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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 of a person
that is causally related to effective behavior as demonstrated
through extermal performance criteria, where:

e [Knowledge is haviyn_  information about, knowing, understanding,
being acqminted with, being amre of, having experience of, or
being familiar with something, someone, or how to do samething.

e Skill is the ability to use ane's knowledge effectively.

e Attitude is a mental or emotional approach to smmething, or
soEecne.

We have identified several types of knowledge that are necessary to
perform information work satistactorily as follows:

e Basgic knowledge in such areas as language, communication,
arithmetic cperations, etc.

e Subject knowledge of primary subject fields of users served
such as medicine, chemistry, law. etc.

e Library and information work environments such as the
information community, its participants and their social,
economic and technical interrelationships, etc.

e [Enowledge of what work is done such as the activities required
to provide services and produce products, etc.

e Enowledge of the organization or user commmnity served such as
the mission, goals, and objectives of the user or the
organization, user's information needs and requirements, etc.




There appear to be three kinds of skills necessary to perfcrm
informatior work satisfactorily including:

e Basic skills such as cognitive, conmunication, analytical, etc.

e Skills related to each gpecific activity being performed such
as negotiaticn of reference questions, evaluation of search

outputs, etc.

e Other skills such as managing time effectively, budgeting ard
making projections, etc.

Attitudes of librarians are found to be extremely important to work
performance. We have found it useful to subdivide attitudes into:

/

e Dispositional attitudes toward one's profession, the organiza-
tion served, one's work organization, and other people swh as
users and co-workers.

e Persomality traits/qualities such as confidence, inquisitive-
ness, sense of ethics, flexibility, etc.

e Attitudes related to joh/work/organization 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 campetencies are cumulative across professional level,
i.e., campetencies of mid-level professionals include entries shown 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 competency data in this document,
it is important to consider the functions being performed by
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Figure 1 Organization of Activities and Competencies




professionals and the activities being performed to determine which
competencies are appropriate. The functions identified for librarians
working in schcol libraries are:

acquisitions

cataloging

circulation and reader services
collection maintenance
interlibrary loan

ranagement

reference

serials control.

Three professional levels were defined as follows:

e entry level (up to 3 years of professional experience)
e mid level (4-9 years of professional experience)
e senior level (10 or more years of professional experience).

The activities performed are listed first and numbered 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,
skills and attitudes. Two versions of each of the lists are provided. The
first set have those campetencies 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 Ly asterisks as follows:

*  denctes each competency rated as essential or desirable by

50-70 percent of the validators of that competency

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

iV11
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The

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

second set of knowledge, skills, and attitudes have competen-

cies designated by the validators as becoming more or less important in the
future. Again, the level of emphasis is denoted by astericks as follows:

&

L2 .2

denotes each competency rated by 1-20 percent of those who
validated it (as essential, desirable, or not applicable) as
becaming more or less important ‘n the future

denotes each competency rated by 21-40 percent of those who
validated it (as essential, desirable, ¢. 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
becoming more or less important in the future

denotes conpetencies rated as currently not applicable which
have also been rated as becoming more important in the future.




ACQUISITIONS
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2.

3.

4.

5.

6.

7.

9.

10.

Selection
1,

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

Receive requests fram faculty and media center staff for purchase of
materials for the libraiy's collections or for the professicnal
collection

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

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

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

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

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

Assi~: processing priori to all raterial selected for the
colieccions

Maintain a statistical record of selection and the usefulness of
various selertion tools

Supervise bibliogr»ohic searching and verification:

search in-process file(s) (items on order, want lists, and
received items not yet cataloged) 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 them to snﬁwisor

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

maintain record of searching and verification statistics

14




AQQUISITIONS ENTRY LEVEL

Selection (cont'd)

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

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

13, Prioritize recammended selections in each subject area; consult with
mid level librarian to detemmine which materials should be placed on
thr. want list for possible order action at a later date

14. Supcrvise order/request processing:

prepare records (manual or autamated) for items to be ordered/
requested now/later

prepare purchase orders, if required

prepare order/request documentation for mailing

claim outstanding orders

cancel orders, as required

re-issue orders *o different sources, as required

maintain statistical record of order/request processing operations

Receipt Procesging

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

open packages and retain sender information

check shipnents against packing lists/invoices

check shipments for damage

examine received items for imperfections

for unsolicited shipments, search in-process file(s) and center's
catalog(s) to determine which items are needed for the
collections

updat> in-process file with receipt information

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

imperfect materials

annotate packing slips/invoices for damaged/imperfect materials,
incorrectly simplied materials, and unwanted materials

annotate packing slips/invoices to indicate materials which are
branch copies

annotate packing slips/invoices to certify receipt of all
materials retained

deliver packing slips/invoices to invoice processor

insert and/or vpdate processing slips for materials to be retaired

, 15



AQQUISITIONS ENTRY LEVEL

Receipt Processing (cont'q)

15. Supervise receipt processing of ordered/requested materials, blanket
?rder{gn-apprwal shipments, leased materials, wnsolicited gifts, etc.
cont'd)

mark materials retained for the c.llection 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 acimowledge gifts, if appropriate

prepare damaged/imperfect materials, incorrectly supplied
materials, and unwanted materials for return to suppliers, if
appropriate

place uwanted/damaged items not to be returned to suppliers in
specified area to mait proper disposal

maintain statistical record of receipt processing operations

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

17. Supervise preparation and disposal of uwanted materials
File Maintenance
| 18. Supervise creation and maintenance of in-process file(s)

input orders/requests, want 1ist items, wnsolicite® receipts

update records based on correspondence received and actions taken

update records with receipt, return and disposal infomation

update records with cataloger assigment, if appropriuate

update records when cataloging has been canpleted 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




Other

20.

21,

22.

23.

24.

20,

26.

28.

29.
30.

31.
32.
33.

34.

35.

36.

Handle problems related to the selection and acguisition of macerials
for media centers; refer special problems to higher level staff, as

appropriate
2Agsist staff in locating materials received but still in process

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

Supervise the preparation of exchange lists for items selected by
senior staff

Examine dealers' ctocks and publishers'/producers' displays at book/AV
fairs and conferences in order to becare familiar with the character-
istics of the various offerings

Oonduct business by phone, when appropriate

Write memos and letters, as required

Prepare manuals of procedures

Make recommendstions to the section manager for improvement in
operations of the unit/section

Attend and participate in staff meetings

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

Supervise technicians, and paraprofessional staff
Work to develop “"esprit de corps" among staff supervised

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

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

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

Assist in the selecticn of new techniciwms and paraprofessionals

417




ACTIVITIES

AOQUISITIONS ENTRY LEVEL

Other (cont'd)

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

38. &:fend professional meetings and prepare reports for dissemination to
4

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

AOQUISTITIONS MID LEVEL

Selection

40, Keep abreast of the information needs of the user commmnity 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

Yerification and Ordering
42, Supervire the maintenance of an address file of procurement sources

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

44, Schedule purchases of materials in order t~ operate within the budget
45. Work with contract and/or purchasing departmencs} 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/numbered series




AOQUISITIONS MID LEVEL

Elscal Coptrol

47. work with the finance and accounting department of the school system to
idencify requirements and develop draft procedures for processing
invoices for payment

48, Supervise invoice processing for acjuisition of materials

receive and log in packing slips/invoices fram acquisitioris and
serials control staff with receipt information noted

receive and log in original invoices

match oiiginal 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 them to the
appropriate fiscal office

process purchase order documents as reguired

receive correspondence fram suppliers

draft replies to correspondence conceming 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 accampany
the reports, if required

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

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

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

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

19



AOQUISITIONS MID LEVEL

Elscal Control (cont'd)

S5. Assess performance of existing equipment/systems used in aocquisitions
and investigate capabilities of other equipment/systems

56. Recommend acquisition of new/additional equizment/systems

57. Train staff in cperation 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. Bvaluate 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

AOQUISITIONS SENIOR LEVEL

Selectich

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

66. Work 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, Identify subject areas in which resource
sharing may be mutually beneficial

67. Work with reference and rjader 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 materjials

20
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AOCQUISTTIONS

Selection (cont'd)

68.

69.

70.

78.

.

Formulate draft selection and retention policies for all types of
materials

Prepare draft selection guiGelines to be used by staff and faculty
advisory groups as an aid to interpreting selection policies

Periodically review staff :lections to ensure more uniform
interpretation of the selectic policies; conduct training sessions as

required

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

Bvaluate the existing collections and identify areas of weakness

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

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

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

Develop guidelines for ideniifying materials in the collections which
should be retained in microform for preservation

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

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

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




AOQUISITIONS SENIOR LEVEL
Other
80. Function as a technical expert in all matters of selection and

94.
95.
9%.

acquisition of materials for media centers

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

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

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

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

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

Draft a gift acceptance policy statement

Identify potential exchange partners

Draft an exchange policy statement

Draft documentation to establish an exchange program
Supervise the exchange program

Identify sources for disposal of unwanted materials
Draft documentation to set up disposal program

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

Flowchart and document selection and acquisition procedures
Assist section manager in on-going systems analysis of the section

Malyze statistics for all operations in the section -nd prepare draft
statistical reports




Qther (cont'd)
97. Train and supervise mid level staff
98, Function as section manager in his/her absence




COMPETENCIES VALIDATED AS
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ACQUISTTIONS ENTRY LEVEL

Basic knovledge
*** knowledge related to literacy, mmeracy, coommications, etc.

Sibject knowledge

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

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knowledge of altermative approaches to the organimation of inforsation
** knowledge of altemative approaches to retriewal of information

* knowledge of altemative approaches to information management
-mwdmﬂmumwmmuﬂm

applications

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

** knowlecge of career opportunities

*+ knowledge of how to learn on an ongoing basis

* 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 produrts, their character-
istics and information habits

Knowledge of what work is done

** knowledge of the acquisitions function, the range of services and
products offered (both actual and )
* knowledge of the activities that are required to offer the services and

produce the products
* of the various rescurces that are necessary to support the
*t¢* knowledge of acquisition tools and sources of bibliographic information
“hmldpctmldum“um
* knovledge of perforsance and hov it can be measured
* knowledge of job and working conditions (e.g., range

of duties, probable compsnsation, bemefits, etc.)

1 25




**t knowledge of how to perfomm the various activities
*** knowledge of how to use the acquisitions tools and sources of
mmmgmmmymmmmmmm

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

** knowledge of the structure of the institution and the role of the
1library within the institution

nmmmﬁmmmummﬂmm

*+* knovledge of the policies and procedures relevant to the library

*** knowledge of the various resources aveilable within the library (e.g.,
personnel, equipment, etc.)

*** knowledge of the users' information nee's and

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

ACQUISITIONS MID LEVEL

** greater depths of knowledge specified above

** knowledge of the operations of other sections in the library and how
they relate to aocguistions

** knowledge of availahle vendor-supplied systems, services and products
to acquisitions

support
* knowledge of the contracting process, bcth in general and within the
organization
* knowledge of evaluation methods and tecimiques to evaluate systems,
services and products




ACQUISITIONS SENIOR LEVEL

* greatar dapths of knowledge specified above

** knowiedge of public relations techniques

** knowledge ofistatist:lcal description, analysis, interpretation and
presentation

*¢ knowledge of the costs associated vith libeary rescurces (materials,

» Space, etc.)

* knowledge of c~st analysis and interpretation methods

* knowledge of mathods of resource allocation

* knowledge of standards, measures and methods £ .« ewalmxting personnel

* knowledge of alternative management structures and their implications
for the operation of the library

*t gtate-of-the-art knowledge of library research and practice

_7
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ACQUISITIONS ENTRY LEVEL

Basic knowledge
*¢* knowledge related to literacy, mmeracy, commmications, etc.
Subject knowledge
* knowledge of the primary subject field of users served (e.g.,

**¢ knoyledge of altermative approaches to information management

sprlications
***hwvhdgecteq&nudmdmgoing ressarch in the fisld and its
% knowledge of career oppocrtunities
** knowledge of how to leam on an ongoing basis

il of the information coommity, its and
M expanding n ty, Pl:f-:icl:*-'
***hmldpdﬂnmi&yduukssﬂmmwtwm

*t¢ knowledge of the functions within the various work settings
and the services and offered

st kncvledge of the users the services and produxcts, their character-
istics and information hebits

produce the products
** knowl of the wvaricus resources that are neceasary to support the
* knowledge of acquisition tools and sources of bibliographic information
“m:w .:ahuitmh-md
** knowledge of job and working conditions (e.g., range

of duties, pw compenmation, bsnefits, etc.)

1.

29




Enowledge of how to do work
** knowladge of how to perform the various act!vities

* knowl of how to use the acquisitions tools and sources of
* knowledge of how to apply the acquisitions methods and techniques
** knowledge of persormel procedures

Enowledge of the institution sexrved and its libxary

*** knovledge of the mission, goals and objectives of the institution
* knovledge of the structure of the institution and the role of the
within the institution

*t knowledye of the various programs offered and key persomnel within the
institution

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

persomnel, equipment, etc.)
*** knowledge of the users' information needs and reguirements
*** knowledge of the collection, and of related collections

ACQUISTITIONS MID LEVEL

** greater depths of knowledge specified ujove

*t knovledge of the operatimns of other sections in the library and how
they relate to acguistions

* knowledge of available vendor-supplied systems, services and products
to acguisitions

* knowledge of the contracting process, both in gmeral and within the

*** knovledge of evalmtion methods and technigues to evaluate systems,
sexvices and siodcts




ACQUISITIONS SENIOR LEVEL
bl mdhmle@ewfmm
‘**mm«:tphuc teciniques

*t% knoyledge of statistical description, analysis, interpretation and

y GtC.

e pm:l space )“

“hmle@ed.ﬂn&dm

*¢ knowledge of standards, measures and methods for evaluating persomnel

*** knowledge £ altemative structures and their implications
for the cperation of the

t* gtate-of-the-art knowledge of library research and practice







ACQUISITIONS ENTRY LEVEL
Baaic Skills
st ]iteracy, mmeracy, cognitive, apalytical, coommications, etc.
Skills Related to Specific Activities

Ability to:

* perform gach activity
*t* egtablish rapport with users and

* conduct meetings with individumals and groups

* collect, analyze and interpret data

* make decisions and recommendations based on available infommation
* supervise staff

% york .ndependently and in groups

* develop criteria for evaluatica

Ability to:

*% pnke effective, timely, and well-informed decisions

*¢ jgolate and define problems and develop the necessary criteria and
action for their solution

**+ panage time effectively

ACQUISTTIONS MID LEVEL

Skills Related to Each Specific Activity
* Skills listed above are developed to a greater extent
Ability to:
nmnmmdmmmummmum

*t anticipate long-range nesds of libeary
- to improve library cperations
arbitrate and ncgottm
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ACQUISITIONS

6% gkills listed above are ¢eveloped to a greater extemt
Ability to:

** apply methods of measurement and evaluation
**% hudget and make projections
*t% optimize the use of library resources







ACQUISITIONS ENTRY LEVEL
Basic Skills
*** literacy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

** perform each activity
wi+ egtablish rapport with users and colleagues
** coommicate well by written, verbal and non-verial means
-:m:umﬂmmmm
groups
*** collect, analyze and interpret data
++% pake decisions and recommendations based on available information
** gupervise staff
** york independently and in groups
**% Jdevelop criteria for evaluation

Ability to:

*+* pake effective, timely, and well-informed decisions

*+* jasolate and define problems and develop the necessary criteria and
action for their solution

4% panage time effectively

ACQUISITIONS MID LEVEL

Skills Related to Each Specific Activity
#*% gkills listed above are developed to a greater extait

Ability to:
¢6¢ perceive the needs of the crgmiszation and not just the library
t¢¢ anticipate long-range needs of library

ot design systems and procedures to improve library operations
«*¢ arhitrate and negotiate
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AQQUISITIONS

*+* gxills listed above are developed to a greater extent
Ability to:
*++ apply methods of measurement and evaluation

i
|
#** budget and sake projections \
% optimize the use of library resources |

|






ACQUISITIONS

Dispositional Attitudes
Attitudes Toward Ingtitutions

* Respect for profession
*& Regpect for the library
“* Regpect for the parent organization

Attitudes Toward Other Pecple ,ﬁ;
Toward Users |

*&* Regpect users

* Like people in general

¢ Like children

*tt Like to help people |
* Like to meet pecple |
* Like to make others feel comfortable j

*4* Sensitive to others' needs |

Toward Others in the Workplace

*&* Ragpect co-workers
** Like to work with others/as a tesm
Like to work on ovm

* willingness to draw upon and share knowledge and experience with
others

*¢ Supportive of co-workers
* Enjoy m:gim/supetvishug others




AOQUISITIONS

Personal Qualities (cont'd)

* Leadership ability
** Neatness
* Need for achievement

Individual should demonstrate:

*“llning:utoukq/ucqt responsibility
** willingness to take initiative

* Willingness to respond to authority, apply and follow policy
*¢¢ Degire to leam/try

* willingness to fail

** willingness to ask

** Desire to work to best of ability
.:mlmtothemm:a

Accuracy
Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical tasks
#&* Degire to
** Service orientation
* Orqanimational identity
* Willirgness to pramote library and its services
** View of library as part of a larger information enviroment
* View of library as an
* Ability to see broad picture
** Ability to sacrifice ghort-temm qains for long-temm goals
* Political eense
* Curiosity
:g:iietyafinterm L
re to grow personally
:Mnm:-in in specific and general subject field
to ocurrent
4% Pogitive attitude towaxd job

2 40
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** Respect co-workers
** Like to work with others/as a temm
** willingness to draw upon and share knowledge 'nd experience with

** Supportive of co~workers

** Inuf s'viveness




AQQUISITIONS

Individual should demonstrate:

** Willingness to take/accxéeqa\sibuity
** Willingness to take ini ve

* will respond to authority, apply and follow policy
fail

é
I

. < to get hands dirty
 ttention to Gotatl

*t ability to sacrifice short-t:m gains for long-tem goals
* Political sense







CATALOGING ENTRY LEVEL

1,
2.

Supervise and perform, as :equired, pre-cataloging searching

Perform descriptive cataloging (with or without copy) for materials
wvhich will require original cataloging

3. Determine main and added entries

4. MAssion subject headings fram 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, IC rule interpretations of AACR 2, new subject temms,
updated instructions for seargung/tpﬁting online files, etc.)

13, Maintain a record of pre-cataloging searching statistics

14. Maintain a record of cataloging statistics

Qother

15, Write memos and letters as required

16.
17.
18.

Prepare manuals of procedures for pre-cataloging searching
Select/develop a processing form to be use in pre-cataloging searching
Make recommendations to the section manager for improvement in

operations of the unit/section and for improvement in bibliographic
access to the collection (s)

45
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CATAL "GING ENTRY LEVEL

Other (cont'd)
19, Attend and participate in staff meetings

20. Provide an overviaw 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 section 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 develomments 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 encountered by entry level staff; refer to
higher level staff, if necessary

16
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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 Quttering statistics

Bibliographic Files
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 them to the
circulation staff for distribution

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




CATALOGING MID LEVEL
Materials Processing
48. Supervise the physical processing of all items to be added to the

49.

library's collection(s):

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

affix security labels

type and apply classification labels

prepare item cards for circulation, or affix circulation bar code/
OCR lables

affix date due slips, if recuired

open new boot 3

apply ourchased covers

mount pamphlet-type materials in special binders

place AV materials in proper storage containers, if required

segreqate materials requiring special treatment or repairs and
deliver to collection maintenance section

place new materials on appropriate book trucks and deliver to
designated locations

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

Other

50,

51.

52.

53.

54.

55.

Prepare manuals of procedures for limited cataloging, Cuttering,
creation and maintenance of L:bliographic files, and for physical
processing of materials

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

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

Work closely with collection maintenance staff and media center
directors during inventories and/or weeding so bikliographic files may
be updated as required

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

Recommend aocquisition of new/additional equipment/systems
Train staff in operation and in-house maintenance of equipment/systems

48
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CATALOGING MID LEVEL

Qther (cont'd)
57. Supervise in-house operation and maintenance of equipment/systems
58. Gather infommation 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
recoomend 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 %ranches 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

CATALOGING SENIOR LEVEL

Qataloging
67. Function 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 each cataloger

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

71. Reviy all cataloging performed in section and/or under contract to
msms&htmcy of interpretation of system's cataloging policies
and <
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(ATALOGING SENIOR LEVEL
Qataloging (cont'd)
72. Maintain a statistical record for each cataloger indicating quantity

73.

and quality of cataloging produced
Maintain a summary record of revision statistics

Other

74.

75.

76.

78.

79.

.

84.

86.

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

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

Select/develop cataloging input forms
Draft cataloging procedures and policies; draft revisions as required

Draft guidelines for detemmining level of cataloging to be given to
various categories of materials

Keep abreast of developments in network, national, and intemational
standards for bibliographic description

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

Keep abreast of the educational information needs of the community so
that proper assigment of subject headings and classification numbers
may provide users with ready access to topics of special importance
Reconmend expansion of the classification system(s) as reguired

Recanmend expansion of the standard list of subject headings, as
required

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

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

Recommend participation in bibliographic network (s)/projects

o0
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ACTIVITIES

CATALOGING SENIOR LEVEL

Other (cont'd)

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 Araft statistical
reports

91. Train and supervise mid level staff
92. Function as section manager in his/her absence

51
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COMPETANCIES VALIDATED AS
ESSENJTAL YERSUS DESTRABLE

52
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CATALOGING ENTRY LEVEL

Basic knowledge
*** novledge related to literacy, mmeracy, commmications, etc.
Subject knowledge
* knovledge of the primary subject field of users served (e.g.,
literature, music, etc.
** knowledge of foreign languages
Library & Information Science Knowledge (Generic)

** knowledge of definition, structure, and fommats of information
** knowledge of altemative appeoaches to the ocrganisation of infommation
* knowledge of altemative approaches to retriswl of infosmstion
* knowledge of altemative approsches to informstion managmment
* knowledgemofimihble and emerging information technologiee 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 leam on an angoing basis

* knowledge of the expanding information community, its participants and
their mterrelatimsh.‘lpe (social, econamic, 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-
istics and information babits

produce the ‘
** knowledge of the various rescurces that are necessary to support the
bkl of cataloging tools and sources of bibliographic information
et¢ kmovledoe of ocataloging methods and
* nowledge of performance ed and how it can be measured
* knowledge of job and working oconditions (e.g., range
of duties, e compensation, bmnefits, etc.)




CATALOGING ENTRY LEVEL

Inowledge of how to do work

*t¢ knowledge of how to perfomm the various activities
*t* knowledge of how to use the cataloging tools and sources of

mmcﬁmqmymmmmw
* knowledge of personnel procedures

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

“M@dﬂﬁ&m&thmmmmledm

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

*t* knovledge of the policies and procedures relevant to the library

** knowledge of the various resources availsble within the library (e.q-,
personnel, equipment, etc.)

**% knoyledge of the users' information needs and requirements

s&¢ knowledge of the collection, and of related collections

CATALOGING MID LEVEL

“grutexmofhuldgewfm

* knowledge of the operations of other sections in the library and how
they relate to cataloging

mmwdmmwmm services and products

to support cataloging
knowledge of the omntracting process, both in general and within the

* knowledge of evalmation methods and techniques to evaluate systems,
services and products

R A

- e b g
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CATALOGING SENIOR LEVEL

* greater depths of knowledge specified above
* knowledgn of public relations technigues
knowledge of i:nus'.sal description, analysis, interpretation and
*** knowledge ¢: the ccsts asscciat~? vith library resources (materials,
persomnel, gpace, etc.)

% knowledge of cost amalysis and interpretation mel. s

** knowledge of methods of resource allocation

* knwledge of standards, meesures and methos for evaluating personmnel
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CATALOGING

Basic knowledge
#** knowledge related to literacy, mmeracy, commmications, etc.

Subject knowledge

* knowledge of the primary subjact field of users served (e.g.,
literature, music, etc.)
** knowladge of foreign languages

*% knovledge of definition, structure, and formats of information
to
*¢ knovledge of altemative appr. aches to information managrasnt

applications
“knuwctcc:&mdumgomgmmhinthfmmdits

* knowiedge of cereer cpportunities
*¢ knowledge of how to leamn on an ongoing basis

*t knovledge of the expanding information commmity, its participants and
their interrelationships (socizl, econcmic, technical, etc.)
** knovledge of the wariety of work ssttings and their organizational

** knovledoz 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-
istics and information habits

Knovwledge of what work is done

** knowledge of the cataloging function, the wamge of services and
products offered (both actual and )

* knovledge of the activities st are required to offer the services and
produce the products

* know. of the warious resrarces that are necessary to support the

* knovledge of cataloging tools and sources of bibliographic informetion
t knovledge of cataloging msthods and

*¢ knowledge of performance and how it can be maasured
“hm‘lm of job and working conditions (e.g., range




CATALOGING ENTRY LEVEL
Enowledge of how to do work
* knowledge ¢€ how to use the cataloging tools and sources of
bibliographic information
+ knowledge of how to apply the cataloging methods and techniguer
** knowleige of personel procedurss

t* knovledge of the mission, goals and objectives of the institution

“Ml@&ﬂgngmedtbwhtmuﬂnmleofm

** mnowledge of the various programs offered and key persomnel within the
** knosledge of the policies and procedures relevant to the

persamel
*+* knovledge of the users' inforsation needs and
** knowledge of the collection, and of related collsctions

CATALOGING MID LEVEL

*% greater depths of knowledge specified above

** knowledge of the operations of other sections in the library and bhow
they relate to cataloging

*mydmmcwwqm,mmm

** knowledge of the contvacting process, both in general and within the

organisation
** knowledge of evalmtion methods and technigues to eweiuate systems,
services and products

58
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CATALOGING SENIOR LEVEL

b mamm;w:wm
“kmvle&p public relations technigues
** knovledge of statistical description, analysis, interpretation and

presentation
** knowledge of the costs associated with libeary resources (materials,
personmnel, space, etc.)
ﬂmmaummmuwmm
*% knowledge of methods of rescurce allocation

R
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CATALOGING ENTRY LEVEL

Basic Skills
*4% literacy, mmeracy, cognitive, analytical, cammmications, etc.

Skills Related to Specific Activities
Ability to:

* conduct meetings with individuals and groupe

** collect, analyse and interpret data
“ﬂeh&dmmdMlmtudmudhblelnfanﬂm

* spervise staff
** york indspandently and in groups
develop criteria for evaluation

Ability to:

4t pake effective, timely, and well-infomed decisions

** jsclate and define problems and develop the necessary criteria and
action for their solution

*+% panage time effectively

CATALOGING MID LEVEL

Skills Related to Each Specific Activity
% gkills listed above are developed to a greater extent
Ability to:

:mnu&mcma:umuummm
anticipate la.g-range nesds of library
**% degign systess and procedures to improve library operations

* arbitrate and negotiate




CATALOGING SENIOR LEVEL

¢4 gkills listed abuve are developed to a greater extent
Ability to:

* apply methods of measurement and evaluation
bkl and mexe projections
bl the use of library resources
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SKI11S
CATALOGING ENTRY LEVEL
Basic Skills
%% ]iteracy, mmeracy, cognitive, amalytical, coommications, etc.
Skills Related to Specific Activities
Ability to:
* perform ench activity

* egtablish rapport with users and colleagues
* commnicate well by written, verbal and non—verbal means
* conduct an interview
* condict meetings vith individmels and groups
** collect, analyze and interpret data
* make decisions and recommendations based on available information
:rq:etvheﬂff aod in
work independently groups
** develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions

* jsolate and define problems and develop the necessary criteria and
action for their solution

* manage time effectively

CATALOGING MID LEVEL
Skills Related to Each Specific Activity
% gkills listed above are developed to a greater extent
Ability to:
** perceive the needs of the organization and not just the library
bl neads of 1

anticipate long-range ibrary
*t% degign systems and procedures to improve library cperations

** arbitrate and




CATALOGING SENIOR LEVEL

*t%* gkills listed above are developed to a greater extent
Ability to:
% apply methods of measurement and evaluation

** buiget and make projections
% gptimize the use of library resources




COMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESIRAELE
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* Respect for profession
**% Regpect for the library

Toward Users

*&* Respect users
* Like pecple in general
*t Like children
*¢¢ Like to help people
* Like to meet people
* Like to make others feel camfortable
** Sensitive to others’ needs

Toward Others in the Workplace

#** Regpect co~workers
¢ Like to work with others/as a teem
* Like to work an oun

* willingness t~ draw upon and share knowledge and experience with

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

* Flexibility/Versatility
* Imagination
* veneas
* Leadership ability




Reatness
* Need for achievement

Individual should demonstrate:

**+ willingness to take/accept responsibility

t yillingness to take initiative

** yillingness to respond to authority, apply and follow policy
** Desire to

.:mllmg\esatofa‘n

willingness to questions

** Desire to work to best of ability
:mimtothemm

Accuracy

* wWillingness to get hands dirty

* Attention to dstail

¢ willingness to d clerical tasks

** Desire to follow-through

t Service orientation

* Organizational identity

* willingnees co promote library and its services

t Viev of libeary as part of a larger information envirorment

* View of library as an organization

* Ability to see broad picture

t Abilicy to sacrifice short-term gains for lony-tem goals
Political sense

* Quriosity

* Variety of interests

* Desire to grow parsonally

** Dagire to grow

*mmmmumhmmmﬁm

st pogitive attituds toward job

s 68







MTITUDES
CATALOGING
Dispogitional Attitudes
Attitudes Toward Institutions
* for profession

* Respect users

¢ Like people in general

* Like children

% Like to help people

* Like to meet people

% Like to make others feel camfortable
* Sensitive to others® needs

Toward Others in the Workplace

* Respect co-wocrkers

* Like to work with others/as a temm

* Like to work on o

*Hmhwm to d&raw upon and share knosiedge and experience with

* Supportive of co-workers
* Enjoy menag ng/supervising others
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Individual should demonstrate:

* Willingness to take/accept responsibility

* Wiliingness to take initiative

* Willingness to respond to authority, apply and follow policy
* Desire to 1

* Willingness to fail

* Willingness to ask

* Desire to work to best of ability
:mimtothecmstnints

Accuracy
* ¥illingness to get hands dirty
* Desire to follow-through
* Sexvice orientation
* Organizational identity
* willingneas to promote library and it_ services
* View of library as part of a larger information envirorment
¢ View of lidraz, as an
* Ability to see broad
:Pbﬂi to sacrifice short-tem gains for long-term grals
Qur ty
* Variety of interests
* Desire to grow personally
* Desire to grow professionally
* Desire to remain current in speci’ic and general aubject field
* Pogitive attitude toward job
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SCHOOL LIBRARIAN (DMPETENCIES
CIRCILATION AND READER SERVICES
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CIRCULATION AND READER SERVICES

1.

Supervise daily operation of the circulation desk:

receive requests for materials

fulfill requests for materials

issuve, 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 overdues

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 on 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 requosts for materials owned but not
f~nd in the collection

maintain temporary files of requests for materials not owned by
the library

Attempt to locate requested materials that technicians/users report as
"not found on shelf”

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

Perforr circulation procedures when riacessary

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

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

Campile reading/viewing lists on specific subjects and/or for special
groups - ..sers

Recommend acquisition of new materials for the collections
Assist users in selecting materials

Arsist users in locating materials in the catalog and in the collec-
tion(s)

3




CIRCULATION AND READER SERVICES ENTRY LEVEL

11,
12,

13.

14.

28.
29.

Monitor use of valuable materials

Assist users in the operation of A-V and other equipment (micro-
camputers for computer-aided instruction, vido cameras, <tc.)

Schedule facilities for users to preview/view filme and other A-V
software

Supervise the distritution of new accessions lists
Set up and maintain display of new books in the reading room
Supervise shelving of the current journal issues in the reading roam

Supervise orderly maintenance of the readiny room (cleazing tables,
re-shelving newspapers, etc.)

Schedule use of meeting roams, study roams, typing roams, etc.
Handle user camplaints; refer to “igher level staff if appropriate

Keep infcmed of current copyrig..: legislation and its impact on media
centers and users

Conduct media center business by . hone, when appropriate
Write memos and letters, as required
Prepare manuals cf procedures

Make recamendations to the media center director for improvement in
opezations of the activity and for improvement in services to users

Attend and participate in staff meetings

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

Trai, and supervise technicians, paraprofessional staff, student
helpers and adult volunteers

Wock to develop "esprit de corps" among staff supervised

Assist media cventer director in writing jc* descriptions for self and
for staff supervised

74
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CIRCULATION AND READER SERVICES ENTRY LEVEL

30.

31.

32.

33.

34.

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

Assist media center director in the review and performar.ce evaluation
of staff supervised

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

Atterfxd professional meetings and prepare reports for dissemination to

Develop professional contacts both within and outside the media center

CTIRCULATION AND READER SERVICES MID LEVEL

35.
36.

37.

38.

39.

40.

41.

42.

43.

Supervise the daily circulation of reserve materials

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

Notify central acquisitions when multiple copies of reserve materials
are needed

feview requests for "not found" and "not owned"” materials and forward
requests for selected iters to the central aoquisitions section

Notify acquisitions section of materials which have bee ost by users
and require replacement

msl\ni: proper posting of copyright iegislation notice on all copying
mzcaines

Plan and conduct orientation and education sessions for groups of users
(e. .ingtem pa)per workshop; f£ilm production techniques; microcamputer
tra ) €tc.

Plan and conduct other group activities for users (media club meetings
£ilm showings, book review groups, in-service training for teachers and
aéninistrators, workshops, etc.)

Devise tools and displays which will ease access to collections and
motivate use
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CIRCULATION AND READER SERVILCES MID LEVEL

4.

45.

46.

47.

48.

49.

50.
51.

52.

53.
54.

Cooperate with faculty and student groups to plan displays, prepare spe-
cial reading 1lists, develop print and non-print materials to support
the curriculum, etc.

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

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

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 stafi

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

Assess performance of existing equipment/systems used in circulaticn
and investigate capabilities of other eguipment/systems

Recommend aocquisition of new/additional equipment/systems

Train staff and student helpers/volunteers in operation and in-house
maintenance of equipment/systems

Supervise in-house operation and maintenance of equipment/s/stems (in-
cluding AV hardware)

Gather information for maintenance contracts on equipment/systems

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

Bvaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate
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CIRCULATION AND READER SERVICES SENIOR LEVEL

59.

60.

61.

62.

63.

64.

65.

68.

69.
70.
7.

72.
73.
74.

75.

Function as a technical expert in all activities related to circulation
and reader services

llxaﬂ;ogrocemres to expedite return of circulated materials to the col-
ections

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

Develop and conduct surveys to identify characteristics of the user
population

Malyze library/media resources ir. 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

Review cataloging records for materials which are missing following

inventory; select items which should be replaced. Oonfer with refer-
ence staff, as required

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

Work with selection, reference, and collection maintenance staff to

:gmtify ~aterials which should be retained in microform for preserva-
on

Work with selection, reference, and collection maintenance staff to

identify valuable mater.als in the collection which require special

treatment

Make inquiries and recamendations conceming the advertisement, publi-

cation, and distribution of print and non-print materials prepared by

section staff

Draft circul=tion procedures and policies; draft revisions as required

Flowchart and document circulztion procedures

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

Malyze circulation statistics and prepare draft statistical reports
Analyze financial data and prepare draft financial reports

Supervise mid level staff

Function as media center director in his/her abeence

50 7y




COMPETENCIES VALIDATED AS




CIRCULATION AND READER SERVICES

Basic knwwledge
*** knowledge related to literacy, wumeracy, camxmications, etc.
Subject knowledge

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

** knowledge of foreign languages
Library & Information Science Knowledge (Generic)

knowledge of definition, structure, and formats of information
* knowledge of altermative approaches to tis organisation of information
* knowledge of altermative apprraches to retriswal of information
* knowledge of altermative approaches to information management
*+ knowledge of available and emerging information technologies and their
applications
* knowledge of completed and ongoing research in the field and its
applicability to practice
* knowledge of career opportuaities
* knowledge of how to leam on an ongoing basis

* knowledge of the expanding information community, its participants and
their interrelationships (social, econamic, 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 prodiwcts offered

* knovleds of “me users of the services and products, their character-
istics and information habits

Enowledge of what work is dane

** knowledge of the circulation tu.:c;im, the)tmgcof services and
products offered (both actual potential
* knowledge of the activities that are required to offer the services and

produce the products
nmmmmmmtmmumm

* knovledge of circulation systems
* knowledge of circulation methods and techriques
* knowledge of marketing techniques and pubiic relations
knowledge of performance and how it oan be measured
inowledge of job ies and working conditions (e.g., range
of duties, probable compensation, bmnefits, etc.)

L7




CIRCULATION AND READER SERVICES ENTRY LEVEL

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

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

* knowledge of the various programs offered and key persamel within the

t++* knoyledge of the policies and procedures relevant to the
% knowledge of the variove rescurces available within the library (e.g.,

persomnel, equipment
*** knowledge of tb: users' information needs and
*** knowledge of the collectimm, and of related collections

CIRCULATION AND RERADER 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 user sezvices

* knowledge of available systems, services and products
to sgport circulation and user services

* knowledge of the contracting process, both in general and within the
organization

* knowledge of evaluation methods and technigues to evaluate systems,
services and products

80
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CIRCULATION AND READER SERVICES SENIOR LEVEL

greater depths of knowledge specified above
* knavledge ot mtiltical description, analysis, interpretation and

* know. dﬂnmmmmmm

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

§1

53







CIRCULATION AND READER SERVICES ENTRY LEVEL

Basic knowledge
¢ knowledge related to literacy, mmeracy, comemications, etc.

Subject knowledge

* knovledge of the primary subject field of uz-n served (e2.g.,
literature, music, etc,)
*2 knowladge of forel— languaces

Library & Informatisl Sc.ce Knowledge (Generic)

** knowledge of definition, structure, and formats of infommation

** knoyledge of altermative approaches to the onyanization of information

*** imovledge of altermative approaches to retrieval of J~ _amation

nm&nuumﬁwmw
mmﬁmmmmmwmm

applice+ions
Y& knowledge « completed and a.going renearch in the field and its
to

* knowledge <f career cpportwities
** kuowledge of how to lea... a' an ongoing besis

Enowledge about information wik environments

*¢ Xnowledge of t}e expanding information cammnity, its participants and
thelr i~urrelationships (sccial, economic, tcchnical, etc.)
** tnovledge of the variety of work se.tings and chcir organizaticoal

“hmle@edtbemm : {thin the various wor . gettir s

** knowledge of the circulac’on furction, the range of services and
products offered (both ectual and potential)
'Ml#u&hﬁdmsﬂummmo&ummm

vities
* knowledge of circu..ation systems
* knovledge of circulation methods and « chnigues
** mowledge ﬁmm-ﬂmm

** nowledge of pesformmoe and how it can be measured
** kowl demm(&g..m
('R "My compensatiun, benefits, etc.)
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CIRCULATION AND READER SERVIChS ENTRY LEVEL

** kaow” adg- of the mission, goals and objectives of the institution

% knowledge of the structure ~£ the institwtion and the role of the
librarv within the iretitution

*m&&mmmmumwnmnm

* knowledje of the policies and procedures relevant to the

* knovledge of the wvacious resources avediable within the library (e.g.,
perronnel, equipaent, etc.)

** knowlelge of the users' information needs and requiresents

* kn.. adge of the collection, and of related collections

CIRCULATION AND READER SERVICES MID LEVEL

** greater depths of knowledge specified above
* knowledge of the operations of other sectiors in ithe iibrary and how
they relate to circulation and user services
“MM&WW&M, r xvices and products
to suppoct circulation an’ vyer services
** knowledge of the contracting pcocess, both in gmneral and within tae

¢t knovledge of evaluation methods and techniques to évaluate systems,
services and products
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CIRCULATION AND READER SERVICES SENTOR LEVEL

** greater dapths of knowledge upecified above
** knawledge of statistical description, analysis, interpretation and

* knovledge cf the cosis associated with library resources (materials,

allocation
* knowledge of standards, measurec and methods for evalmating persomnel
** knowledge of altemative structures and their isplications
for the operation of the )
*& gtate-of-the-art knowledge o.. libeary researcl: and practice

%5




CONPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRAELE
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Basic Skills
* literacy, mmeracy, cognitive, amalytical, coommications, etc.
Skills Related to Specific Activities
Ability to:

** perform anch activity
** egtablish ra port with users and coileagues
** commmicate well by written, verbal and non-verbal means

* work indepepintly and in groups
* develop cziteria for evalmation

Ability to:

** pake effective, timely, and well-informed decisions

** {solate :nd define problems and develop the necessary criteria and
action for their solution

*+* panage time cffectively

CIRCULATION & READER SERVICES MID LEVEL

Skills Related to Each Specific Activity
*'# Skills listed above are developed to a greater extent

Ability to:

** perceive the needs of the commmity and not just the library
** anticipate iong-range needs of library

design systems and pencedures to improve library operations
arbitrate and negotiate




CIRCULATION & READFR SERVICES SENIOR LEVEL

Q&Maﬁw&mwmamm

Ability to:
* apply methods of measurement and evaluation

*** hudget and make projections
“*opthizethel:eotuhaxym
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CIRCULATION & READER SERVICES ENTRY LEVEL

Skills Related to Specific Activities
Ability to:

¢ perform each activity

** establish rapport with users an’ colleagues

** commmicate well by written, verbal and non-verbal means

¢ conduct an interview

¢ conduct meetings with individmils and groups

** collect, analyze and interpret data

% pake decisions and recrumendations based on available informatiun
t gupervise staff

* work independently and in groups

** davelcp criteria for evaluation

Ability to:

** pake effective, timely, and well-informed decisions

** jgolate and define problems and davelop the necessary criteria and
action for their snlution

** sonage time effectively

CIRCULATION & READER SERVICES MID LEVEL

Skills Related to Each Specific Activity

** skills listed sbove are developed 20 a greater extent
Ability to:
** perceive the needs of the commmity and not just the library
** anticipate long-range needs of library

** degign gystems and procedures to improve library oporations
**ummtemc'nepthte

CIRCULATION & READER SERVICES SENIOR LEVEL

-~

Ability to:

y methods of measurement and evaluetion
and meke projections
*** thtmectuln:ymces

30
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COMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESIRABLE




Dispositional Attitudes
Aktitudes Toward Institutions

Respect for profession
**:mforthe

for the parent organization
#&* Regpect




Personal Oualities (cont'd)

* Leadership ability
* Neatness
* Need for achievement

Individual should demonstrate:

mmniwtoukq/awqt responsibility
*W take initiative
toreqmdtomthoﬂtv, apply and follow policy
*Mteto

leam/try
**V'illing'nesstofau

to ask questions
*nadretouo:ktohed:ofabﬂity

PRI TR
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CIRCULATION AND READER SERVICES

Dispositional Attitudes

Attitudes Toward Institutions

* Regpect for profession
* Regpect for the library
** Regpect for the parent organization

Attitudes Toward Other People
Toward Users

* Regpect users

* Like people in general
* Like children

* Like to help people

* Like to meet people

* Like to make others feel cwmfortable
** Sengitive to others' needs

Toward Gthers in the Workplace
* Respect co-workers
#% Like to work with others/as a teem
** willingness to draw upon and share knowledge and experience with
others

* Enjoy managing/supervising others

Personal Oualities

* Alertness

* Assertiveness
®

* Confidence

* Cheerfulness

* Dependability

* petermination/Tenacity
* Diplomacy

* Beotional stability

* Faimess

* Flexibility/Versatility
* Imagination

* Inquisitiveness
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CIRCULATION AND REWDER SERVICES

Personal Qualities (cont'd)
** Leadership ability

* Need for achievemont

* Objectivity

* Open-mindedness

* Optimism/Positive attitude
* Resourceful

* Sensitive/thoughtful

* Sense of humor
* Sense of ethics

WMWQ
Individual should demonstrate:

*¢ Willingness to take/accept teqmaibuity
** Willingness to take initiati
*Iﬂlimhormdtowﬂnrity, apply and follow policy

* Desire to work to best of ability
*nemanhanastothem:dnts

*lininmtogetluuhdirty
*Ili.llingn-to&cledaltadm




SCEOOL LIBRARIAN COMPETLACIES
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Storage Maintenance
1. Supervise orderly maintenance of shelves and storage areas

place bookengs 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 egquipment capacity

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

adjust height of shelves
prepare shelf lables and stack quides

Preservation of Materials

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

6. Receive materials fran 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 AV macer:als

8. Supervise procedures to obtain photocopies of missing pages and have
them bourd into the proper items

38
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Binding
9. Supervise preparation of .aterials for binding

prepare binding specifications for monographs selected for binding

arrange serial issues in order and tie binding units together

identify incamplete 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 sent 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 fram bindery

forward invoice to proper office for payment

maintain file ¢© invoices and other documents related to binding

maintain a sta.:stical 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 t.ave beer selected for weeding and forward
to cataloging section for file update

12, Maintain a statistical record of inventory-rzelat2d operations and weed-
ing operatiuus
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QOLLECTION MAINTENANCE ENTRY LEVEL
Other
13, Bandle problems related to collection maintenance operations; refer

14.
15.
16.
17.

21.

28.

problems to higher level staff, as apprcpriate
Conduct library business by phone, when appropriate
Write memos and letters, as required

Prepare manuals of procedures

Make recommendations to the activity manager for improvement in opera-
tions of the unit/section

Attend and participate in staff meetings
Provide an overview of the operations to visitors, as requested

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

Work to develop "esprit de corps" among staff supervised

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

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

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

Assist in the selection of new technicians and paraprofessionals

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

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the media center
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ACTIVITIES

COLLECTION MAINTENANCE MID LEVEL

Storage Maintenance
29, Work with senior staff to develop procedures for shifting the collec-

30.

tion(s)
Supervise the shifting of the collection(s)

Preservation of Materials

31.

32.

33.

34.

35.
36.
37.

38.

39.

40.

41,

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

Supervise the preservation treatment of older materials

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

Supervise the microfilming of selected materials for preservation, if
required

Determine proper treatment of damaged materials
Notify acquisitions section of material which needs replacement

Gather information on contract repair and preservation treatment of
materials

Investigate the capabilities of various library security systems and
make a reconmendation for purchase )

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

werk with circulation staff to develop procedures and resolve problems
related to their daily operation and maintenance of the library's
security system

Fxamine library regularly for sources of moisture, fire, vandalism or
unauthorized entry




QOLLECTION MAINTENANCE MID LEVEL

Binding

42, Gather infommation n various t..iding agents: reputation, price, types
of biiglding available, and average length of time materials are inac-
cessible

43. Prepare draft binding specifications

44. Work with serizls 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 circulatic: 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

46. Work with reader services, aocquisitions 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 inves.tory or weeding

49. Work with reader services and circulatior staff members to draft pro-
cedures for identifying materials which should be reviewed for pos: ‘‘ie
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/systems/supplies

53. Train staff and helpers/volunteers in operation and in-house
maintenance of eguipment/systems
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Other (cont'd)
54. Supervise in-house operation and maintenaice of equipment/systems
55. Gather information for maintenance contracts on equipment/systems

56. Draft statements of work for contact proposals for services, systems,
equipnent and/or maintenance

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 jourrals/newsletters when appropriate

OCLLECTION MAINTENANCE SENIOR LEVEL

Storage Maintenance

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

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

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

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

67. Draft an emergency plan fo: dealing with possible water and smoke dam-
age to the collections
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(OLLECTION MAINTENANCE SENIOR LEVEL

Preservation f(cout'd)

68. Draft a policy statement concerming 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. Recammend the frequency at which inventories should be conducted

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

Other

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

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
repcrts

8l1. 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
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COMPETENCIES VALINATED AS
ESSENTIAL VERSUS DESIRAELE
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Baaic knowledge
*t* know_edge related to literacy, mmeracy, cammications, etc.

Subject knowledge

*% knowvledge of the primary subject field of users served (e.g.,
literature, music, etc.)
*+* knowledge of foreign languages

Library & Information Science Knowledge (Generic)

nmwxﬁmm,m,m&ucfmm
* knowledge of altermative approaches to organizztion of information |
* knovledge of altemative approaches to retriewal of information |
* knowledge of altemative approaches to information management
* mwlgica ofimilable and emerging information technologies and their
tions

** knowledge of campleted and ongoing research in the field and its

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

* knowledge of the expanding information community, its participants and

their interrehtimships (social, econamic, technical, etc.)
kncwledge 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

* knovledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

mhule@eﬁmmmm,mmam
offered (both actual and potential)
mmm;:&mwmuntmmnmwoﬁummm
produce the products
“M&@ﬂ&mmmwmmmmm
*+* knowledge of collection maintenance tools and sources of infommation
st* knowledge of collection maintenance methods and



C(OLLBECTION MAINTENANCE ENTRY LEVEL

*s* knowledge of how to apply the collection maintenance methods and

techniques
* knowledge of personnel procedures

* knovledge of the mission, goals and cbjectives of the institution

* knovledge of the structure of the institution and the role of the
within the institution
* knowledge of the varicus programs offered and key personnel within the
institution
*¢%* mowledge of the policies and procedues relevant to the library
&% knowvledge of the various resources available within the library (e.g.,
personnel, egquipment, etc.)
&% knovledge of the users' information needs and requirerents
*t* knowledge of the collection, and of related ccllections

(OLLECTION MAINTENANCE MID LEVEL

** greater depths of knowledge specified above
** knowledge of the operations of other sections in the library and how
they relate to collection maintenance
* kmvla&;e of available vendor-syplied systems, services and products
collection maintenance
* knowledge of the contracting process, both in general and within the
organization
* knowledge of evaluation methods and techniques to evaluate systems,
services and products
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QOLLECITON MAINTENANCE SENIOR LEVEL

¢ greater depths of knowledge specified above
* knowledge of public relations technicues
knovledge of statistical description, amalysis, interpretation and
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KNOWLEDGE
QOLLECTION MAINTENANCE ENTRY LEVEL
Basic knowledge
*+* knoyledge related to literacy, mmeracy, commmications, etc.
Subject know’edge

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

Library & Information Science Xnowledge (Generic)

*¢ knovledge of definition, structure, and formats of information

*¢* imovledge of altemative approaches to the organimation of information
*“Mldpotaltmuvewhomerm

*t knovledge of altemative approaches to irfommation managesent

** knoyledge of available and emerging information technologies and their

applications

“knale@ecteuplatedmdming research in the field and its
applicebility to practice

s+ knowledge of career opportunities

*¢ knowvledge of how to leam on an ongoing basis

“hwule&;eoft.cwlgmfomume_nity, n:sputicipmtaami

(social, economic,
‘*knalﬂgeotthemietyc‘mkuttmpaﬂﬂdrwm
~tructures
*t knonvledge of the functi- - . . cormed within the various work settings

“Ml@dmmmmmtm,mmofm
and products offered (both actual ard potemcial)
** knovledge of the activities that are required to offer the services and
produce the products
“hnv&@:i&t.&ammm:nmtomthe
*¢ knowledge of collection maintenance tocls and sources of information

:Wlﬁe:m mdhwit.ﬂ be measured
cmn
*¢ knowledge of job ties and working conditicns (e.g., range

of duties, probable compensation, benefits, etc.)
110
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b4 tnov:u'ddge of the mission, goals and cbjectives of the institution

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

** knowledge of the various programs offered and key personmel within the

*+ knowledge of the policies and procedures relevent to the
“tnovledgaofmmia-mmﬂablevimnmnbu:y (e.g.,

persomnel, equipment, etc.)
** knowledige of the users’ information needs and
** knoyledge of the collection, and of related collections

QOLLECTION MAINTENANCE MID LEVEL

*t greater depthe of knowledge specified above
** knowledge of the operations of other sections in the library and how
they relate to collection maintenance
nmmdmwwqm, services and products
collection maintenance
“hmle@eottbecmtnctmgm,bothingamlmﬂmnthe

*t knowledge of evaluation methods and technigues to evaluate systems,
setvices and products
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QOLLECTION MAINTENANCE SENIOR LEVEL

bd m::thxsldpqaciﬂdabwe
“tnwld!ga public eistions techniques
*¢ knowledge of statiztical description, analysis, interpretation and

“M@aﬁtb%wodﬂﬂtbl“ymmm,
'} )

persomnel, space
nm&mmmmwmm
¢ knouledge of methods of resocurce allocation
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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OOLLECTION MAINTENuvCE ENTRY LEVEL

Basic gkills
+4% )iteracy, mmeracy, cognitive, analytical, commmnications, etc.
Skills Related to Specific Activities

Ability to:

mpufonﬁuxivﬂ:y
establish rapport with users and

conduct meetings with individuals and groupse
* collect, amalyze and data

+* pake decisions and recosmendations based on available information
* gupervise staff

* york independently and in groups

* gevelop criteria for evaluation

Ability to:

st pake effective, timely, and well-informed decisions
* igolate and define problems and develop th> necessary criteria and
action for their solution
4% panage time effectively

OOLLBECTION ) AT.TENANCE MID LEVEL

Skills Related to Each Specific Activity
st gkills listed above are developad to a greater extent
Ability to:

“mdnmmdmwimmujmmm
*‘*nticiptelmg—rngo of library
*+* degion systems and procedures to improve library operations
arbitrate and negotiate
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QOLLECTION MAINTENANCE

SENIOR LEVEL

% gkills listed above are developed to a greater extent
Ability to:
*¢ arply methods of measurement and evaluation

bbbl and make projections
e the use of library resources
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OOLLECTION MAINTENANCE ENTRY LEVEL

Basic Skills
¢ ]iteracy, mmeracy, cognitive, amnalytical, caommnications, ecc.
Skills Pelated to Specific Activities

Ability to:

** perform ench activity

** egtablish rapport wit.. users and colleagues

** commmicate well by vritten, verbal and non-verbal means

** conduct an interview

*2 oopduct mectings with individm) -~ and groups

*¢ collect, analyze and interpret data

*¢ pake decisions and recommendations based on available information
** gupervise staff

** work independently and in groups

** develop criteria for evaluation

Ability to:

** pake effective, timely, and well-informed decisions

** jgolate and define problems and develcr: the necessary criteria and
action for their solution

** panage time effectively

QULLECTION MAINTENANCE MID LEVEL

Skills Related to Each Specific Activity

*+% gkills listed alove are developed to a greater extent
Ability tos
% perceive the needs of the organization and not just the library
** anticipate long-range needs of library

** degign systems and e8 to improve library operations
** arbitrate and
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QOLLBECTION MAINTENANCE

**% ckills listed above are developed to a greater extent
Ability to:
%2 apply methods of measurement and evaluation

** budget and make projections
** optimize the uee of library resources
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Dispogitional Attitudes
Attitudes Towar’ Institutions
* Regpect for

2t Regpect for the library
*** Regpect for the parent organization

Respect
** Like to work with otherg/as a team
* Like to work oan om
* willingness to draw upon and share knovledge and experience with
others

** Supportive of co-work
'mjw-:ginv-wvmnm

g
1
3

Inquisiti
* Leadership ability




QOLLECTION MAINTENANCE

Personal Qualities (cont'd)

* Neatness

* Nead for achievement
*** Objectivity

att

¢ Optimiss/Pogitive attitude
*¢* Organisation

* Patience

** Physical endurance
#&% Resourceful

* Sensitive/Thoughtful
** Senge of humor

*t Senoe of ethics

* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

* ¥illingness to ask questions

% Degire to work to best of ability

** Responsiveness to time oconstraints

*&¢ Accuracy

* Willingness to get hands dirty

** Attention to dstail

* Willingness to do clerical tasks

4% Desire to follow-through

** Service orientation

*Organiutianl:ldmtity

*vulvduhn:y of “ui:fomt:lmmim

as part of a larger

* View of library as an

* MA11ty o smorifics Bhort-tem gatns for 1

* ty to sacr rt-tem ga or long-tem goals
Political sense

* Curiosity

* Variety of interests

* Degire to grow personally

* Desire to grow professionuliy

* Degire to remain cucrent in specific and general subject field

% pogitive attitude toward job
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CQOLLECTTON MAINTENANCE

Digposiilonal Attitudes
Attitudes Toward Institutic ;s

*mqectfozpmteasim
* Respec. for the library
* Respect f.¢ the parent organization

Attitudes Toward Other People
Toward Users

* Respect users

* Like people in general

* Like children

* Like to help people

* Like to meet pecple

* Like to make others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

*Raqed:co-votkets

* Like to thoﬂua/asaten

* Like to

* will ingma &.muﬂdmrehmledgemdexpetimvith
others

* Supportive of co-workers

t Enjoy msnaging/supervising others
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* Tolerance

Attitudes Related to Job/Mork/Organization
Individual should demonstrate:

* Willingness to take/accept responsibility

* Willingness to take initiative

* Willingness to respand to acthority, apply and follow policy
* Desire to leamn/try

* Willingness to fail

* Willingness to ask questions

* Desire to work to best of ability
*nqasimtothecmst:dnts

:lullingmtogethm&dhty
*wmmmwdoaumm
* Desire to follow-through

* Degire to grow professionally
* Desire to remain current in specific and general subject field
* Pogitive attitude toward job
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INTERLIBRARY LOAN ENTRY LEVEL

Interlibrary Borrowing (ILB)

1. Raceive users' requests for obtaining muterial from other media centers
in the aystem or fram state/local agencies which specifically support
media needs of echools; refec users to locsl public library facilities,
when appropriate

2. Discuss time constraints, and, if applicable, cost consideration with
users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Determmine best source for obtaining materials

6. Detemmine alternate source(s) for obtaining materials as required
7. Supervise processing of ILB reguests:

camplete loan forms, including copyright compliance notice

collect/charge ILB processing cost, if applicable

tranamit loan requests (by phone, mail, courier, teletype, or com-
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 fram users

examine materials for dmmage, proper markings, etc.

update circulation/IIB files for returned materials

prepare borrowed materials for mailing/delivery

fall overdues

collect/crarge overdue fines, if applicable

maintain record of IiB 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
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ACTIVITIES

INTERLIBRARY LOAN ENTRY LEVEL

Interlibrary Lending (ILL)
9. Receive ILL requests from other media centers in the system

10. Examine ILL forms for copyright calplianée
11. Supervise processing of ILL requc. .s:

return ILL forms lacking proper copyright campliance notice

detemnine 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 "not found on shelf"
13. Perform processing of ILL requests when necessary

Qther

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. Oonduct library business by phone, when appropriate
17. Write memos and letters, as required
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INTERLIBRARY LOAN ENTRY LEVEL

Other (cont'd)

18.
19,

20,
21.

22.

24.

25.

26.

30.

Prepare manuals of procedures

Make recammendations to the media center director for improvement in
ILL/ILB operations

Attend and participate in staff meetings

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

Supervise technicians, paraprofessional staff, student helpers and
adult volunteers

Work to develop "esprit de corps” among staff supervised

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

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

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

Assist in the selection of new technicians and paraprofessionals

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

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the media center
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INTERLIBRARY LOAN MID LEVEL

31.

32.

33.

34.

35.
36.

37.
38.
39.

41,
42,
43.

Porward ILL "not found"” and "not owned” requests and ILB requests to
the central acquisitions section for selection review

Make preliminary selection of forms and/or develop draft record formats
for all interlibrary loan files anc operations

Work with circulation staff to develop procedures and resolve problems
related to use of the circulation files/system for interlibrary loan

purposes

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

Recoamend acquisition of new/additional equipment/systems

Trai'. staff and student helpers/volunteers in operation and in-house
maintenance of equipment/systems

Supervise in-house operation and maintenance of eguipment/systems
Gather information for maintenance contracts on equipment/systems

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

Bvaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

INTERLIBRARY LOAN SENIOR LEVEL

4.
45.

46.

Function as a technical expert in the interlibrary loan section

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

Make inquiries and recammendations concerning the advertisement, publi-
cation, and distribution of the serials holdings list
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ACTIVITIES

INTERLIBRARY LOAN SENIOR LEVEL

47. Work with reference and aoquisitions staff to analyze library resources
in the area (especially public libraries) and make recammendations
concerning the degree to which duplication of collections should occur.
Ide:;iig subject areas in which rescurce sharing may be mutually
ben al

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

49. Draft ILL/ILB procedures and policies; draft revisions as required
50, Flowchart and document ILL/ILB procedures

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

52. Analyze ILL/II B statistics and prepare draft statistical reports
53. Analyze financial data and prepare draft financial reports
54. Supervise mid level staff
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INTERLIBRARY LOAN ENTRY LEVEL
Bagic knowvledge

6% knowledye related to literacy, mmeracy, coommications, etc.
Subject knowledge

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

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knowledge of altemative approaches to the orgmnisstion of information

* knowledge of altemative approaches to retrieval of information
knowledge of altemative to information msnagement
knowledge of available emerging information technologies and their

applicetions
* knowledge of completed and ongoing research in the field and its
applicability to practice
* knowledge of career opportunities
knowledge of how to leam on an ongoing basis

*mm;aunmmm its participmnts and
(social, economic, technical, etc.)

*lmowledge 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-
istics and information habits

** imowledge of interlibrary losn tools and sources of information
**¢ knowledys of interlibrary loan methods and technigues
* knowledge of pe rfmmteduﬂhwitmbomed
* knowledge of job r ities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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of the policies and procedures relevent to the library

of the various rescurces awailable within the library (e.g.,
of the
of the

INTERLIBRARY LOAN MID LEVEL

t greater depths of knwledge specified above
* knowledge of the opmations of other sections in the library and how

they relate to interlibrary loan

*my&mwm,mmm
t knowledge of the prooess, both in general and within the

* knowledge of evaluation methods and techniques to evaluate systems,
sexvices and products

133




INTERLIBRARY LOAN SENIOR LEVEL

:ﬂﬁm?ah“Immmm
* knowledge of statistical description, amalysis, interpretation and
mmmmmm resources (materials,

persannel
* knovledge of cost amlysis and interpretation methods
* knowledge of methods of resource allocation
* knowledge of standards, seasures and methods for evalmting persornel
* knowledge of altemative msnagement structures and their implications
for the cperation of the
state-of-the-art knowledge of library research and practice
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INTERLIBRARY LOAN SNTRY LEVEL

Subject knowledge

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

Library & Information Science Knoyledge (Generic)

*¢ knovledge of definition,
4+ knowledge of altermative approaches to the orgmnimation of information

“hwlo@edeq&“ﬂmmmmthfhldmus

* knowledge of career opportunities
** knowledge of how to leam on an ongoing basis

“Mdﬂnmm‘ﬁ_ﬂm

their interrelatiowhips (social,

“Ml@dmm!qdmm-ﬂw orgmnizational
structures

** knowledge of the fimctions vithin the varicus work settings
and the services and

offered
** knovledge of the users the sexvices and products, their character-
istics and information habits

Enowledge of what work is done

*** knovledge of the interlibrary loan function, the range of services and
products offered (both actual and potential)

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

“Mlmndmmmﬁummumm

*¢ knowledge of interlibrary loan tools and sources of informstion
** knowledge of interlibeary losn msthods and

teciniques
** know. of and how it be measured
" i o T et sk o (0.5,
of duties, ocompensation, banefits, etc.)
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* inovledge of the misgion, coals and objectives of ‘he institntion

* knovledge of the structure of the institution and the role of the
within the institution

*mwaigemmmmmhqmlmm
institut.

*t imowledge of the policies and procedures relevent to the library

** knoviedge of the various resources awailable sithin the library (e.g.,
personnel, equipment, etc.)

** nowledge of the users' information needs and requirements

*¢ kr.-wledge of the ccliection, and of related collections

INTERLIBRARY LOAN MID LEVEL

** qreater depths of knowledge specified above
** knowledge of the cperations of other sections in the library and how
they M40 *o interlibrary loan

nmyumwm, sexvices 21 products
**!movlu.bcottb process, both in general and within the

ong.
*** knovledge of evaluation methods and techniques to ewaluate oystems,
services ard pLaducts
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INTERLIBRARY LOAN SENIOR LEVEL

2 o e ity et s

** knowledge of statistical description, analysis, interpretation and

e o cota smctta vich by e Gmtaiae
personnel, spece, etc.)

ﬂmwdmmmmwm

* knowledge of methods of resource allocation

* knovledge of standards, measures and methods for evaluating personnel

nmwdum”mmmu:w
for the operation of the

*4+ gtate-of-the-art knowledge of library research and practice
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INTERLIBRARY LOAN ENTRY LEVEL

Basic Skills
*4+% literacy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:
“pu'fon act
. 'vi?ﬁlmaﬂ

conduct meetings with individuals and groups

* collect, amalyze and interpret data
“ﬂeh&lﬂm.ﬂWhﬂma«ﬂaﬂem

supervise staff
* work independently and in groups
develop criteria for evaluation

Ability to:

INTERLIBRARY LOAN MID LEVEL

systems and
* arbitrate and negotiate




INTERLIBRARY LOAN SENIOR LEVEL

*t¢ gkills listed above are developed to a greater extent
Ability to:

* apply methods of measurement and evalmation
** budget and make projections
*¢ optimize the use of library resources




COMPETENCIES VALIDATED AS BEOOMING
NORE VERSUS LESS IMPORTANT
IR THE FUIURE
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INTERLIBRARY LOAN ENTRY LEVEL

Skille Related to Specific Activities
Ability to:

* perform each activity
* establish rapport with users and colleagues
** commmicate well by written, verbal and non-verbal means
* conduct an interview
* collect, analyze and interpret data
:mm&?um * ¢
y groups
* develop criteria for evalmtion

Ability to:

* make effective, timely, and well-informed decisions

* isolate and define problems and develop the necessary criteria and
action for their solution

** panage time effectively

INTERLIBRARY LOAN MID LEVEL
Skills Related to Each Specific Activity
Abiiity to:
“puceiveﬂ:eme&cttbeotm-ﬂmtjmtthelm

** anticipate long-range needs of library
#** design systems and procedures to improve library operations
'*uhittatemdmgothte

INTERLIBRARY LOAN SENIOR LEVEL

Ability to:

5t optimize the use of library resource:s
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INTERLIBRARY LOAN

Dispogitional Attitudes
Attitudes Toward Institucions

* Respect for profession

** Regpect for the library
* Respect for the parent organization

* Reagpect co-workers
* Like to work with others/as a temm
Like to work on o

* ¥illingness to draw upon and share knowledye and experience with

* Supportive of co-workers
Enjoy ma:gmg/mpervisim others

Personal Qumalities

* Alertneas
*** Aggertiveness

* Campassion/Xindness
* Oonfidence

ty

* Diplamacy
Baotional stability

* Paimess

* Plexibility/Versatility
* Fmagination

. nisitiveneas
* Leadership ability

145

99




INTERLIBRARY LOAN

Bersonal Qualities {cont'd)

* Neatness
* Need for achievement
*(bjeet.lvﬂ;y

* Optimisn/Positive attitude

Individual should demonstrate:
** yillingness to W mm:lty
* willingness to

*wwmwm apply and follow policy
** Dagire to leam/try
*wulingnsstofail

* willingness to ask questions
* Desire to work to best of ability
.:mhothmm

Accuracy
* Willingness to get hands dirty
* Mtention to detail
* Willingness to do clerical tasks
** Degire to follow-through
* Service orientation
* Organizational identity
Willingness to pramote library and its services
* View of library as part of a larger information enviromment
Vier of libcary as an
* Ability to see broad picture
* Ability to sacrifice short-tem guins for long-temm goals
* political sense

Curiosity
* Variety of interests
* Desire to grow personally

Desire to grow professionally

Desire to remain current in specific and general subject field
* Pogitive attitude toward job
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Attitudes Toward Other People
Toward Users

* Regpect users
* Sengitive to others' needs

Toward Others in the Workplace
* willingness to draw upon and share knowledge and experience with
others

Pergonal Qualities

t Faimess

* Flexibility/Versatility
hd tion

* Leadership ability

: Objectivity

* Tolerance
Attitudes Telated to Job/Work/Organization
Individual should demonstrate:

*wmhmtomq/aocqttmibﬂity
* Willingness to take initiative
* Willingness to respond to authority, apply and follow policy
* Degire to leam/try
* Willingness to fail
* Willingness to ask questions
* Desire to work to best of ability
:mmtothemm

to get hands dirty
to detail

* Organizational identi
nmmwmlmmmm
ot View of 1i*wrary as part of a larger information envirament

* View of library as an organization
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INTERLIBRARY LOAN

Attitudes Related to Job/Work/Organization (cont'd)

** Ability to swe broad picture

** Ahility to sacrifice short-term gains for long-temm goals

** political sense

* Degire to grow professionally

** Degire to remain current in specific and general subject field
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SENIOR LEVE

MANAGEMENT (Section Mana- .o)

de

2.

General Adninistrati-

dork ‘aath library/library system director and otlier section/branch
menagers to formulate and/or interpret library objectives

Prepare written section/branch objectivas

3. Ooordinate se~tion/tranch objectives with those of other sections/
branches of the library system
4. PEvaluate ci7rent 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. Supei-ise clerical staff who
type correspondence, reports, etc.
answer phones
sort and rcute mail
maintain section/branch files and records
input and maintain payroll data
Planning
8. Maintain an awareness of the curreat ana planned information and
service needs of the user cammmity
9. Assess future needs and develop long-range plans
10. Reconmend new activities/programs when appropriate
Einancial Management
11, Prepare operating and capital budget:s, both short-~ and long-temm
12, Justify che section's/branch's budgets
13, Control expenditures «..u operate within the budgets
14, Establish financial policies and procex..res in keeping with the library
gystem's overail financial operations
‘ 15, Establish costs for services, if appropriate
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SENIOR LEVEL
MANAGEMENT (Section Manager)

Financial Management
16. Supervise charging for services, if appropriate

17. Detemmine the cost of in-house versus contract processing and services
18. Supervise the depcsit of any funds received
Policies and Procedures

19. Review and approve/mocify .section/branch policies as drafted by senior
staff

20. Present policies to library/libcary system director for approval
21. Monitor =stablished policies and guidelines

22. Revise policies and guidelines as required

23. Review and approve/modify procedures recamvanded by staff
Management of Activities

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 worl: 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

Systems Analyzis and Design
29. Perforr. on-going systems analysis of section/branch activities

30. Review and approve/modify record formats and other file design data for
section/branch files as recammended by staff

31. work with systems staff/representatives a.. section/branch staff to
resolve problems with opera..on of autanated syrtems, if applicable
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SENIOR LEVEL

MANAGEMENT (Section Manager)

33.

34.
35.
36.

37.
38.
39.

4.
4l.

42,

work with architects and interior designers to plan section/branch
design and layout for new facilities

Plan the rearrangement of existing facilities
Select furnishings for section’/branch
Request maintenance of facilities as required

Review and approve/modify t:aff recommendations for aoguisition of
equipment, forms, supplies and systems

Recammend and support acg._isition of selected items
Arrange for purchase of approved items

Maintain inventory listings of furnishings and equipment in section/
branch

Review and approve/modify final draft of contract-related documentation

Designate a staff member to serve as the sect.m's/branch's technical
representative for each contract

BEvaluate contractors' performance

Personnel Management and Staff Develogment

43.

44.

48.

49.

Review staffing and work loads to ensure that employees are properly
utilized

Prepare final version of job descriptions for entire staff of section/
branch

Request and justify nev - ositions
Initiate staff recruitment after staffing requests are approved
Interview and select candidates for positions

Ensure that new staff receive proper orientation and on-the-job
training

Review personnel records of staff
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SENIOR LEVEL
MANAGEMENT (Section Manager)

Perscnnel Management arn. Staff Development
50. Approve/modify performance standards 2s developed by staff
51. Prepare written performance evaluations for entire staff

52. Conduct conferences with individual at_gff members to discuss
performance evaluations and other matters as appropriate

53. Suggest ways in which individual staff members may improve performance
and/or became eligible for pramotion

54. Approve library-funded training for staff

55. Prepare documentation for awards, grievance actions, separations, etc.

56. Presenit awards

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Comunications

61. Conduct staff meetings

62. Ensure that commnication 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 . ibrary
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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SENIOR LEVEL
MANAGEMENT (Section Manager)
Marketing and Public Relations
66. Establish and maintain good working relationships with librarians from

72,

73.

other libraries in the area

Communicate with other libraries regarding any difficulties asscciated
with cooperative activities

Join/participate in forming library networks/consortia and support
network goals and activities

Receive official visitors to the section/branch
Arrange for overviews/tours of the section's/branch's operations

Coordinate the production of publications/information products by
secticn/branch staff

Ensure that documents describing the section/branch and its policies
and procedures are up~to-date

Approve/make arrangements for advertisement, publication, and
distribution of documents/information products produced by section/
branch staff

Research and Development

74.

75.

76.
77,

Identify problem areas related to the section's/branch's activities/
objectives which require further stuvdy

Arrange for and monitor in-house or ontract studies of the problem
areas

Evaluate the recamendations of the studies
Implement new programs/procedures as appropriate
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SENIOR LEVEL
(Library Director/

MANAGEMENT Library System Director)
General Adninistration
1. wWork with senior institutional administrators to formulate and/or

2.
3.

4.

5.
6.

7.

interpret objectives of the library/library svstem
Supervise the preparation of written library/library system objectives

Coordinate library/library system objectives with those of other
systems within the institution

Evaluate current activities in temms of the library's/library system's
objectives

Identify required statistice and reports

Prepere final version of library's/library system's annual reports and
other reports

Supervise clerical staff who

type correspondence, reports, etc.
answer phones

sort and route mail

maintain files and records

input and maintain payroll data

Planning

8.

9.
10.

Maintain an awareness of tha current and planned information and
service needs of the user cammunity

Assess future needs and develop long-range plans
Recamend new activities/programs when appropriate

Financial Management

11,

12,

13,

Supervise the preparation of operating and capital budgets, both short-
and long-term

Jstify the library's/library system's budgets to institutional
aaninistrators

Supervise expendituic and contrcl and operatatiun within the budgets
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SENIOR LEVEL
(Librar ' Director/
MANAGEMENT Library System Director)

Fiaancial Management

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 detemmination of the cost of in-house versus contract
rrocessing 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 revision of policies and guidelines as required

23. Review and approve/modify procedures recammended by staff
Management. of Activities

24. Supervise overall operation of the library/library system

25, Cmordinate library/library system activities with the institution

26. Supervise the cstablishment of work schedules to ensure adequate
staffing of the library/library system

27. Supervise the maintenance of adequate production levels, production
deadl ines and quality control

28. Identify activities which could be curtailed if staff reduction and/or
budget cuts were required
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director) |
|
Systems Apalveis and Design
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 recamnended by staff

31. Supervise efforts of senior staff to resolve problems with operation of
autamated systems, if applicable

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 librar- facilities
36. Supervise maintenance of facilities as required

37. Review and approve/modify staff recammendations for aoquisition of
equipment, forms, supplies and systems

3. Justify acquisition of selected items to institutional adninistrators
39. Supervise for purchase of approved items

4C .upervise maintenance of inventory listings of furnishings and
equipment in the library/library system

41. Review and approve/modify major contract documentation
42, Supervise in-house management of contract activity
43, Supervise the evaluation of contractors' performance
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SENIOR LEVEL
(Library Director/

MANAGEMENT Library System Director)

48,

49.

50.
51.

52.

53.

54.

55.

60.
61.

Supervise staff review of staffing and work loads to ensure that
employees are properly utilized

Reriew/prepare final version of job descriptions for senior staff of
library/library system and for staff in the director's office

Request and justify new positions
Supervise staff recruitment after staffing requests are approved

Interview and select candidates for senior staff positions and for
director's staff

Ensure that new staff receive proper orientation and on-the-job
training

Review personnel records of senior and director's staff

Approve/modify performance standards as developed by senior and
director's staff

Prepare written performance evaluations for senior and director’s
staff

Conduct conferences with individual members of senior and director's
staff to discuss performance evaluations and other matters as

appropriate

Suggest ways in which individual menbers of senior and director's
staff may improve performance and/or becane eligible for pramotion

Approve library-funded training for senior and director's staff

Review/prepare documentation for awards, grievance actions,
separations, etc.

Present awards
Discipline senior and director's staff as required

Oonduct exit interviews with senior and director's staff and other
staff, as appropriate

Approve leave for senior and director's staff

Approve vacation achedules for senior and director's staff
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)
Camunications
62. Attend staff meetings of senior institution staff as the representative

63.
64.

65.

66.

67.

of the library/library system
Oonduct staff meetings of senior and director's staff

Ensure that communication is maintained within the likrary/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

Establish and maintain good working relationships within the
library/library system and within the sponsoring institution

Make preliminary arrangements Zor cooperative efforts with other
libraries/library systems and/or with librarybibliographic networks

Represent. the library/library system or designate representative(s) for
joint projects with other libraries/library eystems and/or with
library/bibl iographic networks

Marketing and Public Relations

68.

69.

70.

71.

72.

73.
74.

75.

Market the library/librazy systen and its services to higher level
institutional administrators

Supervise the marketing of the library/library system wnG its services
to the user commmity

Establich and maintain working relationships with librarians fram
other libraries/syst rks

Communicate with other libraries/systems/networks regarding any
difficulties associated with cooperative astivities

Join/participate in forming library networks/consortia and support
network goals and activities

Receive official visitors to the library/library system

Supervise arrangements for overviews/tours of the library/library
system

Supervise the coordination of the production of publications/
information products by librairy/library system
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Directcr)

Marketing and public Relations

76. Ensure that documents describing the library/library system and its
poricies and procedures are up-to-date

77. Approve/modify/recammend arrangements for advertisement, publicaticn,
and distribution of docurents/information products produced by

library/library system

Besearch and Development

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 approve/modify evaluations by senior staff of studies'
recamendations

82. Approve and supervise implementation of new programs/procedures as
appropriate
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTRABLE
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MANAGEMENT SENIOR LEVEL

Basic knowledge
ot* knoviedge ralated to literacy, mmeracy, cammmications, etc.

Subject knowledge

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

* knowledge of foreign languages
Library & Inf- mation Science Knowledge (Generic)

*+* knowledge of definition, structure, and formats of information
** knowledge of altemative approaches to the organization of infommation
** knowledge of alternative approaches to retrieval of management

information
** knowledge of altemative approaches to informstion management
* knowledge of available and emerging informatim technologies and their

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

** knowledge of career opportunities
**+ knowledge of how to leamm an an ongoing basis

Rnowledge about i-formation work eqvironments

*knouﬁctthe 2 information cosmmity, its participants and
(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-
istics and information habits

Enowledge of what work is done

** knovledge of the msnagement function, the range of sexvices and
products offered (both actual and potential)
“MM&&MMMtho&ummm
mmoammmmtmmmmm
know.

L,
vities
il ledge of management tools and sources of information
mmm:m “ndhut be measured
Tcn
nmwanzm-m-ummmm (e.g., range
of duties, probable compensation, benefits, etc.)
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* knovledge of the contractiry process, both in gemeral and .ithin the

t knovledge of ewaluation methode and technigues to evaluate systems,
services and products

* knowledge of public relations technigues

* knovledge of statistical description, amalysis, interpretation and

presentation
*** knowledge of the costs associated with library resources (materials,
persannel, space, etc.)
*mm;.ammmuwm
* knowledge of methods of resource allocation
* knowledge of standards, msasures and methods for evaluating personnel
* knowledge of altermative mamagemsent structures and their implications
for the operation «f the
s+ gtate-of-the-art knowledge of library research and practice

++* knovledge of the mission, goals and abjectives of the institution

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

**+ knowledge of the various programs offered and key persomnel within the

++* knovledge of the policies and procedures relevant to the library

**% knovledge of the various resources aveilahle within the library (e.g.,
persomel, equipment, etc.)

++* knoyledge of the users' information needs and

% " _oyledge of the collection, and of related collections







MANAGEMENT

Subject knowledge

** knowledge of the primary subject field of users served (e.g.,
literature, msic, etc.)
** knoyledge of fonign languages

Library & Information Science Enowledge (Generic)

** knowledge of definition, structure, and formats of informatiun
** knowledge of altemmative approaches to the organisation of information
*** knowledge of altemative approaches to retrieval of management

** knovledge of altermatiwe approaches t¢ information nanegment
+t* knoyledge of available and emerging infomation tecinologies and their

applications

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

tt+ knowledge of career opportmities

*t% knowledge of how to leam on an ongoing basis

Enowledge about information work envirorwents

muulqeaunmngmmq,mpmm
their interrelationships (social, economic, technical, etc.)
ﬂmmmmqamuummm:mm

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

+** knoyledge of the users of the services and products, their chearacter-
istics and infonmtion habits

Enowledge of what work ig done

*it knowledge of the management function, the range of services and
products offered (both actuzl and potential)

** moviedge of the activities that are required to offer the sexrvices and
produce the pc.ducts

2 Xnow. of the varions rescurces that are necessary to support the

** knowledge o samagement tools and sources of information

*t* knowledge of managenent methods and te

ttt (nowledge of performance expected and how it can be measured

. ocxditions (e.g., range




MANAGEMENT SENIOR LEVEL

“mwotmw

** knowledge of the cperations of other sections in the library and how
they related to msnagement

nm:rpamwwqm,mum

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

** knowledge of ewaluation methods and techniques to ewaluate systems,
services and products

“* knowledge of public relations techniques

** knowledz» of statistical description, analysis, interpretation and

** knowledge of the cot:wm) with library resources (materials,

** knowledge of myusuummm

** knowledge of methods of resocurce allocation

** knowledge of standards, measures and methods for evaluating personel

** knowledge of altermative msnagement structures and their implications
for the operation of the

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

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

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

“wwmmm offered and key personnel within the

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

** knowledge of the various resocurces available within the library (e.g.,
personnel, euiment, etc.)

*** knowvledge of the users' information needs and

**t kmmowledge of the collection, and of related collections




COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTIRAHLE
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Bagic Skillg
*tt ]1iteracy, mmeracy, cognitive, amalytical, casmunications, etc.
Skills Related to Specific Activities

Ability to:

** perform gach activity
** ggtablish rapport with users and colleagues
¢ commmicste well by written, verbal and non-verbal means
* conduct an interview
* conduct mestings with individmls and groups
* collect, analyze and interpret data
ttt pake decisions and recommendations based on available information
:mm&' and in
work independently groups
* develop criteria for evaluation

Ability to:

et pake effective, timely, and well-informed decisions

ttt {golate and define problems and develop the neceseary criteria and
action for their solution

*t% panage tize effectively

Skills Related to Each Specif'c Activity
Abllity to:

:mnmmwmuznmummmum
anticipate long-range needs of library
tt* degign systess and procedures to improve library operations
* arbitrate and negotiate
* apply methods of measurement and evaluation
*t* hudget and make projections
2% opntimize the use of library rescurces
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MANAGEMENT SENIOR LEVEL

Skills Related to Specific Activities
Ability to:

*= egtablish rapport with users and colleagues

** commmicate well by written, verbal and non-verbal means

** conduct an interview

** condoct meetings with individmls and groups

** collect, analyze and interpret data

** pake decisions and recoomendations based on available information
** gupervise staff

** york independently and in groups

** develop criteria for evaluation

Ability to:

** pake effective, timely, and well-informed decisions
** igolate and define problems and develop the necessary criteria and

action for their solution
** panage time effectively

Skills Related to Each Specific Accivity
Ability to:

***petce.lvetheme&ottheo:guutimmdmtjmtthelﬂtuy
*+* anticipate long-range needs of library

#*%* dogign systews and procedures to improve library operations
*+¢ arbitrate and negotiate

*** anply methods of . 2asurement and evaluation

*** hudget and make projections

**% optimize the use of liby ary resources
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questions
*¢ Dugire to work to best of ability
4% Dagponsivensss tov time constraints
*e

Accuracy
Willingness to get hands dirty
ot Attention to detail

* Willingness to do clerical tasks

library and its services
of a larger information envirament

short-tem qains for long-tem goals

** Curiosity
* Variety of interests

*¢ Degire to grow professionally

* Dagire to remain current in specific and general subject field
*t* pgitive attitude toward job
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** Like children

** Like to make cthers feel comfortable
** Sengitive to others' needs




Individual should demonstrate:

: Wﬂ.lingnees to take ini uﬁu it
* Willingness to respond to authority, apply and follow policy
* Willingwes to fai)

3
3-8'8'
g

ty

o i1l to pramote library and its services
** View of library as par: of & larger information environment
*t View of library as an organi~ation
ot Ability tc ‘ee broad picture
“Dbﬂi*ytonctiﬁcsdmt-tcmgimforlag-wmgmls

** iolitical sense
* CQurioaity
¢ Variety of interests
** Degi; . to grow personally
*+ Degire ‘o grow professionally
“Desi.etot.inanrmtinmac:lﬂcs‘!gmenlabjectﬂew
*t pogitive attitude toward job
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SCHOOL LIBRARIAN COMPETENCIES
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REFERENCE ENTRY LEVEL

Solicited Sear.ley

1. interview users to evaluate information reguirements, and Jdetemmine
budgetary and time constraints, etc.

2. Counsel users on specifying in‘ormation requirements

3. Develop and implement strateqy for obtaiaing, ssaluatin-,, and packagii.,
information and ‘ata to mee* use.s' n2uv .-

4, Select searc. met''cds (e.g., online and/or manual)

5. Tletermine appropriate source (e.g., databeses, printed publications,
experts, etc.)

6. Conduct searches, using proper subject temms for sources selected
7. Review retrieval output for relevancy

8. Provide information for users in the form of references or source
documerts

9. Translate titles and abstiacts

10. Refer users to higher-level reference staff, as appropriate

1i. Refecr urers to other information services, as appropriate

Other

12. Answer ready reference questions

13. Instruct users in reference methods, sources, services and ;olic’.s
14. Alert users t~ non-print and in-ho se developed sources of information
15. Perform bibliographic verification as required

16. Recomme..a acguisition of materials for the reference and ceneral
collections

17. Recommend materials/data for inclusion in reference source files
(vertical f£ile; in-house indexes)

18. Supervise orderly maintenance of the reference roam and re-shelving/
re-filing of reference materials

19. Ma. *air 4 record of reference searching statistics
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ACTIVITIES

REFERENCE ENTRY LEVEL

Olier (conc'd)

20.

26.

28.

29.
30.

31.

32.

3.
34.
35.

Maintain a record of financial data (funds received in payment for
computerized retrieval, packaged literature searches and other
products, or services for which charging may be authorized)

Oonduct business by phone, when appropriate

. Write memos and letters, as required

Prepare an information package for users to describe reference services
and pelicies

Prepare manuals of procedures

Make recamendations to the media center director fur improvement in
operations of the section and for improvement in services to users

AM-tend and participate in staff meetings

Provide an overview of the operat ons of the unit/section tn visitors,
as requested

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

Work to develop "esprit ce corps" among staff supervised

Assist media center director in writing job descriptions for self and
for staff supervised

Assist media center director in developing performance standsris for
self and for staff supervised

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

Assist in the selection of new technicians and paraprofessionals
Keep abreast of new and changing reference sources, services and tools

Keep abrea: .¢ new and developing cechnologies applicable to ret.rence
searching

Attend professicnal meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the media centez
system
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ACTIVITIES

REFERENCE MID LEVEL

Solicited Searches

38.
39.

Perform more camnplex searches

Provide additional information for users (e.g. in the form of critical
annotations abstracts, analytical reports, etc.)

Insolicited Searches

40,

4.
42.
13.
4.
4.

Assist in developing bro»3-scope, publish2d literature searches witi.
executive analyses, reswting fram anticipation and recogmition of
faculty/student information needs

Identify topics and develop search strategies

Conduct searches

Braluate search resnults

Prepare searches for publication

Distribute published literature searches

Other

46.

4.
48.

49.
50.

Orcanize and maintain reference source files (vertical file, in-house
indexes)

Schedule and supervise shelf reading .f the reference collection

Make preliminary selection of forms and/or develop draft record formats
focr all reference files and operatione

Identify and evaluate caomercially available information services
Msc2ss performance of existing equipment/systems/services used in
ref- . .nce and investigate capabilities of other equipment/systems/
~wvices

Recon.send acquisition of new/additional e~ipment/systems/services

Train staff and student workers/volunteers in operation and in-house
mcintenance of equipment/systems,” services

Supervise in-iouse operation and maintenance of eguipment/systems/
services
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REVERENCE MID LEVEL

Other (cont'd)
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 contracoors' proposals

57. Train and supervise entry level staff

58. Assist in the selection of new professional staff

59. write articles for professional journals/newsletters, when appropriate

REFERENCE SLNIOR LEVEL

Solicited Searches

60. Review eoliclted searches performed by others and suggesc additional
search strategies as appropriate

61. Refer users to subject experts in the area, if appropriate
Insolicited Searches

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. Develop a public relations scrategy for marketing the publication
66. Develop distribution list

67. Develop announcement of publication

182

127




ACTIVITIES

REFERENCE SENIOR LEVEL

Qther
68. Function as a technical expert in all matters relating to reference

69.

70.

71.
72.

73.

74.

75.

service

Interact with professional colleagues and faculty in identifying
urirecorded/unindexed sources of information and data, and report to
staff

Keview and weed the reference collection on a regular basis

Review and weed reference source files on a regular basis

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 shioild occur

Work with reader services and selection staff to campile lists of
reference books and standard works which camprise a basic collection in
each major subjact area. New editions of these materials are acquired
when published

Work with reader services and selection staff and faculty advisors to
select materials for branch collections

Draft reference service procedures and policies; draft revisions as
required

Flowchart and document reference service procedures
Assist section manager in on-going systems analysis of the section
Analyze statistics and prepare iraft statistical reports
Develop charging strategirs

Analyze financiai data and prepare draft financial reports
Handle deposit of funds/assessment of charges

Supervise mid level staff

Function as section manager in his/her abeence
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REFERENCE

Basic knowledge
**% knowledge reiated to literacy, mmerncy, canmmications, etc,

Subject: knowledge

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

Library & Infommation Science Know]adge (Generic)

* knowledge of altemmative approaches to information management

* know.edge of available and emerging infommation technolcgies and their
applications

* knowledge of campl.ced and ongoing research in the field and its
applicability to practice

* knowledge of career opportunities

* knowledge of how to leam on an onguing basis

Knowledge =t ¢ information work environments

* knowledge of the expanding information commmity, it ®:licineats and
their (social, economic, tecin .Jd, etc,)

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

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

*t knowledge of the vsers of the services and products, tihwir character-
istics and information habits

Enowledge of what work ‘s done

*tt knowledge of the referance finction, the range of swvices and products
offered (both actual and potential)
**¢ knowledge of the activities that are requirad to offer the services a
produce the profucts
mmawiﬂg“mmmthtmmmm. the
**t novledge of reference/referral tcols and sourcsg of infommetion
«** knowledge of referencw/refeiral msthods and tachnicues
* knowledge of performance 'ed and bow it can be measured
t krowledge of job and working conditions (e.g., range
of duties, probuble cmpsnsation, benefits, etc.)
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libeary within the institution
2 knovledye of the various programs offered ard key persomnel within the

:mmafﬂnmummmmm
knowledge of the various resources available within the library (e.g.,
persomnel, eguipment, eic.)
**%* knowledge of the users' information needs and
*** knowledge of the collection, and of related collections

REFERENCE MID LEVEL

* guveater depths of knowledge specified above
* knowledge of the operations of otk sections in the library and how
they relate to reference
inowledge of available vendor-euppiied systems, services & 1 products
to reference

spport
* knowledge of the contracting process, both in general and within the
organization
* knowledge of evaluation methode and techniques to evaluate systems,
services and products

** knovledge of public relations techniques




REFERENCE SENIOR LEVEL

* greater depths of knowledge specified above

* knowledge of 13tatint1ca1 description, 1inalysis, interpretation and
presentation

“Ml@edmmwmm:m (materials,
personnel, space, etc.

*mm&m.hmmwm

** knowledge of methods of resource allocation

* knowledge of standards, measures and methods for

* gtate-of-the-art lmwledge of library research and practice
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RETERENCE ENTRY LEVEL

Basic zpowledge
** knovledge related to literacy, mmeracy, commmications, etc.

Subject knowledge

* knowledge of the primary subject field of users served (e.g.
1iterature, xamic, etc.)
** knovledge of foreign ianguages

Library & Information Science Knowledge (Generic)

* knov)edge of definition, structure, and formats of information
** knowledge of altermative approaches to the organisation of information
nmmatwnwmmawm
** knovledge of altermative approaches to information msnageaent
t*¢ knowledge of available and emerging informs:ion technologies and their

applications
* knowledge of completed and ongoing ressarch in the field and iis
.- applicability to peactice
knowledge of career cpportunities
** knowledge of how to leam on an ongoing basis

mmw«:mmmmmmmwm
their interrelationshipe (social, economic, technical, etc.)

** kmovledge of the variety of work ssttings and their organimstional
structures

nmwdmmmmmmmm
and the services and products offered

nmwdmmammmmmmm-
istics & - infemation habits

Knowledge of what work is done

nmw&mm%mmmoﬁmmm
*mdgmeﬁ mwmmmm




ENTRY LEVEL

** knowledge related to literacy, mmeracy- commmicaticns, etc.

Subject knowledge

* knovledge of the primary subject field of users served “°.g.
literature, music, etc.)
*t knovledge of foreign languages

1

ledge
** knowledge of altermative to information management
*¢* knovledge of available and emercing infommation technologies and their

*mw&mmmingmnmhmtbfumdits

|

|

\ applicebility to

| ** knowledge of career opportunities

} ** knowledge of how to leam on an ongoing basis
i
|
|

***Imldgectthcwngmtomumo-nity, its participants and
their interrelationships (social, econamic, tecinical, etc.)
** knoyledge of the variety of work settings and their organizatiomal

** knovlcige of the functions performed within the various work settings

** knowledge of the reference finction, the range of services and products
offered (both actual and potential)
*mnagcotﬂ?wﬁu-uutmmmmmmmm
* knowledge of the various rescurces that ars necsssary to support the
* knowledge of reference/referral tools and sources of information
*mwcwm«mmu

'm-m-ﬂhwumbm
* hnvldge ot job conditions (e.g., range
of daties, probable compewvetion, bawfits, etc.)
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* knowledge of the mission, goals and objectives of the institution

* knowledge of the structure of the institution and the rcle of the
1ibrary within the institution

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

institution

* knowledoe of the policies and procedures relevant to the library

* knowledge of the various resources available within the library (e.g.,
personmnel, equipment, etc.)

** knowledge of the users' infommation needs and requirements

* knowledge of the collection, and of related collections

REFERENCE MID LEVEL

* greater depths of knowledge specified above

* knowledge of the operations of other sections in the library and how
they relate to reference

*t knowledge of available vendor-supplied systems, services and products
to spport reference

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

organization

** knowledge or evaluation methods and techniques to evaluate systess,
sexvices and products

** knowledge of public relations techniques

5



SENIOR L JEL

* greater depths of knowledge specified above
* knowledge <t statistical description, analysis, interpretation ai..

* know. of the costs associated with library resources (materials,
persomel, space, etc.)
nmwwmmmummm
** knowledge of methods of resource allocation
. iledge of ‘artecmaty ry - their inplications
xnow. ve management structures and
for the operation of the
¢ gtate-of-the-avt knowledge of library rosearch and practice
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COMPETENCIES VALIDKTP) AS
ESSENTIAL VERSUS DESIRABLE
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REFERENCE ENTRY LEVEIL

Baaic Skills
*st ]{iteracy, mmeracy, cognitive, analytical, cammmications, etc.
Skills Related to Specific Activities

Ability to:

**t perform gach activity
*t egtablish rapport with users and colleagues
t coommicate well by written, verbal and non-verbal means
* conduct an interview
* condoct meetings with individmls and groups
* collect, analyze and interpret data
+ pake decisions and recommendations based on available information

* gupervise staff
*&t work y and in groups
*t develop criteria for evalmation
Ability to:

* make effective, timely, and well-informed decisions
*%t jgolate and define problems and develop the necessary criteria and
action for their solution
*¢+ panage time effectively

REFERENCE MID LEVEL

Skills Related to Each Specific Activity
*s+ gkills listed above are developed to a greater extent
Ability to:

#t perceive the needs of the orgenisation and not just the library
** anticipate long-range needs of library

** dazign systems and procedures to improve library operations

* arbitrate and negotiate










REFERENCE ENTRY LEVEL
Basic Skills
** 1iteracy, mmeracy, cognitive, amalytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

* perform epch activity

* egtablish rapport with users and colleagues

* coommicate well by written, verbal and non—verbal means

* conduct an interview

* conduct meetings with individmls and groups

* collect, analyze and interpret data

* pake decisions and recammendations based on available information
* gupervige staff

* work independently and in groups

* 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 MID LEVEL

Skills Related to Each Specific Activity
¢ gkills listed above are developed to a greater extent

Ability te:
#+% perceive the needs of the organization and not just the library
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REFERENCE SENIOR LEVEL

*** Skills listed above are developed to a grester extent
Ability to:
** apply methods of measurement and evaluation

** budget and make projections
**% optimize the use of library resources
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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** Regpect for the parert organization
Attitudes Towaxd Other People
Toward Users

+&* Regpect users
¢ Like people in general
**% Like children

#¢% Like to help people
** Like to meet people

¢ Like to make others feel comfortable
** Sengitive to others' needs

Townard Others in the vorkplace

*&* Regpect co-workers
** Like to work with others/as a team
¢ Like to work on oun

*** yillingness to draw upon and share knowledge and experience with

** Supportive of co-workers
** Fnjoy managing/supervising others
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Pergonal Qualities (cont'd)

* Neatness
* Need for achievement
: Objectivity

** physical endurance
* Regourceful
* Sensitive/Thoughtful
* Sense of hwwor
* Sense of ethics
* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

**¢ willingness to take/accept respan.ibility
mmnnwtomemm
to respond to authority, apply and follow policy

“neaireholam/txy

* Willingness to fail
*** willingness to ask questions

** Degire to work to best of ability
*::mivmtothemim:s

Accuracy
* willingness to get hands dirty
detail

* Attention to
* willingness to do clerical tasks

picture
* Ability to sacrifice short-temm gains for long-tem goals
* Political sense

| Otgnintiunl ty
** willingness to pramote library and its services
\ *+* pPositive attitude toward job

|

|
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Dispositional Attitudes
Attitudes Toward Institutions

* th for profession
for the library

*l\eqwtfortheparmtorgm:lzaum
Attitudes Toward Other People
Toward Users

* Regpect 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 teem

* Like to work on own

* Willingness to draw upon and share knowledge and experience with
others

* Qupportive of co-workers

* Enjoy managing/supervising others

* Flexibility/Versatility
* Imagination
®

Inquisitiveness
* Leadership ability
203
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Personal Qualities (cont'd)

* Neatness
* Need tor achievement
:mjecuv:lty

* Optimism/Positive attitude

Individual should demonstrate:

*Hﬂlingxesstotake/wcq;trmsibﬂity

* Willingness to take initiative
* Willingness to respand to authority, apply and follow policy
:nesiteholum/tty

peraonally
* Degire to grow professionally
**Desireto:ninanrmtinq:eciﬂcaﬂgmenlabjectﬁeld
* positive attitude toward job
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SOX0L LIGRAIAN COMPETENCIES
SERINS (DHIROL
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SERIALS CONTROL ENTRY LEVEL
Jerification and Ordering
1. Receive citations for selected serials/numbered series from the

2.

3.

A,

5.
6.

7.

8.

acquisitions section

Receive citations fram faculty and media center staff for subscriptions
for the professional coliection

Receive issues/parts of serials/numbered series fram the acquisitions
section which were received on approval, as gifts, etc.

Develop a working knowledge of the media center system's collection
development policies and guidelines

Refer questionable citations/items to supervisor for selection review

Determine source of procurement for each title ordered (jobber, direct,
gift, exchange, etc.)

Supervise orcering of serials/numbered series:

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

search gerials records to detemmine if title is already on order

for older materials/citations, search catalog(s) to detemine if
entj~< series is in the ocollections already

prepare serials records for titles to be ordered

r-epare subscription --ders, including the proper "ship to"
addresses for br ..  ~opies, if appropriate

prepare purchase or- ;. ¢ required

prepare order docum.. ...on for mailing

forvard order documentation to the acquisitions section for fiscal
~ontrol and nailing

clz. n outstanding crders (no issues received)

claim missi~3 issues

cancel or¢ rs, as rejuired

re-issue orders to different sources as required

order replacement copies of damagec/lost issues

process renewals

maintain a statistical record of ordering opeiations

Search for trade and non~trade bibliographic information that
technicians are unable to locate; refer problems to higher level staff,
as appropriate
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SERTALS QONTROL ENTRY LEVEL

Receipt Processing
9. Supervise receipt processing of serials/numbered series:

sort incaming items, if appropriate

search serials file to locate the records

update records with receipt of individual issves/numbers/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 new 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 roam on the =Zopropriate 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 o proper locations

annotate receipt on packing slips/invoice copies, if received, and
forward to the acguisitions section

annotate packing slips/invoice copies for damaged/imperfect or
unwanted hardbound series; forward documentation and pieces
to the acgquisitions section for processing

place surplus materiais in specified area to await proper disposal
by the acguisitions section

maintain record of receipt processing statistics

10. Assion processing priorities to new serial titles and to other series
requiring update of cataloging records

File Maintenance
11. Supervise 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
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ACTTVITIES

ENTRY LEVEL

11,

12,

13.

14,
15.
16.
17.

18.

20.
21.
22,

23.

File Mmaintenance (cont'd:

Supervise creation and maintenance of serials records (cont'd):

update records with binding control data if serials records are
autamated

input cross reference records as .quired

remove records fram the active file when appropriate

delete records when appropriate

maintain statistical records of file creation and maintenance
operations

Supervise the forwarding of corzespondence re: cessation/completion of
series to the cataloging section following maintenance of serials
records

Qther

Handle problems related to ordering and receipt processing of
serials}r:unbered series and to overall maintenance of the serials
records; refer problems to higher level staff, as appiopriate.

OConduct business by plxme, when appropriate

Write memos and letters, as required

Prepare manuals of procedures

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

Attend and participate in staff meetings

Provide an overview of the operations of the unit/section to visitors,
as reguested

Supervise technicians, paraprofessional staff and volunteers
Work to develop "espri: de corps" among staff supervised

Assist section manager in writing job descriptione for self and for
staff supervised

Assist section manager in developing performance standards for self and
for staff supervised
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Qther (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,media
center system

SERTALS QONTROL 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 issuves, 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 vrccessing

34. Identify sources for filling gaps when the required issues are
unavailable fram the publishers

35. Ooordinate gap filling as gaps are reported by onllection maintenance
staff as part of binding preparation and inventory operations
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SERIALS CONTRCL MID LEVEL
Receipt Processing

36. Develop procedures for receipt processing of serials/numbered series
Eile Maintenance .

37. Develop procedures for maintenance of the serials records

38. Make preliminary selection of forms and/or develop draft record fomats
for all serials record files

39. Work with collection maintenance staff to develop procedures and record
form..s for including binding control data in automated serials records

Fiscal Control
40. Together with the acquisitions seccion, 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)

4. vork with the aocguisitions section to develop procedures for proper

packing slip/invoice handling and receipt certification by serial
records staff

42. Assist aoguisitions section in resolving any problems related to
payment for serials

43. Remain awa-: of the expenditures and balances in the serials
acocount (8} ; .otify the section manager of situations which may require
special action

44. Project budget requirements for purchasing seria’s for the new fiscal
year

Other

45. Assess performance of exjsting equipment/systems used in serials
records and investigate capabilities of other equipment/systems

46. Recommend acquisition of new/additional equipment/systems
47. Train staff in operation and in-house maintenance of equipment/systems
48. Supervise in-house operation and maintenaice of equipment/systems
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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. Braluate contractors' proposals

52. Train and supervise entry level staff

53. Assist in the selection of new professional staff

54, Write articles for professional journals/newsletters when appropriate

SERTALS QONTROL 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 aoquisitions staff for review

56. Work with senior aoquisitions staff to fommulate draft selection
policies for serials/numbered series

57. Work with senior acquisitic.s staff to prepare draft selection
guidelines for serials/numbered series to be used by sel ction 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
selrial titles which they currently receive for the professional
collection

Yerification and Ordezing

60. Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data
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SERIALS (QONTROL SENIOR LEVEL

Receipt Processing

6l. Work with senior acquisitions and cataloging staff memcers to identify
processing priorities for various categories of serials and to draft
guidelines for p:iority assignment

Other

62. Function as a tecimical expert i all matters related to processing of
serials/numbered se ies

63. Interview dealers' representatives to learn about the particular
services they offer

64. Identify dealers who have a good performance record in supplying
irreqular serials, oconference/congress proceedings, and other series
vhich are difficult to aocguire on subscr

65. Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in acguiring 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/or update 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 stafi
73. Function as section manager in his/her absence
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COMPETENCIES VALIDNTED AS
ESSENTIAL VERSUS DESIRART-E
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SERTALS CONTROL ENTRY LEVEL

Bagic kpowledge
*** knowledge related to literacy, mmeracy, commmications, etc.

Subject knowledge

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

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of infomation

* knowledge of altemative spproaches to the organisation of information

* knowledge of altemative approaches to retrieval of inforsation

t knowledge of altermative approaches to infomation oenagement

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

* knowledge of completed and ongoi- 3 research in the field and its
applicability to practice

* knowledge of career opporzunities

* knowledge of how to learn on an ongoing basis

interrelatiaships (
* 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
2t knowledge of tue users of the services and products, their character-
istics and information habits

Enowledge of what work is done

*t knowledge of the serials control function, the range of services and
products offered (both actual and potential)
*mwamwmmtmmmummmm

the products
*m:g:idmmmtutmmwmm
*¢ knowledge of serials control tools ard sources of bibliographic
** knowledge of serials control methods and technigues
knowledge of performance and how it can be nasured

* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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SERIALS QONTROL ENTRY LEVEL

Enowledge of how to do work

*t knowledge of how to perform the various activities

** knowledge of how to use the serials control tools and sources of
bibliographic information

** knovledge of how to apply the serials control methods and techniques

* knowledge of perscnnel procedures

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

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

knowledge of the various programs coffered and key persomnel within the

*t knowledge of the policies and procedures relevent to the

*t knowledge of the werious resources available within the library (e.y.,
persamel, equipment, etc.)

*% knowledge of the users' information needs and

*t knowledge of the collection, and of related collections

SERIALS QONIROL MID LEVEL

*t greater depths of knowledge specified above
*t knowledge of the operations of other sections in the library and how
they reiate to serials control
%% knowledge of available vendnr-supplied systems, services and products
to support serials control
* knowledge of the contracting process, both in general and within the

o
*t knowledge of evalmtion methods and tecinigues to evaluate systems,
pervices and products
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SERIALS QONTROL SENIOR LEVEL

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

presentation
«s¢ knovledge of the costs associated with library resources (materjals,
perscnnel, space, etc.)
ﬂmwﬁummuwmm
*¢% knovledge of methods of resource allocation
** knovledge of standards, measures and methods for evaluating personnel
* knowledge of altemative management structures and their implications
for the operation of the library
* gtate-of-the-art knowledge of library research and practice
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SERTIALS CONTROL ENTRY LEVEL
Subject knowledge
*t knowledge of the primary subject field of users served (e.g.,
literature, mnsic, etc.)
** knowledge of foreign languages

Library & Information Science Knowledge (Generic)

** tmowledge of definition, structure, and formats of information

** mmowledge of altemative approaches to the organimstion of information
*** mowledge of altermative approaches to retrieval of information

** knowledge of altemative approaches to information management

*** movledge of available and emerging information technologies and their

** knovledge of campleted and ongoing research in the field and its
.- applicability to peactice

knowledge of career opportunities
** knowledge of how to leam on an angoing basis

Enowledge about information work enviromants

** mowledge of the expanding information cammmity, its participants and
their (socizl, econmic, technical, etc.)

** kncwledge of the variety of work settings and their organimationmal
structures

** knovledge of the functions performed within the variocus work settings
and the services and products offered

*+% knowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

** knovledge of the serials control 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
*& know “&wmmwmmmmm

il kn“ilnﬁomt.lmm serials control tools and sources of bibliographic

** knovledge of serials control methods and technigues

* knowledge of performance and how it can be measured

* knowledge of job and working conditions (e.g., range
of ditiecs, probable compensation, banefits, etc.)
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EBTRY LEVEL

Enowledge of how to do work

** knowledge of how to perfomm t" e variwws activities

** knowledge of how to use the serials control tools and sources of
bihliograghic information

*+ knowledg. ¢ how to apply tha serials control methods and technigues

** knovledge ¢. personnel procedures

“knwl@ectﬂ:ednlon, goals and objectives of the institution

ﬂmapammamwmummotm
library within the institution

** nowledge of the vericus programs offered and key persomnel within the

** knowledge of the policies and procedures vel want to the library

** knowvledge of the verious resources available within the libeary (e.g.,
personne.., eguipment, etc.)

** knowledge of the users' information needs and

** knoyledge of the collection, and of iclated collections

SERIALS CONTROL MID LEVEL

*¢ greater depths of knowledge specified above
nmmwmmﬁmmmﬂnmmm

“hmlcbotﬂncmtncﬂngm,hoth!nmlmdutunthe

nmmu;wmmummmw
services and products
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-:wd?tnwmmmmm
** knowledge of statistical description, amalysis, interpretation and

** knowledge of the costs associzted vith libeary resources (materials,

space, eotc.)
mm&ummuwm
“Wd-ﬁo&dm

hoiad of standards, measures and methods for persanel
mmmotnmi:m strectures and their implications

KNOMLEDGE

SERIALS QONTROL SENIOR LEVEL

** ghate-of-the-art knowledge of library ressarch and peactice
|
i
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE




SERIALS CQONTROL

Basic Skills
¢t literacy, mmeracy, cognitive, analytical, ~oommications, etc.
Skills Related to Specific Activit. -g

Ability tos

conduct meetings vith individmls and groups
* collect, analyse and data
*¢ pake and recomendations based on available information

*% york independently and in groups
* develop criteria for evaluation

Ability to:

*t pake effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and
action for their solution
2% ganage time effectively

SERIALS CONIROL MID LEVEL
Skills Related to Each Specific Activity
e gkills listed above zre developed to a greater extent
Ability to:
*mﬂnﬂnm&dﬁnayﬁnﬂmmmmmm
** anticipate long-range nesds of libeary
*t degion systems and to improve library cperations

* arbitrate and negotiate

222
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SERIALS QONI'ROL SENIOR LEVEL

skills listed above are developed to a greater extent
Ability to:
** arnly methods of measurement and evaluation

** hudget. and sake projections
ttt optimize the use of library resources
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SERTALS CONTROL ENTRY LEVEL

Ability to: )
** perform activi
“utd:ud'i“ v:{hma:amd

** work independently and in groups
** deyelop criteria for evaluation

Ability to:

% pake effective, timely, and well-informed decisions

** jsolate and define problems and develop the necessary criteria and
action for their solution

** panage time effectively

SERIALS (ONTROL MID LEVEL

Skills Related to Each Specific Activity
Ability to:

**%* perceive the needs of the organization and not just the library
**t anticipate needs of library

**t* degign systems and procedures to improve library operations

*t arbitrate and negotiate

SERIALS CONTROL SENIOR LEVEL

Ability to:

*+* apply methods of measurement and evaluation
i and make projections
il the use of library resources
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SERIALS CONTROL

* Respect for profession

haiad coworkers
* Like to work with others/as a team
.:I.ikehovukman
others
il ve of co-workers

¢ Alertness
*4+ Agsertiveness
* Compassion/Kindness
t Confidence
*** Cheerfulness
* Dependabdlity
* Determination/Yenacity
Diplomacy
Beotional stability
t Paimess
Flexibility/Versatility
Imaginution
tiveness
* Leadership ability
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SERIMLS CONI'ROL

Personal Oualities (copt'd)

* Neatness
* Necd for achievement
* Objectivity

ess
* Optimism/Pogitive attitude

Individual should demonstrate:

‘*Whowwmmity
¢t ¥illingness to take initiative
* ¥illingness to respond to authority, apply and follow policy
¢ Degire to leam/try
*wunng\eutofau
to ask
‘*Mntomwb&otwjty
:mem

Acctracy
* Willingness to get hands dirty
* Mtention to dstail
* Willingness to do clerical tasks
*¢ Dasire to follow-through
t Service orimntation
*Otganiatimalmuy

pramote library and its services
*mxumumtanmmmm
t View of library as an organisation
* Ability to see broad picture
* Ability to sacrifice sghort-temm gains for long~tem goals
t .Folitical smnee

Quriosity
:Wrietyottntw

Desire to grow y

Desire to grow professicnally
* Desire to remain current in specific and general subject field
* Positive attituds tomxd job
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Dispositional Attitudes

Attitudes Toward Institutions

*mq:uctiotptofmim
* Regpect for the library
* Regpect for the parent organization

Attitudes Toward Other People
Toward Users

* Regpect 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 tesm
* Like to work an owmn

* willingness to draw upon and share knowledge and experience with

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

Personal Qvalities

* Plexibility/Versatility
* Leadership ability

Attitudes Related to Job/Mork/Organization
Individual should demonstrate:

:%mgm”ﬁu il
* to to authority, and follow
"ﬂlim;- respand ty, apply policy



SERIALS CONTROL

Attitudes Related to Joh/Work/Organization (cont'd)

* Willingneas to hands dirty
*mmdug:u
* Willingness to d clerical tasks

professiomally
** Desire to remain current in specific and general subject field
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