

18. Prepare manuals of procedures

19. Make recommendations to the media center director for improvement in
ILWILB operations

20. Attend and participate in staff meetings

21. Provide an overview of the operations of the media center to visitors,
as requested

22. Supervise technicians, paraprofessional staff, student helpers and
adult volunteers

23. Work to develop "esprit de corps" among staff supervised

24. Assist med,,a center director in writing job descriptions for self and
fot staff supervised

25. Assist media center director in developing performance standards for
self and for staff supervised

26. Assist media center director in the review and performance evaluation
of staff supervised

27. Assist in the selection of new technicians and paraprofessionals

28. Keep abreast of developments in the information field, library and
media center practice, or legislation that affect interlibrary
borrowing and lending

29. Attend professional meetings and prepare reports for dissemination to
staff

30. Develop professional contacts both within and outside the media center



INTERLIBRARY MAN MID LEVEL

31. Fbrward ILL "not found" and "not owned" requests and ILB requests to
the central acquisitions section for selection review

32. Make preliminary selection of forms and/cc develop draft record formats
for all interlibrary loan files and operations

33. Work with circulation staff to develop proceddres and resolve problems
related to use of the circulation files /system for interlibrary loan
purposes

34. Assess performance of existing equipment/systems used in interlibrary
loan and investigate capabilities of other equipment /systems

35. Recommend acquisition of new/additional equipment/systems

36. Trait staff and student helpers/volunteers in operation and in-house
maintenance of equipment/Systems

37. Supervise in-house operation and maintenance of equipment/systems

38. Gather information for maintenance contracts on equipment/systems

39. Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance

40. Evaluate contractors' proposals

41. Train and supervise entry level staff

42. Assist in the selection of nevi professional staff

43. Write articles for professional journals/newsletters when appropriate

INTERLIBRARY LOAN SENIOR LEVEL

44. Ebnction as a technical expert in the interlibrary loan section

45. Work with centralized serials control and cataloging staff to develop a
serials holdings list for all media centers in the school system

46. Make inquiries and recommendations concerning the advertiseneit, publi-
cation, and distribution of the serials holdings list
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Acavnim

INTERLIBRARY IRAN SENIOR LEVEL

47. Work with reference and acquisitions staff to analyze library resources
in the area (especially public libraries) and make reccmmendations
concerning the degree to which duplication of collections should occur.
Identify subject areas in which resource sharing may be mutually
beneficial

48. Identify library /media center networks/consortia to which the media
center belongs

49. Draft 1ML/ILB procedures and policies; draft revisions as required

50. Flowchart and document ILL/ILB procedures

51. Assist media center director in on-going systems analysis of the
section

52. Analyse ILL/ILB statistics and prepare draft statistical reports

53. Analyze financial data and prepare draft financial reports

54. Supervise mid level staff
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Basic knowledge

*** knowledge related to literacy, numeracy, cmications, etc.

likkiSCUSLICadadge

* knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

** knowledge of foreign languages

LibrALYALII&MEMIGILIWISNILIOCIdgage (Generic)

* knowledge of definition, structure, and formats of information
* knowledge of alternative mooches to the orpoisation of information
* knowledge of alternative approaches to retrieval of infamtion

knowledge of alternative armadas to information monagnent
knowledge of available and emerging informstial technologies and their

amliaations
* knowledge of completed and ongoing research in the field and its

applicability to practice
* knowledge of career opportunities

knowledge of bow to learn on an ongoing beds

Enadedgratalit_infarittigusuLIIMILECOMIS

* knowledge a the empending informal= community, its participants and
their interrelaticaships (social, economic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

* knowledge of the functions performed within the various work settings
and the services and products offered

* knowledge of the users of the services and products, their ohmmeter-
!sties and 'emulation habits

ElifidesbeAtidilLinitliutne
*** knowledge of the interlibrary loon function, the range of services and

prodbcts offered Moth actual and potential)
** kocoledge of the activities that are cognised to offer the services and

mance the
** knowledge of the vaprotbitsrious resources that are mammary to sumoct the

activities
** knowledge of interlibrary lain took and sources of inebriation

*** knowledga interlibrary loan methods mid techniques
* knowledge of performance ed and has it can be measured
* knowledge of job r ities and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)
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ENTRY LEVEL 

Ziniagedgraffram _tub jazk 
*** 

knowledge of kw to perform the various activities *** dodge of bow to use the Interlibrazy loan toalre and sources 
*** 
*** knowledge 

knowlete of bow to way the inbarlibnery lain sethocte and techniques 
of personnel procedures 

* 
knowledge of the mission, goals and objectives of the institution 

Boned * 
knowledge of the structure of the institution and the role of the 

library within the institution 
knowledge of the various proms offered and key personnel within the 

institution ** 
browledge of tbe policies sea procedbres relevant to the library * 
knowledge of the various resources available within the library (e.g., 

personnel, , etc.) 
"* knowledge of the osers, infoneation needs and requiresente ** knowledge of the collection, and ci related collections 

MERU:WARY LOAN ED LEvet, 

* greater depths of bradedge specified above * 
knowledge of the operations of other eactiaas in the libarry and how 

they relate to keterliblary losn * knarledge of available vender-eappmed systems, services and products 
to support inter 

knowledge of the prams, both in general and within the 
orgeniattion * 

knowservices and 
ledge of evaluation 'abode and techniques to evaluate aystnes , 

probate 



IMRE/BRAM WAN SENIOR LEVEL

* grates &gen at Insatiate specified above
* knowledge of public ralftinms techniques
* Imowledge of statistical description analysis, interpretation and

ration
of the costs associated with library resources (materials,

personnel, space, etc.)
* knowledge of cost analysis and interpretation methods
* 11330wledge of methods at sincere. allocation
* knowledge of standerds, measurer and methods for eraleating personnel

* knowledge of alternative sonagement structures and their bylicatioss
for the operation of the library

state-of-the-art knowledge of library research and practice
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131011MGE

ntrEnZBRARY W Melte LEVEL

filidSgtancidleda
** knowledge of the primary subject field of users served (e.g.,

literature music, etc.)
** knowledge of foreign lanomages

LibrartianfausiticE-Sciscalaggliagi Puede)
** Imo, lelje of &Sado), *totem and founts Of informatics)
** Imo" ledge of altamatime appnaches to the cmgenisatica at intonation
" Mode*. of altenathewoods., to retrieval ot intonation
** Imowleilge at sibilantly* appreadm ix) informatics) asegsweat
** knowledge of available sad emeeging information technologies and their

applications
** knowledge at completed sad ongoing research in the field and its

applicability to practice
* knowledge of meet moths/ Um

** knowledge of how to learn on as ongoing bests

Eladedat-ohclutiamal"Ca-213"adinli"a
** wedge ot the asteadho heareatiam calounity, its participents and

their interrelationship (social, accoado, technical
IP* lasowledge at the variety at wadi settings and their acgatisational

structures;
** knowledge at the functions terfonmed within the various work settings

arid the swims and probate attend
** Imowledge of the wen at the amnion sad products, their charecte

istics and intonation Imbibe

IglitakkaCILIMILIMIAIAMI
*** Imatledge at the interlibrary los function, the nage of services and

probate offeted (bath *dug and potential)
** knowledge at the activities that ate squired to offer the services and

gambol the pectinate
** knowledge at the various resoutces that are asceasery to rapport the

activities
** knowlate at bbnlibtary lass tools sad sources at intonation
** knowledge at interithela ltss methods and tabdqmes
** knowleaje pertonence and how it am be allasured
** lmowleije at job and working audition (e.g., range

at &sties, corpsesatica, Wont* etc.)
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/122dIiatsiLhixiulLieurk

** !made* of how to pea= the variant dir*.ivities
** knowledge of haw to we the Interlibrary loan tools mad sources

*** knowledge of how to amly the intellbaity lee method, er 3 tediniques
** leaded" of personnel proclaim

Aiawledp of the institution rge8 and its Throw

* biadedge of the mission, goals and objectives of :be Institut/al
served

* leaflet* of the structure of the Institution and the role of the
library within the institution

* knowlnstitutionedge of the various programs offered and key pommel within the
i

** knowledge of the policies and procedures relevant to the library
** Imovialge of the widow resources available slain de Malay (e.g.,

personnel, equips*, etc.)
** knowledge of the users' intimation needs and requirements
** lorzwledge of the ocilecticn, and of related collection

INTERLIBRARY WAN PUB LEVEL

** greater depths of kw/ledge specified awe
** bade* of the eperations of other sections in the library and how

thw i.-:2,4te to interlibrary loan
** knowledge of available vendor-styplied systems, services awl predicts

to support irkezlibcary lam
** knowledge of the contracting prams, both in general and within the

cagraisation
*** luiadedge of evaluation methods and techniques to evaluate wattles,

services mod pi idncts

137



INTERLIBRARY LOAN SENIOR LEVEL

** greater depths of lemdpecified atone
*** knowledge of public relMi

edge

** knowledge of statistical descriptioa, analysis, interpretation and
presentation

** knowledge of the oasts emaciated with library resources (materials,per, space, etc.)
** knowledge of oast analysis and interpretation methods

knowledge of methods of mecum allocation
*et knowledge of standards, sameres and methods for molesting personnel
** knowledge of alternative snagment structural and their implications

for the qperatias of the library
*** state-of-the-art knowledge of library research and practice

1



CONPEIENCIES VAUMATED AS
ESSENTIAL VERSOS DESIRAILE



Buie Skills

*** literacy, anaracy, cogave, analytical, camennicaticos, etc.

likillfiL2faitaLtgAVEifiractilitiaS

Ability to:

** perform ask activity
* establish rapport with mere and cousegnes

** cossmicate well ty written, verbal and ran - verbal =ens
** conduct an interview

conduct meetings with individuals and groups
* collect, an and interpret data
** make decisions and reocemendations bend an available informatics

papacy's. staff
* work independently and in groups

develop criteria for evaluation

Ability to:

* sake effective, timely, and well-informed deciadcos
* 'replete and define problem and dmoelcp the necessary criteria and

action for their salad
** menage time effectively

IIVERISBRAT.ff 'DAN KED LEVEL

fikillaik.lattALULEIGUINGifieJlatiYiti

*** Skills listed above :tat developed to a greater =tent

Ability to:

perceive the needs of the organisation and not just the library
* anticipate law-range needs of library

** draiga systems and pcocedires to Improve library operatic=
* arbitrate and negotiate



BEMS

INrERLIBRARt WAN SENIOR LEVEL

*eft Skills listed above ate developed to a greater extent

Ability to:

* apply methods of measurement and evaluation
** budget and make projecticos
** optimize the use of library resources
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EMI LEVELINTERLIBRATet LOAN

Bsillaitelata-t"Oggi"1"iita
Ability to:

perform sea activity
* establish rapport with users and colleagues

** camanicate well tm written, verbal and nap-verbal aeons
condract an interview

* collect, analyse and interpret aeta
sake decbdan and reccanendstions based an available informatial

* work independently and in grays
develop criteria for evaluatiam

Ability to:

* make effecve, timel and well-infoneed decisions
* isolate and

ti y,
define problems and dent the nacessazy criteria and

action for their solution
** manage tine effectively

MID LEVELINTERLIBRAECt WAN

fikallatelated"M"PeregjaigtiiitY
Ability to:

** perceive the needs of the orgenisatico and not just the library
** anticipate long-range needs of library

*** design system and procsibres to improve library operations
** arbitrate and negotiate

SENIOR LEVELINTERLIBRARY WAN

Ability to:

*** apply methods of sc,asurenent Ind evaluation
*** tudget and sake projections
*** optimise the we of library ras0Or0e3
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DistogaigisLAttitudea

Attitudmejlatucupsutuagna

* Respect for profession
** Respect for the library
* Respect for the parent organization

atitudaajbaagthuissat

lbarsijisso
*** Respect users

* Like people In
** Like childrea

general

*** Like to help people
* Like to neat people
* Like to Rake others feel comfortable

*** Sensitive to others' needs

Ilamirdabinuilbatigilipliaa
* Respect cm-workers
* Like to modc with others/as a tem

Like to work on am
* ItiLlingoess to draw upon and stare Imowle33e and experience with

others
* sportive of co-workers
Enjoy managing/supervising others

ltructakLagaitjaa

* Alertness
*** Assertiveness

* Compssicm/KLoctiess
* Confidence

*** Cheerfulness
* Dependability

DeterainstiovIDnacity
* Diplomacy

amoticeal stability
* Fairness
*
* reoginatim

FleibIlity/Vbrentility

. luisitivatess
* Leadership ability
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INTERL1BRAFff WAN

Personal dualities

* neatness
* Need for achievesent
* Objectivity
* Open-sdr Weems
* Optimise/Positive attitude

** Organization
Patience

** Physiml endurance
** Beeourceful
* Sensitive/Thoughtful
* Sense of humor
* Sense of ethics
* 2tolerance

httitudenBelataLtsLabtaarkLagonizatiga

Individual should demonstrates

** Willingness to lake/accept responsibility
* Magmas to take initia*Ive
* lel fli

/try
ngs= to rowed to authority, apply asi follow policy

** Desire to leses
* Willingness to fail
* Willingiess to a

fa*
questions

* Desire to work to best of ability
* Responsiveness to tiro constraints

** Accuracy
* Willingness to get hands dirty
* Attantics to detail
* Willingness to do clerical tasks

** Desire to follow-through
* Service orientation
* Organizational identity

Willingness to promote library and its services
* Vier of library as part of a larger informatics environment

View of library as an orgenisation
* Ability to see broad picture
* Ability to sacrifice short-term gains for long -term goals
* Political sense
Curiosity

* Variety of interests
* Desire to grow personally

aspire to grow profesionally
Desire to train current in specific and general subject field

* Positive attitude toward job
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AT1TAIDES

INISRLTBRARY LOAN

Attitudes Related to JahMork/Orannizatian (cont'd)

** Ability to Me broad picture
** Ability to sacrifice abort-tern gains for long-term goals
** Political sense
* Desire to grow professionally
** Desire to remain current in specific and general subject field
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ACTIVITIES

SENIOR LEVEL
latiAGEMEtir (Section t4inr,. ,z)

SimetalikloiDistatirAr

1. Work with library/library system director and other section/branch
managers to formulate and/or interpret library objectives

2. Prepare written section/branch objectives

3. Coordinate se-tion"Tecct objectives with those of other sections/
branches of the library system

4. Evaluate cc:rent activities in terms of the section/branch's objectives

5. Identify required statistics and reports

6. Prepare final version of section's/branch's annual reports and other
reports

7. Super Ise clerical staff who

type correspondence, reports, etc.
answer phones
sort and route mail
maintain section/branch files and records
input and maintain payroll data

Easing

8. Maintain an awareness of the currant aim planned information and
service needs of the user cannunity

9. Assess future needs and develop long-range plans

10. Recommend new activities /programs when appropriate

Financial mimosa

11. Prepare operating and capital budgets, both short- and long-term

12. Justify the section's/branch's budgets

13. Control expenditures operate within the budgets

14. Establish financial policies and pro:mi.:rem in keeping with the library
system's overall financial operations

15. Establish costs for services, if appropriate



SENIOR LEVEL
MANAGEMENT (Section ?imager)

EillnaciALESIDAMOnt

16. Supervise charging for services, if appropriate

17. Determine the cost of in -house versus contract processing and services

18. Supervise the deposit of any funds received

policies spd Procedures

19. Review and appcove/moCify aection/branch policies as drafted by senior
staff

20. Present policies to library /library system director for approval

21. Monitor established policies and guidelines

22. Revise policies and guidelines as required

23. Review and approve/modify procedures recamvaided by staff

Itage251LaJlatixitio

24. SUpervise overall operation of the section/branch

25. Coordinate section/branch activities with other operations within the
library system

26. Supervise the establishment of toe: schedules to ensure adequate
staffing of the section/branch

27. SUpervise the maintenance of adequate production levels, production
deadlines and quality control

28. Identify activities which could be curtailed if staff reduction and/or
budget cuts were required

itilitlina80gYailLAINUOgiS10

29. Perform cm-going systems analysis of section/branch activities

30. Review and approve/modify record formats and other file design data for
section/branch files as rwannended by staff

31. Work with systems staff/representatives AL-, section,/branch staff to
resolve problems with opera-Lon of automated op-items, if applicable
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MANAGEMENT
SENIOR LEVEL

(Section Manager)

..10

32. Work with architects and interior designers to plan section/branch
design and layout for new facilities

33. Plan the rearrangement of existing facilities

34. Select furnishings for sectionforanch

35. Request maintenance of facilities as required

36. Review and approve/modify L'Aff recommendations for acquisition of
equipment, forms, supplies and systems

37. Recommend and support acquisition of selected items

38. Arrange for purchase of approved items

39. Maintain inventory listings of furnishings and equipment in section/
branch

41. Review and approve/modify final draft of contract-related documentation

41. Designate a staff member to serve as the secLon's/branch's technical
representative for each contract

42. Evaluate contractors' performance

2202011CLATINNSOODUILICLatigUlEdialtd

43. Review staffing and work loads to ensure that employees are properly
utilized

44. Prepare final version of job descriptions for entire staff of section/
branch

45. Request and justify nonceitions

46. Initiate staff recruitment after staffing requests are approved

47. Interview and select candidates for positions

48. Ensure that new staff receive proper orientation and on-the-job
training

49. Review personnel records of staff
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SENIOR LEVEL
MANN (Section Manager)

Staff Ueveloent

50. Approve/modify performance standards aid developed by staff

51. Prepare written performance evaluations for entire staff

52. Conduct conferences with individual staff members to discuss
performance evaluations and other matters as appropriate

53. Suggest ways in which individual staff members may improve performance
and/or become eligible for promotion

54. Approve library- funded training for staff

55. Prepare documentation for awards, grievance actions, separations, etc.

56. Present awards

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

LcamunicAtigno

61. Conduct staff meetings

62. Ensu:e that cam micaticn is maintained within the section/branch so
that staff will know what is happening in the section/branch, the
library system, the advisory groups, the network(s), and in the
information world in general

63. Establish and maintain good working relationships within the Abrary
system

64. Make preliminary arrangements for cooperative efforts with other
sections/branches

65. Represent section/branch or designate representative(s) for joint
projects with other areas of the library system
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ACITVITIES

SENIOR LEVEL
MANK:Zele (section Manager)

Market and Public Relations

66. Establish and maintain good working relationships with librarians from
other libraries in the area

67. Communicate with other libraries regarding any difficulties aszcdiated
with cooperative activities

68. Join/participate in forming library networks /consortia and support
network goals and activities

69. Receive official visitors to the sectimebranch

70. Arrange for overviews/tours of the section's/branch's operations

71. Coordinate the production of publications/information products by
section/brandh staff

72. Ensure that documents describing the section/branch and its policies
and procedures are up-to-date

73. Approve/make arrangements for advertisement, publication, and
distribution of documents /information products produced by section/
branch staff

Research imalMmellamma

74. Identify problem areas related to the section's/branch's activities/
objectives which require further study

75. Arrange for and monitor in-hcuse or wntract studies of the problem
areas

76. Evaluate the recommendations of the studios

77. Mnplement new programs/procedures as appropriate
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ACTIVITIES

mArwiErsur

SENIOR LEVEL
(Library Director/

Library System Director)

General Administration

1. Work with senior institutional administrators to formulate and/or
interpret objectives of the library/library eaten

2. Supervise the preparation of written library/library system objectives

3. Coordinate library/library system objectives with those of other
systems within the institution

4. Evaluate current activities in terms of the library's/library system's
objectives

5. Identify required statistics and reports

6. Prep:se final version of library's/library system's annual reports and
other reports

7. Supervise clerical staff who

type correspondence, reports, etc.
answer phones
sort and route mail
maintain files and records
input and maintain payroll data

MARMIL2.9

8. Maintain an awareness of tha current and planned information and
service needs of the user community

9. Assess future needs and develop long-range plans

10. RODMINBM5 new activities/programs when appropriate

LiDaDdia.11121921Mid

11. Supervise the preparation of operating and capital budgets, both short-
and long-term

12. Jistify the library's/library system's budgets to institutional
aaninistrators

13. Supervise expenditac and control and operatatice within the budgets
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SENIOR LEVEL
(Libras' Director/

Library Systan Director)

Ihnicifsmat

14. Establish financial policies and procedures in keeping with the
institution's overall financial operations

15. Supervise the establishment costs for services, if appropriate

16. Supervise Charging for services, if appropriate

17. Supervise the detenninatian of the cost of LT-house versus contract
processing and services

18. Supervise the deposit of funds received by the library/library system

Policies and Procedures

19. Review and approve/modify library/library system policies as drafted by
senior staff

20. Present policies to institutional administrators for concurrence

21. Supervise the monitoring of established policies and guidelines

22. Supervise the revisicn of policies and guidelines as required

23. Review and approve/modify procedures recamended by staff

lrllanngeQt of Activities

24. Supervise overall operation of the library/library system

25. C^ordinate library/library system activities with the Institution

26. Supervise the establishment of work schedules to ensure adequate
staffing of the litcary/library system

27. Supervise the maintenance of adequate production levels, production
deadlines and quality control

28. Identify activities which could be curtailed if staff reduction and/or
budget cuts were required
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MANAGEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

Systems Analysis and Dash

29. Supervise the on-going systems analysis of library/library system
activities

30. Review and approve/modify file design data for library/library system
files as reccamended ty staff

31. Supervise efforts of senior staff to resolve problens with operation of
automated systems, if applicable

Z'ol - .4 I - .1k,-t:

32. Select and justify locations of new facilities and collections

33. Work with architects and interior designers to plan the overall design
and layout for new facilities

34. Supervise planning for rearrangement of existing facilities

35. Supervise selection of furnishings for librap, facilities

36. Supervise maintenance of facilities as required

37. Review and approve/modify staff recommendations for acquisition of
equipment, forms, supplies and systems

r. Justify acquisition of selected items to institutional administrators

39. Supervise for purchase of approved items

4C _Jpervise maintenance of inventory listings of furnishings and
equipment in the library/library system

41. Review and approve/modify major contract doctenentation

42. Supervise in-house management of contract activity

43. Supervise the evaluation of contractors' performance
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MANAGEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

44. Supervise staff review of staffing and work loads to ensure that
employees are properly utilized

45. ReAew/prepare final version of job descripticno for senior staff of
library/library system and for staff in the director's office

46. Request and justify new positions

47. Supervise staff recruitment after staffing requests ewe approved

48. Interview and select candidates for senior staff positions and for
director's staff

49. Ensure that new staff receive proper orientation and on-the-job
training

50. Review personnel records of senior and director's staff

51. Approve/modify performance standards as developed by senior and
director's staff

52. Prepare written performance evaluations for senior and director's
staff

53. Cbnduct conferences with individual members of senior and director's
staff to discuss performance evaluations and other matters as
appropriate

54. Suggest ways in which individual members of senior and director's
staff may improve performance and/or become eligible for promotion

55. Approve library-funded training for senior and director's staff

56. Review/prepare documentation for awards, grievance actions,
separations, etc.

57. Present awards

58. Discipline senior and director's staff as required

59. Conduct exit interviews with senior and director's staff and other
staff, as appropriate

60. Approve leave for senior and director's staff

61. Approve vacation schedules for senior and director's staff
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MAMA

SENIOR LEVEL
(Library Director/

Library System Director)

281MAliattiGG8

62. Attend staff meetings of senior institution staff as the representative
of the library/library system

63. Conduct staff meetings of senior and director's staff

64. Ensure that communication is maintained within the litrary/library
system so that staff will know what is happening in the library, the
library system, the advisory groups, the network(s), and in the
information world in general

65. Establish and maintain good working relationships within the
library/library system and within the sponsoring institution

66. Make preliminary arrangements for cooperative efforts with other
libraries/library systems and/or with librarylbibliographic networks

67. Represent the library/library system or designate representative(s) for
joint projects with other libraries/library systems and/or with
library/bibliographic networks

eg and Public Re]atians

68. Market the library/library system and its services to higher level
institutional acbinistrators

69. Supervise the marketing of the library/library system and its services
to the user ccmmunity

70. Establish and maintain working relationships with librarians fran
other libraries/syst rks

71. Communicate with other libraries /systems /networks regarding any
difficulties associated with cooperative activities

72. Join/particirete in forming library networks /consortia and support
network goals and activities

73. Receive official visitors to the library/library system

74. Supervise arrangements for overviews/tours of the library/library
system

75. Supervise the coordination of the production of publications/
information products by library/library system



NANAZENENI

ACL'IVITIES

SENIOR LEVEL
(Library Director/

Library Listen Director)

keti a_and Public Relations

76. Ensure that docunents describing the library/library systen and its
policies and procedures are up-to-date

77. kaprove/modify/reocemend arrangements for advertisement, publication,
and distribution of docurgtnts/information products produced by
library/library system

Research and

78. Identify and/or review problem areas related to the library's/library
system's activities/objectives which require further study

79. Review, approve/Modify in-house or contract studies of the problem
areas

80. Review and approveAmodify evaluations by senior staff of studies'
reccumendatials

82. Approve and supervise implementation of new programs/procedures as
appropriate
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NANAGENENP SENIOR LEVEL

MairangdOdge

*** knowledge ralated to literacy, numeracy, aunicatians, etc.

abject km/ledge

* knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

* knowledge of foreign languages

Library & Infr.alatiCILEWSOCUSEIggedge (Generic)

*** knowledge of definition, structure, and fa is of infomatim
** knowledge of alternative approaches to the organleation of information
** knowledge of alternative approaches to retrieval of management

'aromatics
** knowledge of alternative approaches to information management
* knowledge of mailable and merging infonlatim technologies and their

applicatims
* knowledge of completed and ongoing research in the field and its

applicability to practice
** knowledge of career opportunities
*** knowledge of how to loam an an ongoing basis

ICusaditgradzautiLlsamaticamoiLinmiransutli

* know= of the information canny, its participants and
i ter (social, economic, techniael, etc.)

* knowledge of the variety of work settings and their organizational
structures

* knowledge of the functionn performed within the various work settings
and the services and products offered

** knowledge of the mere of the serviced and products, their character-
istics and information hebits

EaskilisiggambatahnLasigna

** knowledge of the management function, the range of services and
products offered (both actual and potential)

** knowledge at the activities that are required to offer the services and
maim the products

** knowledge of the various romarces that are necessary to support the
activities

*** knowledge of moment tools and sources of infmnatim
*** knowledge of emnagment methods and

tech*** knowledge at Pagfacanal opehtid and hoins:an be measured
** knowledge of job responalbillties and working ocediticsis (e.g., range

of duties, probe& copansatian, benefits, etc.)
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SENIOR LEVEL

Eagasisr_stbcclukunrk
*** knowledge of how to perfom the various activities
** knowledge of how to use the amagment tools end sources of smegment

infometion
*** knowlerlse of how to apply the ssnagenent methods and ter piques

* knowledge of personae/ pumedmee
** knowledge of the operations of other sections to the library and how

they related tc nmegsasnt
* knowledge of available vendor-soolied mss, services and products

to support sanagewnt
* knowledge of the contracting process, both in general and ./thin the

cageniaetion
* knowledge of evaluation aathodis and techniques to evaluate system,

services and marts
* knowledge of public relations techniques
* knwledge of statistical description, analysis, interpretation and

entetion
*** knowledge of the costs aemociabed with library resources *mterials,

personnel, apace, etc.)

* knowledge of cost analysis and totervoMMtion astboda
* knowledge of methods of rem= allocation
* bowledge of standards IMMO= ad methods for milurtibmg personnel
* knowledge of alternative mmegment structures and Unit implications

for the operation of the library
*** state-of-the-art knowledge of library research and practice

I :I

*** knowledge of the simian, goals and objectives of the institution
served

*** knowledge of the structure of the institution and the role of the
library within the institution

*** knowledge of the various wpm, offered and key personnel within the
Institution

*** knowledge of the policies and procedures raiment to the library
*** knowledge of the various resources available within the library (e.g.,

personnel, equipment, etc.)
*** knowledge of the users' infomation needs and reguirennts
*** "..lowledge of the collection, and of related collections
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tensaismwr SENIOR LEVEL

agtifk2LISICK114St

** knowledge of the primer/ subject field of users served (e.g.,
literature, =sic, etc.)

** knowledge of foreign languages

Likarxsanfsmaticaldsualcadedge (Generic)
** budedge of definition, structure, and formats of information
** knowledge of alternative approaches to the organisatiat of Information

*** knowledge of alternative approaches to retrieval of management
information

** knowledge of altomativw approaches to information nenagment
it** lorowledge of available and emerging infonatiar technologies and their

applications
** knurl edge of ccmpleted and ongoing research in the field and its

applicability to practice
*** knowledge of aueer cpportanities
it** knowledge of haw to learn an an mgoing basis

BradactragMLIItnatiRILxinkfrodnartetit
*** Imarledge of the wending information =unity, its participants and

their interrelationships (social, economic, tecbnical, etc.)
" knowledge Of the variety of work settings and their ongslisational

structures
** knowledge of the functions performed within the various wadi settings

and the services and pcorbots offered
it** knowledge of the users of the services and products, their cies-at:ter-

Utica and infonotion habits

Es2r12c1s?....CLABLYILIka62112

*** knowledge of the management functianfr the range of services and
prodrcts offered (both actral and

** knowledge of the erAivities that are required to
potential)

offer the services and
produce the praincts

knowledge of the "WW2 resources that are necessary to support the
activities

** knowledge of isnuount tools and sources of information
it** knowledge of management methods and tekiiikpres
*** laudedge of performance emactsd and bar it can I* nsuured
** Imarledge of job re -onsibilities and working amditions range

of duties, probable ampensation, benefits, etc.)
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!emanate SENIOR LEVEL

Abowlefte of bow to cb work

** knowledge of how toper:fore the varion activities
** knowledge of how to use the management tools and sources of venegment

information
** knowledge,,! bow tom* the mmagement methods and tedmiques
** knowledge of personnel procedures
** knowledge of the mentions of other sections in the library and how

they related to mmegement
** knowledge of available vendor-supplied systems, services and products

to sopportemmoment
** knowledge of the contracting process, both in genera and within the

organisation
** knowledge of evaluation method* and techniques to evaluate metals,

serviorsardperdncts
knowledge of public reitiamitscholques

** knowledp of statistical description, analysis, interpretation and
sentation

** knowledge of the costs associated with library ream= (materials,

** knowledge of coot analysis and interpretntionsethods
** knowledge of methods of rewouroesilmration
** knowledge of standards, seasuresandmethods for walwting personnel
** knowledge of alternative semement structures and their implications

for the operation of the library
** state-of-the-art Inlowledge of library research and practice

EnfailACILDLthffindtititignd2ZENLIffaltalibrida

** knowledge of the mission, goals and objectives of the institution
served

** knowledge of the structure of the institution and the role of the
library within the institution

** knowledge of the various proper offered and key personnel within the
institution

** knowledge of the policies and procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment, etc.)
*** knowledge of the users' information needs and requirements
*** knowledge of the coilectim, and of related collections
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SEKEOR LEVEL

Iltsicajals
*** literacy, numeracy, cognitive, analytical, cemeenjoatians, eto.

fikillsAdatgd_tuiperairaguyitita
Ability to:

** perform ma activity
**t* establish rapport with users and caUsegues

caseunicete well by writtai, verbal and non-vertal means
* condact an interview
*

an
meetings with Individaals and groups

* collect, analyse and interpret dita
*** mike de:Islas

*

and recummitions bared an avaibtd.e infouation
* supervise staff

work inticiniantly and in groups
* develop criteria for evaluation

Ability for

*** sake effective timely, and well-informed declaims
"* isolate and define problems and develop the necessary criteria and

action for their sedation
*** menage time effectively

likIllsAglusuukchjandfiractiska

Ability to:

ter* perceive the needs of the organisation and not just the library
*** 'anticipate ling-range needs of library
*** design systems and proosdires to improve liberati

* arbitrate and negotiate
rary op ens

* apply methods at messariment and eradiation
*** budget mai sake projections
*** optimise the we of library resources
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SkilliliadidrdalleatiCiktilitie&
Ability to:

** establish rapport with users and colleagues
*or ccmmicate well by written, verbal and non-verbal weans
** conduct an interview
** conduct meetings with individbals and groups
** collect, analyze and interpret data
** sake decisions and recessendations based an available infoneation
** supervise staff
** work hadependently cod in groups
** develop criteria for evaluation

Ability to:

** sake effective, Haply, and well informed declaims
** isolate and define problems and develop the necessary criteria and

action for their solution
** menage time effectively

fikillsiklAteitaftecificiaLizeiti.
Ability to:

*** perceive the needs of the orginizaticn and not just the library
*** anticipate km-range needs of library
*** design systems and procedges to *rove library operations
*** arbitrate and negotiate
*** apply methods of kAasurseent and evaluation
*** budget and "eke projections
*** optimise the use of 111 tuy resources
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** Neatness
* Weed for achievement

** Objectivity
*** Open-mindesbees
*** Optimiem/Positive attitude
*** Orsanizaticn

* Retience
* Physical endurance

*** Resourceful
Sensitivanhoughtful

** Sense of hoar
*** Sense of ethics

Salerance

Individual should demonstrate:

*** Willingness to takeVaocept responsibility
***tailings's= to take initiative
** Willingness to sewn] to authority, apply and follow policy
*** Desire to loamy try

Willingness to fail
*** Willingness to ask questions
** Desire to work to best of ability
*** Rasponsivenees to time constraints
** Accuracy

Willingness to get hands dirty
*** Attention to detail

* Willingness to do clerical tasks
**a Desire te fell-its-through
** Denim orientation

Organisational identity
*** Willingnes to pa ors library and its services
** View of library as part of a larger info:intim environs*
** View of library as an organisation
** Ability to sae broad game
** Ability to sacrifice short-teat gains for long-tem goals
** Politiad sense
** Curiosity
* Variety of interests
Desire to gra, perscesally

** Desire to grow pafeesionally
* Desire to remain current in specific and general subject field

*** Positive attitude toward job



03FETENCIES INJURED AS 131133MENG
ME VEPSOS LES DIFORCANT

IN THE PINES

175



MANAGEMENT

DifilMitiQUALittitlidta

Attitudes Toward Institutions

* Reepect for profession
* Respect for the library
* Respect for the parent organization

Attitudes Toward Other People

Toward Users

** Respect users
** Like people in general
** Like children
** Like to help people
** Like to meet people
** Like to sake others feel comfortable
** Sensitive to others' needs

UNAKiUth2E110theatrkaACS

** Respect co- workers
** Like to work with others/as a team

Like to work on cal
** Willingly= to drem upon and dare knowledge and experience with

others
** Supportive of co- workers
** Enjoy amnaging/supervising others

ReogoaLCItalitiea

** Alertness
** Aseertiveness
** CalpassionAtincliess
** Confidence
** Cheerfulness
** Dependability
** Datenainationtfenacrty
** Diplomacy
** Motional stability
** Fairness
** Flexibility/ Versatility
** Imagination
** Inquisitiveness
** Leadership ability



** Neatness
** Reed for achievement
** Objectivity
** Open-mindedness
** Optimism/Positive attitude
** Orgenizatice
** Patience
** Physical endurance
** Resourceful
** Sensitive/Thoughtful
** Sense of boor
** Seigle of ethics
** Tolerance

Individual should demonstrate:

* Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply end follai policy

* Desire to learn/try
Willingness to fail

** Willinpess to ask questions
** Desire to work to best of ability
* Responsiveness to time constrahas
** Pccuracy
* Willinpros to get hands dirty

** to detail
** Desire to follow-through
** Service oriastaCm
** Organizational identity
** Willingness to promote library and its INVACIS
** View of library as pares of a larger infonmaim environment
** View of library as an orgenizetim
** Ability tc ee broad picture
** Ability to sacrifice dna-term gains for lag-term goals
** olitiasl sense
* Curiosity
* Variety of interests
** Denis. , to grow personally
** Desire !'o grow professionally
** Desk* to remain current in specific re, 1 general subject field

** Positive attitude toward job
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_Solicited Sear,ea

1. Interview users to evaluate information requirements, and determine
budgetary and time constraints, etc.

2. COunsel users on specifying ieurmation requirements

3. Develop and Implement strategy for obtallingt evaluatin;, and packagin.;
information an lata to meet users' nee..

4. Select searc4. met (e.g., online and/or manual)

5. Determine appropriate source (e.g., databases, printed publications,
experts, etc.)

6. Conduct searches, using proper subject terms for sources selected

7. Review retrieval output for relevancy

8. Provide infonmation for users in the form of references or source
documents

9. Translate titles and abstLacts

10. Refer users to higher-level reference staff, as appropriate

11. Refer uPsTa to other information services, as appropriate

=sr

12. Ammer ready reference questions

13. Instruct users in reference methods, sources, services and relic', 3

14. Alert users t^ non-print and in-hoAse developed sources of information

15. Perform bibliographic verification as required

16. Recoameia aoquisition of materials for the reference and reneral
collections

17. Recommend materials /data for inclusion in reference source files
(vertical file; in-house indexes)

18. Supervise orderly maintenance of the reference roan and re-shelving/
re-filing of reference materials

19. P. hair a eecord of reference searching statistics

1.7d
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REFERENCE

Other (coned)

20. Maintain a record of financial data (funds received in payment for
cumputerized retrieval, packaged literature searches and other
products, or services for which charging may be authorized)

21. Conduct business by phone, when appropriate

22. Write memos and letters, as required

23. Prepare an information package for users to describe reference services
and policies

24. Prepare manuals of procedures

25. Make recommendations to the media center director for improvement in
operation:, of the section and for improvement in services to users

26. Attend and participate in staff meetings

27. Provide an overview of the opexat'ais of the unit/section to visitors,
as requested

28. Supervise technicians, paraprofessional staff, student workers, and
adult volunteers

29. Work to develop "esprit de corps" among staff supervised

30. Assist media center director in writing job descriptions for self and
for staff supervised

31. Assist media center director in developing performance stand!..rde for
self and for staff supervised

32. Assist media center director in the review and performance evaluation
of staff supervised

33. Assist in the selection of new technicians and paraprofessionals

34. Keep abreast of new and changing reference sources, services and tools

35. Keep abrea, new and developing technologies applicable to reLzence
searching

36. Attend professional meetings and prepare reports for dissemination to
staff

57. Develop professional contacts both within and outside the media center
system



kited Search

38. Perform more complex searches

39. Provide additional information for users (e.g. in the form of critical
annotation- abstracts, analytical reports, etc.)

alsol icited Search

40. Assist in developing broslixxle, published literature searches with
executive analyses, resulting from anticipation and recemition of
faculty/student information needs

41. Identify topics and develop search strategies

42. Conduct searches

43. Evaluate search results

44. Prepare searches for publication

45. Distribute published literature searches

QUur

46. Organize and maintain reference source file3 (vertical file, in-house
indexes)

47. Schedule and supervise shelf readincy the reference collection

48. Make preliminary selection of forms and/or develop draft record formats
for all reference files and operations

49. Identify and evaluate ommercially available information services

50. ASCUS performance of existing equipment/systems/services used in
ref-tnce and investigate capabilities of other equipment/systems/

rvices

51. Recauaend acquisition of new/additional ernipment/systens/eervices

52. Train staff and student workers/volunteers in operation and in-house
maintenance of equipment/systems/services

53. Supervise in-'iouse operation and maintenance of equipment /systems/
services



ACLTVITIES

REPERENCE MID LEVEL

fittlarsirsells11

54. Gather information for maintenance contracts on equipment /systems

55. Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance

56. Evaluate contraaors' proposals

57. Train and supervise entry level staff

58. Assist in the selection of new professional staff

59. Write articles for professional journaln/newsletters, when appropriate

REFERENCE SIIIIOR LEVEL

Solicited Searches

60. Review solicited searches performed by others and suggest additional
search strategies as appropriate

61. Refer users to subject experts in the area, if appropriate

IllEidickesUe=1326

62. Review unsolicited searches performed by others and suggest additional
search strategies as appropriate

63. Prepare executive analyses for published searches

64. Arrange for publication

65. Develops public relations strategy for marketing the publication

66. Develop distribution list

67. Develop announcement of publication
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ACITV1TIES

REFERENCE SENIOR LEVEL

=au
68. Function as a technical expert in all matters relating to reference

service

69. Interact with professional colleagues and faculty in identifying
unreoorded/Unindexed sources of infornatial and data, and report to
staff

70. Review and weed the reference collection on a regular basis

71. Review and weed reference source files on a regular basis

72. Work with reader services, interlibrary loan and selection staff
members to analyze library resources in the area and to make
recommendations concerning the degree to which duplication of reference
collections thould occur

73. Work with reader services and selection staff to compile lists of
reference books -end standard works which comprise a basic collection in
each major subjact area. New editions of these materials are acquired
when published

74. Work with reader services and selection staff and faculty advisors to
select materials for branch collections

75. Draft reference service procedures and policies; draft revisions as
required

76. Flogdhart and document reference service procedures

77. Assist section manager in on -going systems analysis of the section

78. Analyze statistics and prepare draft statistical reports

79. Develop charging strategies

80. Analyze financial data and prepare draft financial reports

81. Handle deposit of funds/assessment of charges

82. Supervise mid level staff

83. Function as section manager in his/her absence
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Bssic Icirw IWO

*** knowledge related to literacy, numericy, communications, etc.

Sublcatkistanige

* knowledge of the primary subject field of users served (e.g.
literature, music, etc.)

*** knowledge of foreign languages

Libiaryianfsanaticcidezranadledge (Generic)

* knowledge of definition, structure, and (=mete of information
* knowledge of altecaftiveapproadhes to the organisation of information
* knowledge of altemmalbmappromdbes to retrieval of intonation
* knowledge of altematbrempromdhes to infametionmenagement
* know edge of available and emerging intonation tedhnolcgies and their

applications
* knowledge of compl..zed and ongoing research in the field and its

applicability to practice
* knowledge of career opportunities
* knowledge of lbow to learn on en ongoing basis

Ingdleskallt Atinfamatimasuluntiumenta
* knowledge of the expending infametion community, it arUzitaats and

their interrelationships (social, economic, tato._ .4, etc.)
* knowledge of the variety of work settings and their erganieatAonal

structures
* knowledge of the functions performed within the various work settings

and the services and products offered
** knowledge of the users of the services and prodocto, their character-

'sties and intonation habits

Enowledge of what work 1,j_ggin

*** knowledge of the refersmmolkortion, the range of services and products
offered (both actual and potential)

*** knowledge of the activities that are required to offer the services aid

wax* the products
*** knowledge of the various resources that are neosesay to support the

activities
*** knowledge of refetemoittrefecral tools and sources of iatanation

*** knowledge of referemostreferral methods and techniqnse
* knowledgeaperfeamnoe ameoted and bar it min be measured

* howledge of jdb responsiMlitiem and working conditions (e.g., mg.
of duties, probibleampensatico, benefits, etc.)
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* greater depths of knowledge specified above
* knowledge of statiotical description, malysis, interpretation and

presentation
** knowledge of the wets associated with Mary smarm (materials,per, owe, etc.)
* knowledge aE cost analysis and interpretation methods

** knowledge of methods of resource allocation
* knowledge of standards, asesures and methods for evaluating persamel
* knowledge of alternative senagement structures and their implications

for the operation of the library
* state-of-the-art knowledge of library research and practice
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Butc knowledge

** knowledge related to literacy, numeracy- commications, etc.

2112.12aLlsoodl2d22

* knowledge of the primary subject field of users served
literature, enact etc.)

** lmowledge of foreigi longue:Jos

scieece (Generic)

* knowledge of definition, structure, and founts of intonation
** knowledge of alternative approadses to the organization of infoceation
** knowledge of alternative approaches to retrieval of information
** knowledge of alternative approaches to 'Monetize senagemerst

*** knowledge of available and enereag infoaation technologies and their
applications

* knowledge of completed and ongoing research in the field and its
applicability to practice

** knowledge of career opportunities
** knowledge of how to learn cn an ongoing basis

arrigadaualleutInfamatigu=1110drialacte
*** knowledge of the expending infonation comemity, its participants and

their interrelaticasbips (social, econcnic, technical, etc.)
** knowledge of the Touristy of work settings and their organinational

structure
** Imowlege of the functions perfoand within the various work settings

and the services and products offered
** knowledge of the mess of the services and products, their character-

istics end intonation habits

1910414gISLIthiltaaltIg14312

** knowledge of the reference function, the Lange of swim and products
offered (both actual nal potential)

* lmowledgo a the activities that are required to offer the services and
produce the products

* km *alga of the various resources that are necessary to import the
activities

* knowledge of reterenostrefenal tools and sources of information
* knowledge of referenocireferral asthode and tedniques

** knowledge of Perfennenoe eapected and how it can be sees red
* knowledge of job responsibilities and working condition (e.g., range

of duties, probable compenvatice, benefits, etc.)

1331 9 0
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KNOWLEDGE

WERE= SENIOR II /EL

* greeter depths of knowledge specified above
* knowledge a statistical description, analysis, interpretatica

* Imag=ntaticnofthe costs associated with library resources (materials,
Pte, spun, etc.)

** knowledge of cost analysts and intespretatica methods
** knowledge of asthals of resource aLloceticn
* knc...Iedge of stenderds, sesame and methods for evaluating personnel
* :axmledge of alternative management structures and their implication

for the cperatim of the Maw
* state-of-the-ant knowledge of library mouth and practice
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CEPPETRICIIS vALnittr) AS
ESSENTIAL VERSUS INEIRABLE
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DMZ LSVEI.

*** literacy, numeracy, cognitive, analytical, amulicaticas, etc.

fiiinailektflEUILMSCAUCACtiltitien

Ability to:

*** perfona mcb activity
** establish rapport with users and colleagues
* ocenunicate well Jrr written, verbal and non-verbal means
* conduct 1111 interview
* combat meetings with individuals and groups
* collect, analyse and interpret data
* make declaims ad reocaendations based an available information
* superviae staff

*** work independently and in groups
* develop criteria for evaluation

Ability to:

* make effective, timely, and well-Informed decisions
*** isolate ad define problems and develop the necessary criteria and

actiai for their solution
*** menage time effectively

REPEREICE MD LEVEL

SkinELBealtitdtiLadagedfiraCtiliti
*** Skills listed above are developed to a greater extent

Ability to:

** perceive the neetbe of the orgenization and not just the library
anticipate long-range needs of library

** design ioyetess and procedures to improve library operations
* arbitrate and negotiate



REFERENCE SENIOR LEVEL

*ire grille listed above are & Ad to a greater extent

Ability to:

** apply netball of neseureent and evaluation
*** budget and melte projectices
*** vtinize the nee of library regiourcee

195
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REFERENCE ENTRY LEVEL

Alec Skilla

** literacy, :itineracy, cognitive, analytical, camunicaticns, etc.

filiinfaaelatitthULkiargiareACtilitiffl

Ability to:

* perform /Est activity
* establish rapport with users and colleagues
* =masticate well by written, verbal and non- verbal swans
* ocaxisct an interview
* convict meetings with individuals and groups
* collect, analyze and interpret data
* mike decisions and recomendations based on available informatics
* supervise staff
* wort independently and in grace
* develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and

action for their solution
* manage time effectively

REFERENCE MLD LEVEL

Sii11124gedtCLACiLIVICAUCiatiliti

** Skills listed above are developed to a greater extent

Ability t':

*** perceive the reeds of the organisation and not just the library
*** anticipate long -range needs of library
** design iv/stems and procedures to improve library operations
** arbitrate aid negotiate

197
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REFERENCE SENIOR LEVEL

*** Sicilia listed ebove are developed to a grater extent

Ability to:

** apply methods of measurement and evaluation
** budget and make projections

Imo, optimize the use of library resources

198
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Dismal= Ilittiturta
Attitudaga2arslinatitatigna

* Respect for profession
** Respect for the library
** Deeps* for the parert organisation

Attitudes IDaurd Other Peo Pit

ZaffaLlIsers

*** Respect users
* Like people in general

*** Like children
*** Like to help people
** Like to seat people
* Like to sake others feel comfortable

** Sensitive to others' nook;

27allalitheltLilLt112149ADIACI

*** Respect co-workers
** Like to work with others/as a teen
* Like to work on cun

*** wmi to draw upon and share knowledge and emperienoe with
others

** Supportive of co-workers
** Enjoy managing/supervising others

Personal

* Alertness
* Pssertiveness
* Canpassion/Kindness
* Caffidenoe
* Cheerfulness

** Dependability
* DatenainaticofTenacity
* Diploma/
* Deotional stability
* Fairness
* Flesibi My/Versatility
* Deginatice
* Inquisitiveness

** Leadership ability

200
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aragrassadittheumntla

* Neatness
* Need for achievement
* Objectivity
* Oermaindecbes
* OptheihrmelPosinus attitude

** Organisation
* Patience

** Physical endurance
* Emenurceful
* Sensitivelfteughtful
* Sense of honor
* Sense of ethics
* Tblerance

Attitadrairatign
Individual should demonstrate:

*** Willingness to takelaccept respolviibility
*** Willingness to take initiative

* Willingness to respond to authority, apply and follow policy
** Desire to learnittry
* Willingness to fail

***Willingness to ask questions
** Desire to work to best of ability

*** Responsiveness to time constraints
** Accuracy
* Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical tasks

** Desire to follow-through
** Service orientatika

Organizational identity
** Willingness to promote library and its services
* View of library as part of a larger informatics' environment
* View of library as an mini:lotion
* Ability to see broad picture
* Ability to sacrifice short-term gains for long-term goals
* Political manse

** ftriosity
* variety of interests
* Desire to grow personally
* Desire to grow profeesirmany

*** Desire to remain current in specific and general subject field
*** Positive attitude toward job

141 2 01
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DiER2MitikellAttitildrl

Attitudes Tcward Institutions

* Respect for profession
* Respect for the library
* Respect for the parent organization

Attitudes ftward Other PeQp

=wadi Isera

* Respect users
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to make others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

* Respect co-workers
* Like to work with others/as a team
* Like to work an own
* Willingness to draw upon and share knowledge and experience with

others
* Supportive of co-workers
* Enjoy menaging/supervising others

Personal Qualities

* Alertness
* Assertiveness
* Ocampassica/Ithtdness
* anfidence
* Cheerfulness
* Dependability
* Deteadnationtrenacity
* Diplcaacy
* Rmoticnal stability
* Fairness
* Flexibility/Versatility
* imagination
* Inquisitiveness
* Leadership ability

2O
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* Neatness
* Need for achievement
* Objectivity
* Opme-mindembeas
* Optimise/Poeitive attitude
* Orgenireation
* Patience
* Physical ordnance
* Resourceful
* Sensitive/Thoughtful
* Sense of humor
* Sense of ethics
* Tolerance

Individual should demonstrate:

* Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply and follow policy
* Desire to lounftry
* Willingness to fail
* Willingness to ask questions
* Desire to work to best of ability
* Responsiveness to time constraints
* Accuracy
* Willingness to get bends dirty
* Attention to detail
* Willingoess to do clerical tasks
* Desire to follow-through

** Service orientation
* Organisational identity

** Willingness to promote library and its services
** Vier of library as part of a larger iidormaticn enviraimett
** Vise of library as an organisation
* Ability to see broad picture
* Ability to sacrifice short-term gable for long-tera goals
* Political sense
* Curiosity
* Wady of interests
* Desire to grow personally
* Desire to grow professionally

** Desire to remain current in specific and general subject field
* Positive attitude toward job
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ACTIVITIES

SERIALS CONTROL ENTRY LEVEL

jerjagation and Ordering

1. Receive citations for selected serials/numbered series from the
acquisitions section

2. Receive citations from faculty and media center staff for subscriptions
for the professional collection

3. Receive issues/parts of serials/numbered series from the acquisitions
section which were received on approval, as gifts, etc.

A. Develop a working knowledge of the media center system's collection
development policies and guidelines

5. Refer questionable citations/itens to supervisor for selection review

6. Determine source of procurement for each title ordered (jobber, direct,
gift, exchange, etc.)

7. Supervise ordering of serials/numbered series:

verify and locate additional bibliographic data as required; refer
problems to supervisor

search serials records to determine if title is already on order
for older materials/citations, search catalog(s) to determine if

enti*:4 series is in the collections already
prepare serials records for titles to be ordered
repare subscription --der :, including the proper "ship to"

addresses for Ix- 'vies, if appropriate
prepare purchase or 1- r required
prepare order doom.. ....on for mailing
forward order docunentation to the acquisitions section for fiscal

'ltra and =Ring
cle.:n outstanding orders (no issues received)
claim missirg issues
cancel ore 414 as required
re-issue orders to different sources as required
order replacement copies of damageqlost issues
process renewals
maintain a statistical record of ordering opeiations

O. Search for trade and non-trade bibliographic information that
technicians are unable to locate; refer problems to higher level staff,
as appropriate



280114-Processing

9. Supervise receipt processing of serials/numbered series:

sort incoming items, if appropriate
search serials file to locate the records
update records with receipt of individual issues/hunters/parts
flag records for gap filling
record/affix locator data on each piece (classification number,

special collection symbol, etc.)
mark materials with the media center's identification
affix security labels
place issues in special binders, if appropriate
place not serial titles on the appropriate truck for delivery to

the cataloging section
place items which have title changes on the truck for cataloging
place new issues for the reading roan on the appropriate truck
place issues for the stacks on the appropriate trucks
place issues for branches on appropriate trucks if check-in is

performed centrally
deliver trucks to proper locations
annotate receipt on packing slips/invoice copies, if received, and

forward to the acquisitions section
annotate packing slips/invoice copies for damaged/imperfect or

unwanted hardbound series; forward documentation and pieces
to the acquisitions section for processing

place surplus materials in specified area to await proper disposal
by the acquisitions section

maintain record of receipt processing statistics

10. Assign processing priorities to new serial titles and to other series

requiring update of cataloging records

File Maintenance

11. Supervis creation and maintenance of serials records:

input records for copies ordered
update records with data re: cancellations, reissues, claims, and

gap filling
update records with shelving location data for newly-cataloged

titles
update records with data re: change in frequency, change of title,

change in publisher, cessation, change of shelving location,
etc.

input new records for newly changed titles

1452 0 7



AClvTFIFS

SERIALS CONING WRY LEVEL

zillibintenancLizaita

11. Supervise creation and maintenance of serials records (=It'd):

update records with binding control data if serials records are
automated

input cross reference records as .equired
remove records from the active file when appropriate
delete records when appropriate
maintain statistical records of file creation and maintenance

operations

12. Supervise the forwarding of correspondence re: cessation/completion of
series to the cataloging section following maintenance of serials
records

Other

13. Handle problgsns related to ordering and receipt processing of
serials/numbered series and to overall maintenance of the serials
records; refer problems to higher level staff, es apprcpriate.

14. conduct business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

17. Make recommendations to the section manager for improvement in
operations of the unit/section

18. Attend and participate in staff meetings

19. Provide an overview of the operations of the unit/section to visitors,
as requested

20. Supervise technicians, paraprofessional staff and volunteers

21. Work to develop "esprii: de corps" among staff supervised

22. Assist section manager in writing job descriptions for self and for
staff supervised

23. Assist section manager in developing performance standards for self and
for staff supervised

1408



SERIALS alma ENTRY LEVEL

Other (cont'd)

24. Assist manager in the review and performance evaluation of staff
supervised

25. Assist in the selection of new technicians and paraprofessionals

26. Keep abreast of developments in the information field, library/media
center practice, or legislation that affect library processing and
control of serials/numbered series

27. Attend professional meetings and prepare reports for dissemination to
staff

28. Develop professional contacts both within and outside the library,I
center system

SERIALS ODNIROL MID LEVEL

Verification and Ordering

29. Develop procedures for the verification and ordering of serials/
numbered series

30. Supervise the maintenance of an address file of procurement sources for
serials

31. Draft form letters for ordering serials, claiming/cancelling orders,
claiming missing issues, ordering lost/damaged issues, etc.

32. Work with the acquisitions section to schedule purchases of serials in
order to operate within the budget

33. Work with the acquistions section to develop procedures for the
handling of the final steps in serials ordering and invoice processing

34. Identify sources for filling gaps when the required issues are
unavailable from the publishers

35. Coordinate gap filling as gaps are reported by collection maintenance
staff as part of binding preparation and inventory operations

209
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SERIALS CONISCL MID LEVEL

itEdlatair,1216ing

36. Develop procedures for receipt processing of serials/numbered series

File Maintenance

37. Develop procedures for maintenance of the serials records

38. Make preliminary selection of forms and/or develop draft record formats
for all serials record files

39. Work with collection maintenance staff to develop procedures and record
forn,..:s for including binding control data in automated serials records

FiscalQ=01

40. Together with the acquisitions section, work with the contract and/or
purchasing department (s) of the school system to identify unique
requirements and develop draft procedures for purchasing serials and
services (e.g., open ended subscriptions, dealer check-in)

41. Wbrk with the acquisitions section to develop procedures for proper
packing slip/invoice handling and receipt certification by serial
records staff

42. Assist acquisitions section in resolving any problems related to
payment for serials

43. Remain awa of the expenditures and balances in the serials
account(s?; .notify the section manager of situations which may require
special action

44. Project budget requirements for purchasing seria:s for the new fiscal
year

SAW

45. Assess performance of existing equipment/systems used in serials
records and investigate capabilities of other equipment/systems

46. Recommend acquisition of new/additional equipment/systans

47. Train staff in operation and in -house maintenance of equipment/systems

48. Supervise in-house operation and maintenauce of equipment/systems

210
148



SERIALS CONTROL N10 LEVEL

Other (cont' d)

49. Gather information for maintenance contracts on equipment/systems

50. Draft statements of work for contract proposals for services, systems,
equipment and/Or maintenance

51. Evaluate contractors' proposals

52. Train and supervise entry level staff

53. Assist in the selection of new professional staff

54. Write articles for professional journals/hewsletters when appropriate

SEALS CONTRL SENIOR LEVEL

,Selection

55. Review items identified by staff as being of questionable suitability
for the collection; concur with the selections and/or refer the
remaining questionable items to senior acquisitions staff for review

56. Work with senior acquisitions staff to formulate draft selection
policies for serials/numbered series

57. Work with senior aoquisitic..s staff to prepare draft selection
guidelines for serials/numbered series to be used by selection staff as

an aid in interpreting selection policies

58. Coordinate the annual review by reference and reader services staff and

faculty advisory group(s) of the list of serials/numbered series
currently acquired for the collection (s)

59. Coordinate the annual review by media center staff of the list of

serial titles which they currently receive for the professional
collection

YrarakatiCIELAILDECtall9

60. Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data

21.1
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ACTIVITIES

SERIALS CONI'ROL SENIOR LEVU,

&Gaut...Moaning

61. Wbrk with senior acquisitions and cataloging staff memoers to identify
processing priorities for various categories of serials and to draft
guidelines for priority assignment

Qthrs

62. Function as a tedmical expert ia all matters related to processing of
serials/numbered series

63. Interview dealers' representatives to learn about the particular
services they offer

64. Identify dealers who have a good performance record in supplying
irregular serials, conference/nongress proceedings, and other series
which are difficult to acquire on subscription

65. Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in acquiring and/or processing
serials

66. Evaluate dealers' performance and report to section, manager

67. Work with interlibrary loan and cataloging section staff members to
produce and/cc updete the media center system's serials holding list

68. Draft serial records procedures and policies; draft revisions as
required

69. Flowchart and document serial records procedures

70. Assist section manager in on-going systems analysis of the section

71. Analyze serial processing statistics and prepare draft statistical
reports

72. Train and supervise mid level staff

73. Etnction as section manager in his/her absence

212
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HAilicAnszelesigt

*** knowledge related to literary, numeracy, comunications, etc.

WaigaUgifid ledge

knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

*f knowledge of foreign languages

LibrAmianfazust (Generic)

knowledge of definition, structure, and formats of Information
knowledge of alternative approadaes to the orgenizatice of informatial
knowledge of alternative approaches to retrieval of InfOrmmtion
knowledge of alternative approaches to infoommtiolzmumgament

** knowledge of available and emerging information technologies and their
applications

* knowledge of completed and ongoi-g research in the field and its
applicability to practice

* knowledge of career %poi-amities
* knowledge of how to learn on an ongoing basis

EnstagdmilbcoLinfomatiguiCuiumnrircroantit

knowledge of the expending information comnity, its participants and
their interrelatimathips (social, economic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

* knowledge of the functions performed within the various work settings
and the services and products offered

*** knowledge of time users of the services and products, their character-
istics and information habits

EnsailedgeOLNIALAVELiakee

Imarledye of the serials control functice, the usage of services and
Emanate offered (both acted and

linowledge of the activities that are requipotentialre]to
)

offer the services and
produce the prodUcts

knowledge of the various resources that are necessary to support the
activities

** knowledge of serials control tools aed sources of bibliographic
intimation

** knowledge of serials control Bethel, and techniques
knowledge of perfonenoe sweated and how it an be nassured

* knowledge of job responsibilities and working conditions (e.g., range

of duties, probable ozopensation, benefits, etc.)
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SERIALS CONITOL HEW LEVEL

En rmiedge of hod to do work

*0* lmowledge of bow to perform the various activities
** knowledge of bow to use the serials control tools and sources of

bibliographic information
** know ledge of bow to apply the serials control methods and techniques
* knowledge of personnel procedures

nowledae of the institution served and its library

* knowledge of the mission, goals and objectives of the institution
served

* knowledge of the structure 42 the institution and the role of the
library within the institution

knowledge of the various procpms offered and key personnel within the
institutica

** knowledge of the policies mid procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment,
** Imowledge of the users' info nation needs and reguiresaits
** knowledge of the collection, and of related collections

SERIALS MEWL MID LEVEL

** greater depths of knowledge ied ahem
** knowledge of the operations of

specif
other sections in the library and bat

they relate to serials control
*** knowledge of available vendor-supplied systems, services and products

to support serials antral
* knowledge of the contracting process, both in gametal and within the

organisation
** knowledge of evaluation astboiki and techniques to evaluate systems,

services and products

215
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SERIALS 03NIS:L SENIOR LEVEL

** greater depths of knowlerte specified above
* knowledge of public relations tedmiques
* knarledge Cl statistical descriptiat, analysis, interpretatim and

presentatiat
*** knowledge Cl the costa associated with library resources (materials,

personnel, space etc.)
** knarledge of cost anal

,
ysis and interpretation methods

*** knowledge of methods of resource allocation
** knowledge of standastle, measures and methods for evaluating personnel
* knowledge of alternative magma structures and their implications

for the cperratial of the library
* state-of-the-art knowledge of library reward' and practice

216

153



CIDMINTEKIIS VALIMTED AS IMP=
MDRE VEPSCIS LISS IMPORDANT

DI IRE PUIDRE

217



Subject knailedgs

** knowledge of the primary subject field of users served (e.g.,
literature, music, etc.)

** knarledge of foreign languages

labreEy & information Science Inowledo (Generic)

** knowledge of definition, structure, and &mats of information
** knowledge of alternative approaches to the orgenisatios of infamation

*** knowledge of alternative wretches to retrieval of infoastion
** limas* of alternative awed= to intonation menagonant

*** knowledge of available and emerging infanstios technologies and their
applications

** knowledge of completed and ongoing research in the field and its
agplicability to practice

** blade* of career opportunities
** knowledge of how to lean on an ongoing basis

.1212d2d9LaiNaItillfrilletiCILIE2/120d=mta

** knowledge of the egending infoaation amenity, its participants and
their interrelationships (social, eancmic, technical, etc.)

** knowledge of the variety of work settings and their organizational
structures

** knowledge of the function palmed within the various work settings
and the services and products offered

*** knowledge of the users of the services and products, their character-
istics and intimation bedsits

iawledae of what work is done

** knowledge of the serials control !motion, the range of services and
paltIncts offered (both actual and potential)

** Imowlecke of the activities that are required to offer the services and
ce the products

** knorleprandge of the various resources that are nocuously to support the
activities

** knowledge of serials control tools and aurae of bibliographic
info:Ratios

** knowledge of serials control sethods and techniques
* knowledge of Inecallamca amplobal and how it an be measured
* knowledge of job nsponsibilities and working conditions (e.g., range

of &ties, potable ampensation, benefits, etc.)
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SAT S MEWL ENTRY LEVEL

Radkidgg of how to do work

41/1 knowledge of how to pea= fire varium activities
** knarledge of how to use the serials control tools and sources of

bibliographic infoamtial
** knowledpd et how to apply the serials control methods and techniques

** knowledge a_ personnel procedures

41, i I ,1 - 111,

** knowledge of the mission, goals and objectives of the institution
served

** knowledge of the structure of the institution and the role of the
library within the institution

** knowledge of the ',Priam programs offered and key pummel within the
institution

** knowledge of the policies and procedures raiment to the library

** knowledge of the various resources available within the library (e.g.,

personneA, equipment, etc.)
** knowledge of the wets' information needs and requirements
** Imowledge of the coLlection, and of related collections

SERIALS CONTML KID LEVEL

** greater depths of knowledge specified above
** knowledge of the mantic= of odor emetic:ins in the library and how

they relate to serials control
** knowledge of mailable vendor-sugplied is/stems, services and products

to rapport serials control
** knowledge of the contacting process, both in general and within the

°cymbal 4/2
** bmarledge of meluatica methods and techniques to evaluate system,

services and products
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SENIOR LEVELSIMS 03ECIOL

** greater depths of knowledge specified above
lag linowledige of otiatIonb

a
tectedqoes

** knowledge of statistical allsoriptionf nalysis. intespretatice and
meesentatica

** Mowr edagratoosslt
ig oanalysis

e s

aoncd

ia e

dd.merwcietshtaltiibon

ay :escarole (materials,* marl d h a.
methods

** knotiledge

their

of needle ot resoecocatiam
Walled. of standerds, ausores and nethods for

and
eredeeting vegeomel

alt saile4= structures iiiplications
for tbe opecatial of the

** state-a-4"a knowledge of Mori research and practice
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COISPETENCIES VALIERTED AS
NESTIAL VIP= resnazz
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Mei CaktUft

*** literacy, mummy, cognitive, analytical, #xessicatiaas, etc.

fkillailelataLtaearmificactiYIL:As

Ability to:

* pea= nit activity
* eetabliab rapport with users and colleagues

** amemicate veil by written, verbal and non-verbel nuns
* conduct an interview

conduct meetings with individuels and groups
* collect, anslyse and interpret data

** make declaims and recomendations lased on available information
* supervise staff

** work independently and in grouts
* develop criteria for evaluation

Ability to:

** make effective, timely, and well-infoneed decisions
* isolate and define problem and develop the necammuy criteria and

action for their solution
*** menage time effectively

SERIALS Cl3NTIOL MID LEVEL

fikills3elaterLtaMataisacifigiatiiity
*** *ills limbed above nee developed to a greater extent

Ability to:

* perceive the needs of the ocgooleatial and not just the library
** anticipate long-range needs of library
** design system and procedures to improve library operatics
* arbitrate awl negotiate
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SERIALS Comram SENIOR LEVEL

!kills listed above are developed to a greater extent

Ability to:

apply Ratbode of assenrasat and evaination
*** budget and sake projecticos
elm opthaize the uee ci Mealy resources
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SERIALS CONTROL

iikalli-Relece"2-614CALtrj"ilitiga
Ability to:

perfoos yea activi
*ft establish rapport withth mars and colleagues

cammiatte well by dritta, verbal and catavertal seem
** conduct an Intel:vies

conduct meetings with individual; and groups
collect, analyse and interpret data

** wake declaims and recommadaticas taped at available infoorettion
** supervise staff
** wadi

for
and in grcaps

develop criteria for evaluation

Ability to:

** sake effective, timely, and well-informed decisices
** isolate and define prcblems and develop the necessary criteria mid

action for their solution
** swage time effectively

NID LEVELSERIALS CONTROL

Biala itelAted-ta-BIGURKgiCAIIIIM
Ability to:

*** perceive the needs of the argenization and not just the library
*** anticipete laarrange needs of library
*** desicyt system and izooedures to imam library operations
** arbitrate and negotiate

SERIALS CrATROL SENIOR LEVEL

Ability to:

*** awly methods of neasurement and evaluation
*** budget and make projections
es* optimise the use of library resources

159 225



OVVITENC111$ wan= AS
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SERIALS CONTROL

IIMMIIIMM.

DiggnitiglitiLattitiliki

Xtitudes Toward Institutions

* Respect for profession
* Respect for the Library
* Respect for the parent organization

littituditaiMaDthaisaple
TgaursLIISEES

*** Respect users
* Like people in general

** Like children
*** Like to help people

* Like to meet people
* Like to make others feel comfortable

*** Sensitive to others' needs

Itsarigtbftraintbriifakplact

Like
** Respect coawadters
* to work with others/as a tame
* Like to work on on

** Willingness to drew wan and share knowledge and experience with
others

** Supportive of co-workers
* Dijoy ssnaging/sacervising others

Personal DIELUtiDE

* Alertness
*** Assertiveness

* Compassion/Kindness
* Confidence

*** Cheerfulness
* Dependability
* Datendostiagerenecity

Diplomacy
Reotionel stability

* Minims
Plaribility/Versatility
Imaginstian
lognisitiveness

* Leadership ability
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CCIIPETENCTES VALIDATED AS BISTRING
MORE VERSOS LESS DEMME
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SERIALS CONI'RCL

Attitude& Toward Institutions

* Respect for profession
* Respect for the library
* Respect for the parent organization

AttitataMMALLOtheLieCiae

Toward 21212

* Respect users
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to Rieke others feel comfortable
* Sensitive to others' needs

ICtataQUIPSAILUILliakalCI

* Respect co- workers
* Like to work with others/as a team
* Like to work on an
* Willingness to draw upon and share Imowledge and experience with

others
* Supportive of co-workers
* amjoy asmaging/supervisirbg others

Personal d

* Plezibility/Vereatility
* Leadership ability

AttitizigaiklAtedACLabLitagtralliZAtial

Individual should demonbtrate:

* Willingness to take/ accept responsibility
* Willingness to take initiative
* Willinre gness to respcsd to authority, apply and folios policy

* Desi to leam/try
* Willingness to fail
* Willingness to auk questions
* Desire to work to beet of ability
* Responsiveness to time constraints
* Accuracy
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