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This document contains validated activities and campetencies needed
by librarians working in an academic library. The following operational
definition of competency was developed:

A competency is a generic knowledge, skill or attitude of a person
that is cemsally related to effective bshavior as demonstrated
through extemal perforxance criteria, wbere:

e IKnowledge is having information about, knowing, understanding,
being acgminted with, being amre of, baving experience of, or
being familiar with something, someone, or how to do samething.

e 5kill is the ability to use one's knowledge effectively.

e Attitude is a mental or emotional approach to something, or
someone.

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

e Basic knowledge in such areas as language, cammunication,
arithmetic operations, etc.

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

Libraxy and information work environments such as the
information community, its participants and their social,
econamic and technical interrelationships, etc.

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

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 perform
information work satisfactorily including:

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

e Skills related to each specific activity being performed such
as negotiation of reference questions, evaluation of search
outputs, etc.

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

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

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

e Persopality traits/qualities such as confidence, inquisitive-
ness, sense of ethics, flexibility, etc.
e Attitudes related to jcb/work/organization such as willingness

to accept responsibility, willingness to learn, desire to grow,
etc.

The activities and cumpetencies are organized according t¢ the
functions which librarians perform, and by professional level as displayed
in Figure 1. The competencies are cumulative across professional level,
i.e., competencies of mid-level professionals include entries 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




L33

MIIVITIES KNOWLEDGE SXILLS MXTINRES

Ezsential More versus Essential More versus Ensential More versus Pssential Mre versus

Versus Less Important Versus Less Important Versus Less Important Versus Less Important
Desirable in Future Desirable in Future Desirable in Future Desitable in Future
ENTRY LEVEL | ENTRY LEVAL ENTRY LEVIL, | ENTRY LEVH, ENTRY LEVEL | ENTRY LEVEL ENTRY LEVEL, | ENTIY LEVEL
MID LEVEL MID LEVEL MID LEVEL MID LEVEL MID LEVEL, MID LEVEL MID LEVEL MID LEVEL
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Fgure 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 academic libraries are:

Three professional levels were defined as follows:

acquisitions

cataloging

circulation and reader services
collection maintenance
interlibrary loan

management

reference

serials control.

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 by asterisks as follows:

denotes 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 campetency

iv 1 1




*** genotes each competency rated as essential or desirable by

85-100 percent of the validators of that competency.

The second set of knowledge, skills, and attitudes have competen-
cies designated by the validators as becaming more or less important in the
future. igain, the level of emphasis is denoted by asterisks as follows:

*  denotes each campetency rated by 1-20 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future
**  denotes each competency rated by 21-40 percent of those who
validated it (as essential, desirable, or not applicatle) as
becoming more or less important in the future
*** denotes each coampetency 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

e denotes competencies rated as curren*ly not applicable which
have alsoc been rated as becoming more important in the future.
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ACADBIMZC LIERARINY: COMPETENCIES
AOQUISTITIONS
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AOQUISITIONS ENTRY LEVEL

Selectiop

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

2. Receive requests from college/university and library staff for
purchase of materials for the library's collection(s) or for
professionzl collections

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

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

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

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

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

8. Assiov, processing prior’ 3 to all material selected for the
coll ction(s)

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

10. Supervise bibliographic setrching and verification:

search in-process file(s) (items on order, want lists, and re-
ceiveal items not yet catalcged) and library's catalog(s) to
gietemine if the cited titles are needed for the collec-

on(s)

annotate citations that are discovered to be serials/mumbered
series and return them to supervisor

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

maintain record of searching and verification scatistics

114




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

13, Prioritize recamended selections in each subject area; oonsult with
mid level librarian to cdetermine which materials should be placed on
the want list for possible order action at a later date

14. Supervise order/request processing:

prepare records (manual or autcmated) 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 to difierent sources, as required

maintain statistical record of order/request processing
operations

Receipt Processing

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

open packages and retain gsender information

check shipments against packing lists/invoices

check shipments for damage

examine received items for imperfections

for unsolicited shipments, search in-process file(s) and
library's catalog(s) to detemmine which items are needed for
the collection

update in-process file with receipt information

update in-process file re: any errors in receipt or receipt of
damaged/ imperfect materials

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

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

anno:ate packing slips/invoices to certify receipt of all
materials retained

deliver packing slips/invoices to invoice processor

insert and/or update processing slips for materials to be
retained

Q 2 15




AQQUISITIONS ENTRY LEVEL

Receipt Processing (cont'd)

15, Supervise receipt processirg of ordered/requested materials, blanket
order/on-approval shipments, unsolicited gifts, etc. (cont'd)

mark materials retained for the collection 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 gaction

process materials for the professional collections as required
and place on the appropriate book trucks

send form letters to acknowledge gifts, if appropriate

prepare damaged/imperfect materials, incorrectly supplied
mterializ, and uiwanted materials for return to suppliers, if

opriate

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

maintain statistical record of receipt processing operations

16. Supervise the delivery (f library materials to the cataloging section
at regular intervals

17. Supervise preperation and Jisposal of uwanted library materials

File Maintenance
18. Supervise creation and maintenance of in-process file(s)

input orders/requests, want list items, wmnsolicited receipts

update records based on correspondence received nnd actions taken

update records with receipt, return and disposal information

update records with cataloger assignment, if appropriate

update records when cataloging has been campleted 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 library's collections, if required




Qther

20.

21.

22.

23.

24.

26.
27.
28,

30.

3.
32.
3.

4.

35.

36.

Handle problems related to the selection and acquisition of library
materials; refer special problems to higher level staff, as

appropriate

Assist staff in locating materials received in the library but still
in process

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

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

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

Oonduct library business by phone, when appropriate

Write memos and letters, as required

Prepare manuals of procedures

Make recamendations to the section manager for improvement in opera-
tions 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 terhnicians, paraprofessional staff, and student workers
Work to Jdevelop "esprit de corps" among staff supervised

Assist section manager in writing job descripticns for sel. 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 selection of new technicians and paraprofessionzls
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ACTIVITIES

AOQUISITIONS ENTRY LEVEL

Other (cont'd)

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

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

39. Develop professional contacts both within and outside the library

AOQUISITIONS MID LEVEL

Selection

40. Keep abreast of the information needs of the user cammmnity so that
selection of library materials may be made to support new ocourse/
degree offerings and new research programs

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

Verification and Ordering
42, Supervise the maintenance of an address file of procurement sources

43. Draft form letters for ordering/requesting library materials,
claiming/carceling orders, acknowledging gifts, etc.

44. Schedule purchases of library materials in order to operate within the
budget:

45. Work with contract and/or purchasing department(s) of the college/
university to identify requiraments and develop draft procedures for
purchasing library materials

46. Work with serials control staff to develop draft procedures for order-
ing and fiscal control of serials/nhumbered series




48.

49.

50.

51.

52.

53.
54.

Fiscal Control
47. work with the finance and accounting department of the college/univer-

sity to identify requirements and develop draft procedures for
processing invoices for payment

Supervise invoice processing for acquisition of library materials

receive and log in packing slips/invoices fram acquisitions and
serials ocontrol staff with receipt information noted

receive and log in original invoices

match iriginal 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, including charges to
individual departments/programs within the college/university

process approved invoices for peyment and forward them to the
appropriate fiscal office

process purchase order docunents as required

receive correspondence fram suppliers

draft replies to correspondence concerning payment problems

prepare pr t statements if zauired
maintain files of invoices and er documents related to the

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

Maintain control of the library materials budget; notify the asection
manager of situations which may require special action

Review reports of expenditures and balances in all accounts as
prepared by an accounting technician; draft narrative statements to

accompany the reports, if required

Approve/modify draft replies to correspondence concerning payment
problems

vork with the finance and accounting department of the college/univer- -

sity to establish deposit accounts with certain suppliers
Determine the average cost of each type of library material purchased

Project budget requirements for purchasing library materials for the
new fiscal year



Fiscal Control (cont'd)

55.

56.
57.
58.
59.
60.

61.
62.
63.

64.

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

Recamend acquisition of new/additional cguipment/systems

Train staff in operation and in-house maintenance of equipment/systems
Supervise in-house operation' and maintenance of equipment/systeams
Gather information for maintenance contracts on equipment/systems

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

Evaluate contractors' proposals
Train and supervise entry level staff and accounting technician(s)

Assist in the selection of new professional staff and acoounting
technician(s)

Write articles for professional journals/newsletters when appropriate

AQQUISITIONS SENICR LEVEL

Selection

65.

6.

67.

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

Work with reference and interlibrary loan section staff members and
with departmental/special collection librarians to analyze library
resources in the area and make recammendations concerning the degree
to which durlication of collections should occur. Identify subject
areas in which resource sharing may be mutually beneficial

Work with reference staff, departmental/special collection librarians,
and faculty advisory groups to identify user needs and activities and
charges occurring in the user population which will influence
selection of library materials




AQQUISITIONS SENIOR LEVEL
Selection (cont'd)
68. PFormulate draft selection and retention policies for all types of

69.

70.

71.

72.
73.

74.

75.

76.

77.

78.

79.

library materials

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

Periodically review staff select a8 to ensure more uniform inter-
preuta:tion of the selection pol’ .es; confuct training sessions as
required

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

Evaluate the existing collection(s) and identify areas of weakness

Prepare lists of materizls to be purchased in order to upgrade areas
of weakness in the collection (s)

Together with departmental/special collection librarians, reference
staff and faculty advisory groups, compile lists of reierence books
and standard works that comprise a basic collection in each major
subject area. New editions of these materials are purchased
autamatically

Together with departmental/special collection librarians, reference
and reader services staff and faculty advisory groups, select
materials for branch collections

Develop guidelines for identifying materials in the collection(s)
which should be retained in microform for preservation

Review damaged materials identified by collection maintenance staff;
detemmine 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 library which
are advertised for sale or which may be solicited as gifts
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AQOQUISITIONS SENIOR LEVEL
Other
80. Function as a technical expert in all matters of selection and

8l.

82.

84.

85.

88.

89.

9.
92.
93.
9%4.
95.

acquisition of library materials

Work with senior reader services, cataloging and serials control statf
menbers to identify proccessing priorities and draft guidelines for
priority assigment to all incoming library materials

Make preliminary arrangements for obtaining designation as a full/
partial depository for government dociments

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

Assist the section manager in negotiating with publishers' and
dealig;' representat..s to set up on approval programs and other
services

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

Develop procedures for aocquisition of theses and dissertations, as
required

Develop procedures fo. acgquisition of materiais for the university
archives collection

Identify sources for obtaining out of vrint materials which are to be
replaced/added to the collection

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

Appraise the valne of highly specialized and rare materials
Identify sources for disposal of unwanted materials

9 22




Other (cont'd)

96. Draft documentation to set up disposal program, including special
provisions for disposal of classified materials

97. Draft all selection and aoquisition procedures and policies; draft
revisions as required

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

160. Analyze statistics for all operations in the section and prepare draft
statistical reports

101. Train and supervise mid level staff

102. Participate in committees to detemmine faculty status/tenure, as
required

103. Function as section manager in his/her abeence

10 23







Basic knowledge

% inowledge related to literacy, mmeracy, commmications, etc.

Subject knovledge

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

*% knowledge of foreign languages

Library & Information Science Rnowledge (Generic)

** knowledge of definition, structure, and fommats of information
* knovledge of altemative approaches to the organization of information
* knovledge of altemative approaches to retrieval of information
* knowledge of altemative 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 opportunities
*** knowledge of how to Jeam on an ongoing basis

Knowledge about information work enviromments

* 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 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 acquisitions function, the range of services and
products offered (both actual ax ° potential)
*mnﬂpottbwuviu-thtmmhd*;cﬂuthemm

the products
*lmowledg:iofﬂnvar:lous resources that are necessary to support the

** knovledge tools and of information
e e -
can
* knovledge of job and working conditions (e.g., range

of &uties, probable compsnsation, benefits, etc.)
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ACQUISITIONS ENTRY LEVEL

Enowledge of how to do work

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

bibliographic
* knowledge of how to apply the acquisitions methods and techniques
* knowledge of personnel procedures

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

* knowledge of the structure of the institution and the role c¢f the
library within the institution

" know};ige ofithe various programs offered and key persomnel within the

itution

* knowledge of the policies and procedures relevant to the library

* knowledge of the various resources available within the library (e.qg.,
persomnel, equimment, etc.)

* knowledge of the users' information neels and requirements

* 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 bhow

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

L 12 26
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AOCQUISITIONS SENIOR LEVEL

¢t grester depthc of knowledge specified above
t knovledge of public relations technigues
*+t knoyledge of statistical wecription, anmalysis, interpretation and

*t knowledge of the costs associsted with libsary resources (materjals,

allocation
* knowledge of standards, measures and methods for evaluating personnel
* knowledge of alterna’ive management structures and their implications
for the operation of the library
* gtate-of-the-art knowledge of library research and practice







AQQUISTTIONS ENTRY LEVEL

Bagic knowledge
*¢¢ knovledge related to literacy, mmeracy, coommications, etc.

Subject knowledge

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

Library & Information Science Knowledge (Generic)

applications

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

* knowledge of career opportumities

** knowledge of how to leamn on an ongoing basis

ZInowledge about information work environnents

"hmls.;eotthemwma-nity its participants and
their interrelationships (social, economic, technical, etc.)

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

** knowledge of the functimms performed 'sithin the various work settings
and the services and products offered

*++ knowledge of the users of the services and products, their character-
istics and inforsation habits

Enowledge of what work is done

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

produce the prodicts
* know. of the various resources that are necessary to support the
* knowledge of acquisition tools and sources of bibliographic information
** knowledge of acguisition methods and techniques
** knowledge of performance and how it can be measured
* knowlodge of job and working conditions (e.g., range

of duties, probable compmnsation, bmnefits, etc.)
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ACQUISITIONS ENTRY LEVEL

-mr.aothmtommmmﬁua

“m;ﬁmect the mission, goals and objectives of the institution

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

*t knovledge of the various programs offered and key persomnel within the

* knowiedge of the policics and procedures relevant to the library

* knowledge of the warious resources aveilable within the library (e.g.,
persamnel, ecuirment, etc.)

** knowledge of the wsers' information needs and

* knowledge of the collection, and of related collectioms

ACQUISITIONS MID LEVEL
* greater dspths of knowledge specified above
** knowledge of the operations of other sections in the library and how

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

to support acquisitions
** knovledge of the contracting process, both in general and within the

nmgemammmmmmmm,
services and products




ACQUISITIONS SENIOR LEVEL

:ar;tuq:fhsofmnedgamm
*¢ knovledge of statistical description, analysis, interpretation and

** knowledge of the costs associated with library resources (materials,
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ACQUISITIONS ENTRY LEVEL
Basic Skills
ttt )iteracy, mmeracy, cognitive, amalytical, commmications, etc.
Skille Related to Specific Activities

Ability tos

* perform aach activity
#** establish rapport with users and colleagues
*¢ coommicate well by written, verbal and non-+verbal means
conduct an interview
* conduct meetings with individuals and groups
* collect, analyze and interpret data
* make decisions and recammendations Lased on available information
supervise staff
t+t* york 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
** sanage time effectively

ACQUISITIONS MID LEVEL

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

* perceive the needs of the organization and not just the library
* anticipate long-range needs of library

desion systems and to improve libcary operations
*arbittateanquotz:ewu




SENIOR LEVEL

*4% 5kills listed above are developed to a greater extent
Ability to:
*+% apply methods of measurement and evaluation

*** budget and meke projections
mmmlz:edlihuqm







ACQUISITIONS

Basic Skills
% literacy, mmeracy, cognitive, amalytical, cammmications, etc.
Skills Related to Specific Activities
Ability to:
* estabiish rapport with users and

colleagues
* coommicete well by written, verbal and non-verbal means
* conduct an interview

* york independently and in groups
* develop criteria for evaluation

Ability to:
* make effective, timely, énd well-informed decisions

Ability to:

:Mn&emﬂdmuginumﬁmmmlm
systess and procedures to improve library operations
**ubituteumgotm

ACQUISTTIONS SENIOR LEVEL

Ability tos







* Like to help people
* Like ~o meet people

* Like to make others feel camfortable

* Sensitive to others' neecs

Toward Others in the Workplace
*:mectco-uo:kets

with others/as a team

Like to work
Like to work an oun

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

** Supportive of co-workers

* Enjoy managing/supervising others

Personal Oualities
¢ Alertness
** Agsertiveness
**+ Compassion/Kindness
* Confidence
.: Cheerfulness
Dependability
* Detemination/Tenacity
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ACQUISITIONS

Personal Oualities (cont'd)

** Leadership ability
* Neatness
* Need for achievement

: Objectivity
Open-aindedness

* Optimiam/Positive attitude
** Organization

* pecience

* Physical endurance
* Resourceful

* Sensitive/Thoughtful
* Sense of humor

** Sense of ethics
¢ Tolerance

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

** willingness to take/accept responsibility
* Willingness to take initiative
:mwmmmﬂty, apply and follow policy
Desire to leam/try
* Willingness to fail
** willingness to ask
** Desire to work to best of ability
.:w“tounmm
* Willingness to get hands dirty
** Mtention to detail
* Willingness to do clerical tasks
*% Desire to follow-throush
* Service orientation
* Organizational identity
* Willingness to promote library and its services
* View of library as part of a larger information enviromment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-tem gains for long-temm goals
* Political sense
* Curiosity
*** Variety of interests
:Desiretogtowpermny
Desire to grow professionally
* Desire to remain current in specific and general subject field
** Pogitive attitude toward job

ERIC -
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AQQUISITIONS

Dispositional Attitudes
BAttitudes Tows-d Institutions
* Regpect for profession
'Req:ectfo:thelibtuy
* Resp ct for the parent crganization
Attitudes Toward Other People

Joward Users

'Lnepeopleingamal

* Like to belp

'dketo-*eothets feel camfortable
* Sengitive to others' needs

Toward Others in the Workplace

* Respect c-workers
* Like to wo-~ with others/as a team
Like 2w - on om.
* Willingne_s *o draw upon and share knowledge and experience with
others
* Supportive of co-workers

* Enjoy managing/supervising others
Personal, Qualities
* Alertness

* ﬂedbﬂity/hmtnity
Imagination
* nqumuvm

41
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AOQUISITIONS

Personal Oualities (cont'd)

* Neatness
: Cbjectivity

Open-aindedness
* Optimism/Positive attitude
* Organization
* Patience
* Physical endurance
* Resourceful
* Sense of ethics
* Tolerance

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

** Willingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply and follow policy
* Degire to leam/try

* Wil to fail

* Willingness to ask questions

* Desire to work to best of ability
:nqmnivmtothecmstnmts

Accuracy
* Attention to detail
* Desire to follow-through
*Setviceocicltatim
* Organizational identi
*Hﬂlingleashoptmteuuuyaﬁitsmices
** View of library as part of a larger information enviromment

* Ability to macrifice m-ten gains for long-tem goals

* Political sense

* CQur.osity

* Variety of interests

* Desire to grow personally

* Degire to grow professionally

* Depfre to remain current in specific and general subject field
* positive attitude toward job

42
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ACADEMIC LIBRARIAN (DMPETENCIES




CATALOGING ENTRY LEVEL

1.
2.

3.
4.
5.
6.
7.
8.

9.

10.

11.

12,

13.
14.

Supervise and perform, as required, pre-cataloging searching

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

Determine main and added entries

Assion subject headings fram the approved list(s) of headings
Classify materials using the approved classification system(s)
Establish cataloging authority data

Establish cross reference data

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

Recatalog and reclassify materials already in the collection, as
required

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

Refer catalcging problems to higher level staff

Keep abreast of changes relating to catalcging procedures (e.g.,
in-house memos, IC rule interpretations of AACR 2, new subject temms,
updated instructions for searcaing/updating online files, etc.)
Maintain a record of pre-cataloging searching statistics

Maintain a record of cataloging statistics

Other

15.
16.
17.
18.

Write memos and letters as required

Prepare manuals of procedures for pre-cataloging searching
Select/develop a processing form to be use in pre-cataloging searching
Make recamendations to the section/branch manager for improvement in
operations of the unit,section/branch and for improrement in biblio-
graphic access to the collection(s)

Attend and pr “icipate in staff meetings

24
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CATALOGING ENTRY LEVEL

Other (cont'q)

20,

21.
22,

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

Train and supervise pre-cataloging searchers
Work to develop “esprit de corps" among staff supervised

23. Assist section/branch manager in writing job descriptions for self and
staff supervised

24. MAssist section/branch manager in developing performance standards for
self and for staff supervised

25, Assist section/branch manager in the review and performance evaluation
of staff supervised

26. Assist in the selection of new technicians

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

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

29, Develop professional contacts both within and outside the library

CATALOGING MID LEVEL

30.
3.

32.
33.

34.

Perform cataloging and classification of difficult materials

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

Supervise Cuttering, as required

Handle cataloging problems encountered by entry level staff; refer to
higher level staff, if necessary

Maintain a statistical record of cataloging difficult items
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CATALOGING MID LEVEL

35.
36.

Maintain a record of limived cataloging statistics
Maintain a record of Cuttering statistics

Bibliograghic Files

37.
38.

39.

40.

41.

42,
43.

44.

45.

46.

47.

Supervise maintenance of accession records, if sppropriate

Supervise online entry of cataloging data and/or locator data, if
appropr iate

Supervise proofreading of camputer printouts of cataloging data, if
appropriate

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

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

Supervise and revise filing of cards, if required
Supervise physical maintenance of the card catalog, if required

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

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

Supervise distribution of bibliographic records/files to departmental
libraries and special collections

Supervise production of lists of new accessions; forward them to the
circulaticn section/branch for distribution

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

26
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CATALOGING MID LEVEL

Materiale Processing

48. Supervise the physical processing of all items to be added to the
library's collection(s):

mark materials with the library system's identification and
identification for departmental libraries/special collections

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 required

open new books

apply purchased covers

mount pamphlet-type materials in special binders

place AV materials in proper storage containers, if required

segregate materials requiring special treatment or repairs and
deliver to collection maintenance section/branch

place new materials on appropriate book trucks and deliver to
designated locations in college/university library or to
departmental/special collections

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

(ther

50. Prepare manuals of prccedures for limited cataloging, Cuttering,
creation and maintenance of bibliographic files, and for physical
processing of library materials

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

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

53. Work closely with collection maintenance staff and selection staff
during inventories and/or weeding so bibliographic files may be

updated as required

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

55. Recammend acquisition of new/additional equipment/systems

27
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CATALOGING MID LEVEL

Other (cont'd)

56.
57.
58,
59.

60.
61.

62.

63.
64.

65.
66.

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

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

Evaluate contractors' proposals

Assess quality of supplies used in physical processing of library
materials

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

Train and supervise entry level catalogers

Train and supervise technicians, paraprofessionals, and volunteers;
train appropriate staff in departmental libraries/special collections
to handle bibliographic records/files as required

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

CATALOGING SENIOR LEVEL

Cataloging

67.
68.

69.

70.

Function as a technical expert in the cataloging section/branch

Determine Jevel of cataloging (full or limited) for all materials
received for cataloging

Assign materials to each cataloger

Supervise recordkeeping indicating location in section/branch of each
item to be cataloged
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CATALOGING SENIOR LEVEL
Cataloging (cont'd)
71. Revise all cataloging perfcrmed in section/branch and/or under

72.

73.

contract to ensure consistzncy of interpretation of library's
cataloging policies and standards

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

Maintain a summary record of revision statistics

Other

7.

75.

76.
77.
78.

79.

8l.

82.

83.

84.

85.

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/branch or by contractors

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

Draft guidelines . r detemmining level of cataloging to be given to
various categories of library materials

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

Together with the section/branch manager, represent the library at
bibliographic network/consortia meetings

Keep abreast of the educational and/or research information needs of
the college/university camwunity so that proper assigment of subject
headings and classification numbers may provide users with ready
access to topics nf special importance

Recammend expansion of the library's classification system(s) as
required

Recammend expansion of the library's standard list of subject head-
ings, as required

Work with serials control and interlibrary loan staff members to
produce and/or update the library's serials holdings 1list

Make inquiries and recommendations concerming the advertisement, pub-
lication, and distribution of book/COM catalogs, lists of new titles
cataloged, etc.

29
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CATALOGING SENIOR LEVEL

Other (cont'd)

86. Recammend participation in bibliographic network(s)/projects

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

88. Flowchart and document all cataloging section/branch procedures

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

90. Analyze cataloging section/branch statistics and prepare draft
statistical reports

91. Train and supervise mid level staff

92. Participate in committees to determine faculty status/tenure, as
required

93. Function as section/branch manager in his/her absence

30
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COMPETENCIES VALIDATED AS
ESSENTTAL VERSUS DESIRABLE
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CATALOGING ENTRY LEVEL

Basic knowledge
*¢* knowledge related 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 & Information Science Knowledge (Generic)

** knowledge of definition, structure, and formats of information -
* knowledge of alternative approaches to the organization of information
* knowledge of alternative approaches to retrieval of information
* knowledge of altemative approaches to information management
* knowledge of available and emerging information technclogies and their
applications
**%* knowledge of campleted and ongoing research in the field and its
applicability to practice
* knowledge of career opportunities
** knowledge of how to leam on an ongoing basis

*** knowledge of the expanding information coomunity, 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 producte offered

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

istics and information habits

Enowledge of what work is done

** knowledge of the cataloging 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
*lumle@:ig‘themimmthtmmwmonthe
*+* knovledge of cataloging tools and sources of bibliographic infomation
*** knowledge of cataloging methods and
* knowledge of performance and how it can be measured
* knowledge of job ties and working conditions (e.g., range

of duties, probshle compensation, benefits, etc.)

il
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CATALOGING ENTRY LEVEL

Enowledge of how to do work

* knowledge of how to perfom the various activities
** knowledge of how to use the cataloging tools and sources of
infommation

bibliographic
** knowledge of how to apply the cataloging methods and technignes
* knowledge of personnel procedures

* knowledge of the mission, 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 personnel within the
institution

* knowledge of the policies and procedures relevant to the library

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

* knowledge of the users' information needs and

* knowledge of the collection, and of related collections

CATALOGING MID LEVEL

**%* greater depths of knowledge specified above
** knowledge of the operations of other sections in the library and how
they relate to cataloging
* knovledge of available vendor-supplied systems, services and products
to sypport cataloging
* 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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CATALOGING SENIOR LEVEL

b m of knowledge specified above
* knouleage public relations technigues
* knovledge of statistical description, amalysis, interpretation and

presentation
*t knowledge of the costs associated with library resources (materials,
persomel, space, etc.)
*mwcteutmmmwmm
* knovledge of methods of resource allocation
**% knowledge of standarde, measures and methods for evaluating personnel
* knowledge of altermative managemsnt structures and their implications
for the operation of the library
** gtate-of-the-art knowledge of library research and practice







KNOWLEDGE
CATALOGING ENTRY LEVEL
Bagic knowledoe
* knowledge related to literacy, numeracy, cammmications, etc.
Subject knowledge

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

Lubrary & Information Science Knowledge (Generic)

*% knowledge of definition, structure, and fommats of information

** knowledge of altemative approaches to the organization of information

** knowledge of altemetive approaches to retrieval of information

** knowledge of altemative approaches to information management

ﬂmmi::nmeuummfomwsmm

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

* knowledge of career opportunities

* knowledge of how to leam on an ongoing basis

structures

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

** knowledge of the users of the services and produwts, theizdnracﬁet-
istics and information habits

Enowledge of what work is done

* knowledge of the cataloging function, the range of services and
prod xts offered (both actual and potential)
* knowledge of the activities that are required to offer the services and

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

* knowledge of cataloging methods and techniques

** knowledge of performence expccted and how it can be measured

o l:nwledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits etc.)




CATALOGING ENTRY LEVEL
Enowledae of how to do work
®* knowledge of how to use the cataloging tools and sources of

bibliographic inforsation
* knowledge of personnel procedures

Enowledge of the institution served and its library

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

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

within the institution

* knowledge of the various prograr: offered and key personnel within the

* knowledge of the policies and procedures relevant to the library

* knowledge of the various ree wirces available within the library (e.g.,
p=rsomel, equipme &, etc.)

** knowledge of the users' information needs and requirements

* knowledge of the collection, and of related collections

CATALOGLNG MID LEVEL

** knowledge of the oprrations of other sections in the library and how
they relate to catal

** knowledge of availsnle vendor-supplied systems, services and products
to support cataloging

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

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

w7




CATALOGING SENIOR LEVEL

* knowledge of public relations technigues
* knowledge of stati tical description, analysis, interpretation and

presentation
*mmmmwuﬂum:y resources (materials,
gpace, etc.)
*hmleﬁjeofcostmmsuﬂhwputatimm
** knowledge of methods of resource sllocation
* knowledge of standards, measures and methods for evalusting persomnel
** knowledge of altemative mmmagement siructures and their implications
for the operation of the iibrary
* gtate-of-the-art knowledge of library research and practice

o8
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COMPETENCIES VALIDATED AS
ESSENTTAL VERSUR DESIRAEBLE
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CATALOGING ENTRY LEVEL

Basic Skills
*** ]iteracy, mmeracy, cognitive, amalytical, coommications, etc.

Skills Related to Specific Activities
Ability tos:

* perform ench activity

* establish rapport with users and colleagues

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

* conduct an interview

* conuuct meetings with indi..duals and groups

* collect, analyze and interpret data

* make decisions and recommendations based on available information
supervise staff

* work independently and in groups

* develop criteria for evaluation

Ability to:

* pake effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and
action for their solution
** manuge time effectively

CATALOGING MID LEVEL

Skills Related to Each Specific Activity
*+* 5kills listed above are developed to a greater extent
Ability to:

* perceive the needs of the organization and not just the library
* anticipate long-range needs of library

* design systems and procedures to improve library operations

* arbitrate and negotiate




CATALOGING SENIOR LEVEL

+¢% gkills listed above are developed to a greater extent
Ability to:
** apply methods of measurement and evaluacion

** budget and make projections
*% optimize the use of library resources







CATALOGING ENTRY LEVEL
Basic Skills
* literacy, mmeracy, comnitive, amalytical, coommications, etc.
Skills Related to Specific Activities
Ability to:

*¢ egtablish rapport with users and colleagues

* conduct meetings vith individmls and groups

** collect, analyze and interpret data

* make decisions and recamsendations based on available information
-t staff

* work independently and in groups
* develop criteria for evalvation

Ability to:

t gake effective, timely, and well-informed decisions
'isolatemddeﬂneptohlmmddevelq)them:ycdtedauﬂ

CATALOGING MID LEVEL

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

Ability to:
**puedvethemetottheuwﬂnt&nmmtjwttbenbn:y
ot anticipate

long-range needs of library
bkl and procedures to improve library operations
t arbitrmate and negotiate
CATALOGING SENIOR LEVEL

Ability to:







CATALOGING
Dispogiticnal Attitudes
Attitudes Toward Institutions
***mpeutforptofmim
** Regpect for the
* Regpect for the parent organization
Attitudes Toward Other People
Toward Users
*&%* Regpect users

* Like people in general

* Like to help people

* Like to meet people

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

Ioward Others in the Workplace

#++ Regpect co-workers
* Like to work with others/as a temm
* Like to work on own
*mluwm to draw upon and share knowledge and experience with

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

Personal Oualities

*&% Alertness
** Asgertiveness
** Campassion/Kindness
* Confidence
** Cheerfulness
*&* Dependability
* Determination/Tenacity
*¢ Diplamacy
* Baotional stability
* Faimess
* Flexibility/Versatility
* Imagination

* Inquisitiveness
** Leadership ability




CATALOGING

Personal Oualities (cont'd)

* Neatness
* Need for achievement
* Objectivity

Open-mindedness
* Optimiam/Positive attitude
Organization

ok

* patiance

* Physical endurance

* Resourceful

* Sensitive/Thoughtful
** Sense of humor

* Sense of ethics

* Tolerance

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

*** Willingness to tnke/accept responsibility
.:winingmtotﬂeinitht:lve .
Willingness to respond to authority, apply and follow policy
** Degire to leam/try
Willingness to fail
babeiad to ask questions
*** Desire to work to best of ability
** Regponsiveness to time constraints
Accuracy

willingness to get hands dirty
*tt Mtention to detail
* Willingness *0 do clerical tasks
* Degire to
* Service orientation
** Orqanizational identity
* Willingness to pramote library and its services
* Viev of library as part of a larger information enviroment
* View of library as an organization
* Ability to see broad picture
Ability to sacrifice short-tem gains for long-tem goals
* political sense
* Quriosity
* Variety of interests
* Desire to grow personally
* Desire to grow professionally
* Degire to remain current in specific and general subject field
** Pogitive attitude toward job

ke
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Disoositional Attitud
Attitudes Toward Instituti

* Respect for profession

* Respect for the library
* Respect for the parent organization

Attitudes Toward Other People
Toward Users

* Respect users

* Like people in general

* Like to help people

* Like to meet people

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

Toward Others in the Workplace

* Respect co-workers

* Like to work with others/as a team

* Like to work an own

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

* Supportive of co~workers

* Enjoy managing/supervising others
p 1 Oualiti

* Alertness

* Confidence

* Cheerfulness

* Dependability

*

* BEmotional stability

* Faimess

* Flexibility/Versatility

* ination

* Inqu’ ytiveness

* Need for achievement

: Objectivity
Open-mindedness

* Optimism/Positive attitude

* Organization

* Patience
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ATTTUDES
CATALOGING
Personal Oualities (cont'd)
* Physical endurance
* Resourceful
¢ Sensiti

* Sense of humor
* Sense of ethics
* Tolerance

Attitudes Related to Job/i’ k/Irganization
Individual should Jemonstrate:

* Willino~-ss to take/accept responsibility

* Willingness to taxe initiative

* Willingness to respand to authority, &pply and follow poiic’
* Desire to 1

* Willingness to fail

* Willingness > ask questions

* Desire to work to best of ability

: T esponsiveness to time constraints

Accuracy
* Wiilingness to get hands dirty
* Attention to detail
* Wié.}.ingxess fo;j.) do clerical tasks
* Disire to ow-through
* Service orientation
f * Organizational ideniity
* Willingness to pramote library and its services
* View of 1library =e part of a larger information enviromment
* View of library as on organization
* Abiiity to see broad vic.ure
* Ability to sacrifice short-tem gains f-r long-tem goals
* YPolitical sense
* CQuriosity
* Variety of interests
* Desire tO grow professionally
* Desire to remnin current in speciZic and general subjest field
* Pogitive actitude toward job
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ACADEMIC LIBRARTAN COMPETENCIES
CIRCILATION AND READER SERVICES
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ACTIVITIES

CIRCULATION AND READER SERVICES ENTRY LEVEL

1.

2.

3.

4.
5.

6.
7.
8.

9.

Supervise daily operation of the circulation desk:

receive requests for materials

fulfill requests for materials

issue, renew, receive materials

examine returned materials for damage, proper markings, etc.

discharge materials

maintain c*rculation files for regular and long tem 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 reguests for materials owned but not
found 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 section to obtain materiais that are
needed

Perform circulation procedures when necessary

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

Campile reading lists on specifi: subjects
Recamend acquisition of new materials for the collection(s)

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

Monitor use of rare and valuable materials

10. Assist users in the operation of A~V and other equipment

“uom




CIRCULATION AND READER SERVICES ENTRY LEVEL

11, Scheduie facilities for users to preview films and other A-V software
12. Supervise the distribution of new accessions lists

13. Set up and maintain display of new books in the reading room

14. Supervise shelving of the current journal issues in the reading room

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

16. Schedule use of meeting roams

17. Schedule use of study rooms, special carrels, typing roams, etc.
18. Supervise the asigmment of lockers, personal shelving space, etc.
19, Hardle user complaints; refer to higher level staff if appropriate

20, Keep informmed of current copyright legislation and its impact on
libraries and users

21. Conduct library business by phone, when appropriate
22, Write memos and letters, as required
23, Prepare manuals of procedures

24. Make recamendations to the section manager for improvement in opera-
tions of the unit/section and for improvement in services to users

25, Attend and participate in staff meetings

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

27. Train and supervise technicians, paraprofessional staff, and student
workers

26. Work to develop "esprit de corps” among staff supervised

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

30. Assist section manager in developing performance standards for se’ ¢ and
for staff supervised
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CIRCULATION AND READER SERVICES ENTRY LEVEL

3l.

32.

33.

34.

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

Keep abreast of developments in the information field, library prac-
tice, or legislation that affect circulation and use of library
materials

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library

CIRCULATION AND READER SERVICES MID LEVEL

38.

39.

40.

41.

Supervise the daily operation of the reserve room ané¢ circulation of
reserve materials

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

Notify acquisitions staff when multiple copies of reserve materials are
needed

Review reguests for "not found" and "not owned" materials and forward
requests for selected items to the acguisitions section

Notify aocquisitions section of library materials which have been lost
by users and require replacement

Ensure proper posting of copyright legislation notice on all copying
machines

Plan and conduct library orjentation and education sessions for groups
of users (e.y., term paper wcrkshops, subject bibliography courses)

Plan and conduct other group activities for users (film forums, book
review . s, etc.)

Devise tools and displays which will ease access to collectior and
motivate use

Cooperate with special interest groups to plan displays, prepare spe-
cial reading lists, etc.




ACTIVITIES

CIRCULATION AND READER SERVICES MID LEVFL

45.

47.

48,

49,

57.
58,
59.
60,

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

Work with interlibrary loan section staff and collection maintenance
staff to develop procedures and resolve problems relate? rr, uge 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
library's security system by circulation staff

Work with collection maintenance staff to draft procedures for
maintaining security of the collections after regular hours of
operation when late night study roams are open

Work with collection maintenance and cataloging staff members to recom-

mend changes in supplies/methods for physical processing of library
materials when current processing is inadequate

Supervise the operation of the b. < photocopying facility

Assess performance of existina equipment/systems used in circulation
and investigate capabilities oi other equipment/systems

Recormend aogquisition of new/additional equipment/systems
Train staff in operation and in-house maintenance of equipment/systems

Supervise in-house operation and maintenance of equipment/systems (in-
cludirg AV hardvare)

Gather information for maintenance contracts on equipment/systems

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

Bvalrate 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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ACTIVITIES

CIRCILATION AND READER SERVICES SENIOR LEVEL

61,
62,

63.

64.

65.

66.

68.
69.
70,
71.
72.
73.
74.

75.

Function as a technical expert in the section

Praft procedures to expedite return of circulated materials to the col-
lection (s)

Develop draft standards for pioviding service to the college/university
community

Recammend alternatives to traditional library services (e.g., mini
libraries in shopping malls)

Analyze library resources in the area, user needs and activities, and
changes occurring in the college/university enviromment which will
influence library service needs and selection of library materials.
Identify items in the collection(s) which have not circulated within a
specified time period; refer items to selection staff for possible
weeding or removal to an annex

Make inquiries and reconmendations conceming the advertisement, publi-
cation, and distribution of print and non-print materials prepared by
section staff

Draft circulation procedures and policies; draft revisions as required
Fiowchart and document circulation procedures

Assist section manager ir on-going systems analysis of the section
Analyze circulation statistics and prepare draft statistical reports
Analyze financial data and prepare draft financial report

Supervise mid level staff

Participate in caommittees to determine faculty status/tenure, as
required

Function as section manager in his/her absence
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CIRCULATION & READER SERVICES ENTRY LEVEL

Basic knowledge
**% knowledge 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 & Infor.ation Science Knowledge (Generic)

knowledge of definition, structure, and formats of information

* knowledge of altemative approaches to the organization of information

* knowledge of alternative approaches to retrieval of information

* knowledge of altemative approaches to information management

* knowledge of available and emerging information technologies and their
applications

** knowledge of campleted 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
theii 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 products offered

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

Enovledge of what work is done

** knovledge of the circulation function, the range of services and
producte uffered (both actual and potential)

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

* knowledge of the wurious resources that are necessary to support the

. activi:flu

knowledge of circulation systess

* knowledge of circulation methods and techniques

* knowledge of marketing techniques and public relations

* knovledge of performance and how it can be measured

* knowledye of job ities and working conditions (e.g., range:
of duties, probable compsneation, benefits, etc.)

49
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CIRCULATION & READER SERVICES ENTRY LEVEL

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

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

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

** knowledge of the policies and procedures relevant to the

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

* knowledge of the users' infomation needs and

* knowledge of the collection, and of related collections

CIRCULATION & READER SERVICES MID LEVEL

* greater depths of knowledge specified above

* knowledge of the operations of other sections in the library and how
they relate to circulation and user services

* knowledge of available vendor-suppli~d systems, services and products
to support circulation and user sesvices

* knowledgeiof the contracting process, both in general and within the
ocrqanizaticn

* knowledge of evaluation metiicds and techniques to evaluate systems,
services and products
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CIRCULATION AND READER SERVICES SENIOR LEVEL

*¢ greater depths of knowledge specified above
* knovledge of statistical description, amalysis, interpretation and

presentation

** knowledge of the costs associated with library resources (materials,
persomnel, space, etc.)

knowledge of cost analysis and interpcetation methods

* knowledge of methods of resource allocation

* knowledge of standards, measures and methods for evaluating persomnel

* knovledge of alternative management s ructures and their implications
for the operation of the

* gtate-of-the-art knowledge of library research and practice
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CIRCULATION & READER SERVICES ENTRY LEVEL
Basic knowledge

* knowledge related to literacy, numeracy, commmications, etc.
Subject knowledge

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

Library & Informatjon Science Enowledce (Generic)

* knowledge of definition, stncture, and formats of information

* knowledge of altemmative approaches to the organization of information
“hwvledgeotutmtivewtoretdmlofinﬁomum

** knowledge of altemative approaches to information menagement

** knowledge of available and emerging information tecimologies and thelr

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

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

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

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

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

** knowledge of the users of the services and products, their character-
istics and informxtion habits

Enowledge of what work is done

** knowledge ¢f the ci-culation finction, the range of services and
offer~d (both actual and potent.yl)

*lnmle@eattbeaaivit.uﬂntuetquiredtoo&etthemvicesand
~oduce the prodwts

*hwledgeftthemm:mtbtmmtoamttthe

activities

* inowledge ..° circulation systems

* knowledge of circulation msethods and technicues

** nowledge of marketing techniques and publi. relations

* knowledge of performance expected and how it can be measured

*l:nwldge of Job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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CIRCULATION & READER SERVICES ENTRY LEVEL
EKnowledge of how to do work

* knowledge of how to perform the various activities

* knowledge of how to use the circulation systems

* knowledge of how to app'y the circulatinn methods and technigues

* knowledge of the mission, goals and objectives of the institu:.ion
served

* knowledge of tle structuze of the institution and the role << the

within the institution

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

* knowledge of the policies and procedures relevant to the library

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

** knowled,> of the users' irfommation needs and requirements

* knowledge of the collection, and of related collections

CIRCULATION & READER SERVICES MID LEVEL

'graterckpthsotbwle@eqeclﬂedabwe
* knowledge of the operations of other ssctions in the library and how
they relate to circulation and user services
“hmle@eotmﬂahlevm&r—umliedm, services anC products
to support circulation and user secvices
* knowledge of the contracting process, both in general and within the

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




CIRCULATION AND READER SERVICES

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

prese:

* knovledge of the costs associated with library resources (materials,
personnel, space, et-,)

knowledg . of cost analysis and interpretation methods

* knowledge of methods of resource allocation

* knovledge of siandards, measures and methods f = waluat.irq personnel

* knowledge of altemvitive management struc vres and iheir implications
for ti.2 opera__on of the library

* gtate-of-the-av.. khuwledge of library research and practice
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QOMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTRABLE

84




CIRCULATION AND READER SERVICES ENTRY LEVEL
Basic Skills
wi* ]1iteracy, mmeracy, cognitive, amalytical, commnications, etc.
Skills Related to Specific Activities
Ability to:
* perform each activity

*% egtablish rapport with users and colleagues

conduct meetings with individuals and groups
* collect, analyze and interpr-t data
* mnke decisions and recommendations based on available inforsmition
* gupervise staff
* york 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
** msnage time effectively

CIPCULATION AND READER SERVICES Mi0 LEVEL

Skills Related to Each Specific Activity
*** g 111s listed above are developed to a greater extent
Ability to:

*pf efve the needs of the organization and not just the library
* mticipace long-range needs of library

* design systems and procedures to improve library ope: acions

* arb.trate and negotiate




CIRCULATION AND READER SERVICES

SENIOR LEVEL

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

% budget and make projections
** optimize the use of library resources
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CIRCULATION AND READER SERVICES FNTRY LEVEL

Skills Related to Specific Actjvities
Ability to:

*pa:fomgtwtivity
* establish rapport with ucers and colleajues
* coommicate well by written, verbal and non-verbal means
% conduct an interview
* conduct meetings wvith individmls and grcups
* collect, analyze and interpret data
* pake decisions and vecommendations based .. available information
* supervise staff
* work independently and ‘1 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

* menage time effectively

CIRCULATION AND READER SERVICES MID LEVEL

CLRCULATION AND READER SERVICES SENIOR LEVEL

Ability to:

*q:uniutbcmecfnbn:yum
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CIRCULATION AND READER SERVICES

Dispositional Attitudes
Attitudes Toward Institutions

“mq:ect‘oxpmteas:lm
for the library
*mqectforthepuc.tomuntim
Attitudes Toward Other People
Toward Users

e m

** Like penple in general

** Like to help people

* Like to m@et pecple

* Like to make otheis £

** Sengitive to others’
Tceqard Others in the Workplace

** Regpect co-workers

¢ Like to work with others/as a team
Like to work on own

* Willingness to Craw upon and share knowledge and experience with
others

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

cantortable

Personal oualities

*xt Alerinesc
* Assertiveness
* Compassion/Kindness
* Confidence
* Cheerfulness
#44 Dependability
* Detemination/Tenacity
*&+ Diplosacy
* Eactionai stability
* Faimess
* Flexibiiity/Versatility
* Imagination
* Inquisitiveneas




CYRCULATICN AND READER SERVICES

Personal OQualities (cont'd)

** Leadership ability
* Neatness
**% Need for achievement
: Objectivity

Open-aindedness
* Optimism/Pogitive attitude
Organization

** patience

* Physical endurance
* Resourceful

* Sensiti

* Sense of humor

** Sense of ethics

* Tolerance

Atcitudes Related to Job/Work/Organization

Individual should demonstrate:

*t Willingness to take/accept responsibili
;Iﬂ.llimtohkeinithﬂve o

- e to to authority, apply and follow policy
Willingness to
+4¢ willingness tc ask questions

** Desire to work to best of ability
** Responsiveness to time vonetraints
et :

Accuracy

3 to hands dirty
o Netetion to doatt 2 ¢
* willingnees to do clerical tasks
** Dagire to

*t* Service orientation
* Organizaticnal identity
* and it: services

Willingness to pramote
* View of library as pert of a larger information envirament
* {ew of 1ibrary as an organization
* auility to see broad picture
Ability to sacrifice short-tem gains for long-tem goals
* Political sense
* Curiosity
* Variety of interests
* Desire to grov personally
* Desire to grow professionally
* Desire to remain current in specific and general subject field
*+¢ Positive attitude toward job

El{llc 59 91







<IRCULATION AND READER SERVICES

Dispositional Attitudes
Attitudes Toward Institutions
: Respect for profession

for the
* 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

* Regpect co-workers

* Like to work with others/as a team

* Like to work on o

* Willingness to drax upon and share knowledge and experience with
others

* Supportive of co-workers

* Enjoy managing/supervising others
Persopal Qualities

* Alertness

* Aspertiveness

* Confidence

* Diplasacy

* PMexibility/Versatility
* L.’ rship ability

* Neatse8s

* Need Sfor achievement

* Objectivity

®

* Optinism/Positive attitude
* Organization




CIRCULATION AND READER SERVICES

Personal OQualjties (cont'd)

* Tolerance

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

* Willingness to take/accept responsibility

* Willingness to take initiative

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

* Willingness to ask

* Degire to work to best of ability

* Regponsiveness to time cunstraints

* Willingness to do clerical tasks

:Setviceorimum

Organizational identity
* Willingness to pramote library and its services
* View of liorary as part of a larger information enviromment
* View of library as an
* Ability to see broad picture
* Ability to sacrifice short-tem gains for lang-tem g.als
* Political cense

* Variety of interests

* Desire to grow personally

* Desire to grow professionaily

* Desire to remain current in specific and general subject field
* Positive attitude tow 4 job
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ACADEMIC LIBRARIAN COMPETENCIES




ACTIVITIES

QOLLECTION MAINTENANCE ENTRY LEVEL

1. Supervise orderly maintenance of shelves and storage areas

place bookends where needed

place -bound serial issues in boxes/holders

perform minor shifting of sections of the collection, as needed
replace shelf labels and location guides as needed

2. Schedule and supervise shelf reading

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

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

measure present collection by categories
measure shelving/storage equipment capacity

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

adjust height of shelves
prepare shelf lables and stack quides

Preservation of Materials

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

6. Receive materials from cataloging which require repairc, reinforcemenrt,
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 materiale. pamphlets
make covers

clean and repair AV materials

8. Supervise procedures to obtain photocopies of iwwissing pages ard have
them bound into the proper items




QOLLECTION MAINTENANCE ENTRY LEVEL

Binding
9. Supervise preparation or materials for binding

prepare binding specificaticns for monographs selected for binding

arrange serial issues in order and tie binding units together

identify incamplete volumes and notify serial records section of
qaps; 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 materizls for conformitv to requirements

check shipment aqainst binde: ‘s packing slip/invoice

update binding records with date of retum

update circulation records for materials returned from bindery

forward invoice to proper office for payment

maintain file of invoices and other documents related to binding

maintain a statistical 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 sh..flist cards/catalog records

identify materials for which the descriptive cataloging does not
match the piece in hand

identify materials which are labeled incorrectly

deliver shelflist records for missing items to departmental/
spec%al collection librarians for review or to selection
staf

forward records for itens missing from departmental/special
collections &nd 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




(OLLECTION MAINTENANCE ENTRY LEVEL

Inventory and Weeding (cont'd)

11.

12,

Supervise identification of items for possible weeding

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

notify acquisitions section or departmental/special collection
librarians that selection action is needed

remove materials that have been selected for weeding and forward
to cataloging section for file update

Maintain a statistical record of inventory-related operations and weed-
ing operations

Other

13.

14.
15,
16.
17.

18.

20.
21.

22,

Handie problems related to collection maintenance operations; refer
problems to higher level staff, as appropriate

Conduct library business by phone, when appropriate
Write memos and letters, as required
Prepare manuals of procedures

Make reconmendations to the section manager for improvement in opera-
tions 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, paraprofessional staff, and student workers
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 manager in the review and performance evaluation of staff
supervised

Assist in the selection of new technicians and paraprofessionals
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QOLLECTION MAINTENANCE ENTRY LEVEL

Other (cont'd)

26. Keer abreast of de _.iopments in the information field and library prac-
tice it;tiat affect binding, and storage and preservation of library
materials

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

28. Develop professional contacts both within and outside the library

(OLLECTION MAINTENANCE MID LEVEL

Storage Maintenance

29. wWork with senior staff to develop prccedures for shifting the collec-
tion(s)

30. Supervise the shifting of the collection(s)

Preservation of Materials

31. Supervise the proper storage and handling of all t—es of library
materials

32. Supervise the preservation treatment of rare/older materials

33, Identify seriale and other materials available on camnercially-produced
ricroforms which should be acquired for preservation purposes; request
order action by the acquisitions section for selected titles

34. Supervise the microfilming of selected materials for pruservation

35. Determine proper treatment of daneged materials

36. Notify acquisitions section of material which needs replacement

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

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

Q 3




QOLLECTION MAINTENANCE MID LEVEL

Preservation of Materials (cont'd)

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

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

41. Examine library regularly for sources of moisture, fire or unauthorized
extry

Binding

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

43. Prepare draft binding specifications

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

45. Prepare draft procedures for in-house birding preparation

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

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

Inventory and Weeding

48. Work with acquisitions and cataloging section staff members and
departmental/special collection librarians to develop procedures to
coordinate the replacement of missing materials following inventory and
the update of cataloging records following inventory or weeding

49. Work with aoguisitions and circulation staff members and departmental/
special collection librarians to draft proceduces for identifying
materials which should be reviewed for possible weeding

66
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QOLLECTION MAINTENANCE MID LEVEL

Qther

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 eguipment/
systemg/supplies

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

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

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

55. Gather information for maintenance contracts on ejuipment/systems

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

57. Evaluate contractors' proposals

58. Train and supervise untry level staff

59. Assist in the selection of new professional staff

60. Write articles for professional journals/newsletters when appropriate

QOLLECTION MAINTENANCE SENIOR LEVEL

Storage Majintenance

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

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

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

lections, including plans for storing less freugently used materials in
an amnex, if required
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CQOLLECTION MAINTENANCE SENIOR LEVEL
Preservation
64, Ydentify optinum physical conditions for storing various types of

65.

66.
67.

68.

69.

70.

71.

72.

library materials

Recommend improvements which could be made in current conditions to
improwe preservation of library materials

Draft a plan for regular vermin control in the collections

Draft an emergency plan for dealing with possible water and smoke dam—
age to the collection

Draft a policy statement concerning the preservation versus the re-
placement of library materials

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

Work with selection and reference staff and departmental/special
collection librarians to iuentify materials which should be retained in
microform for preservation

Work with selection and reference staff and departmental/special
collection librarians to identify valuable/rare materials in the
collection which require special treatment

Work with circulation and reader services staff to draft procedures for
maintaining security of the collections after regular hours of
operation when late night study rooms are open

Binding

73.

~luate the performance of the binder(s)

Inventory and Weeding

74.
75.
76.

Draft procedures for conducting the inventory of the collection (s)
Recammend the frequency at which inventories should be conducted

Prepare a draft final report on the status of the collection(s) follow-
ing inventory
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Qther
77.

78.

79.
80.
8l.

82.

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

Draft revisions to collection maintenance policies and procedures as
required

Flowchart and document collection maintenance
Assist section manager in on-going systems analysis of the section

Analyze collection maintenance statistics and prepare draft statistical
reports

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

Train and supe.vise mid level staff

Participate in committees to determine faculty status/tenure, as
required

Function as section manager in his/her absence




COMPZTENCIES VALIDRTED AS
ESSENTTAL VERSUS DESTRABLE
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COLLECTION MAINTENANCE ENTRY LEVEL

Basic knowledge

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

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

Library & Infommation Science Knowledge (Generic)

knowledge of definition, structure, and fomats of information

* knowledge of altemative approaches to the organization of information

* knowledge of alternmative approaches to retrieval of information

* knowledge of altemative 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 opportunities

* knowledge of how to leamm an an angoing basis

* knowledge of the expanding information community, its participants and

their interrelationshipe (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

Knowledge of what work ig done

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

*huledgeoftgeaethiusthutmmirdhoo&erthemuﬂ

* Mwledti;eiof the various resources that are necessary to support the
activities

** knowledge of collection maintenance tcools and sources of information

** knovledge of collection maintenance methods and techniques

* knowledge of performance expected and how it can be measured




OOLLECTION MALNTENANCE ENTRY LEVEL

Rnovledge of how to do work

** knowledge of how to perform the various activities
* knowledge of how to use the collection maintenance tools and sources
* knowledge of how to apply the collection maintenance methods and

* knowledge of personnel procedures

Enovledge of the institution gerved and its library

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

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

library within the institution

* knowledge of the various projects and key personnel within the
institution

* knowledge of the policies and procedures relevant to the library

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

* knowledge of the users' information needs and requirements

* knowledge of the collection, and of related collections

QOLLECTION 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

knowledge of available vendor-supplied systems, services and products

to support 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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QOLLECTION MAINTENANCE SENIOR LEVEL

*t greater depths of knowledge specified above
** knowledge of public relations techniques
* knovledge of statistical description, analysis, interpretation ana

presentation

* knowledge of the costs associated with library rescurces (materiais,
personnel, space, etc.)

* knowledge of cost analysis and interpretation methods

* knowledge of methods of resource allecation

* knowledge of standirds, measures and methods for evaluating persomnel

* knovledge of altemative management structures and their implications
for the operation of the library

* gtate-of-the-art knowledje of library research and practice
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COMPETENCIES VALIDATED AS BBOOMING
MORE VERSUS LESS IMPORTANT
IN THE FUTURR




¢ knowledge related to .iteracy, mmeracy, .osmmications, etc,

Subject knowledge

** knowledge of foreign languages

Library & IpZormation Science Knowledge {Generic)

;mlwg;ﬁu'wﬁmom&m¢mm

1 ve to on
* knovledge of altemrative approaches to retrieval of information

** nowledge of altemative approaches to information management

** knowledge of available and ewerging infommation tecinologies and their

applications

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

* knowledge of career opportunities

* knowledge of how to leam on an angoing basis

**lmledgeofl:heup-ﬂimmfomume-nity, its participants and
(social, economic, technical, etc.)
*hwle@edtbemid:y&mrka‘.tﬂngsuﬂtheit organizational
structures

* knowlcdge of the functions performod 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 collection maintenance function, the range of services

and products offere? (both actual and potential)
*m1¢&gmmm&;::wma«mmm
* knowl of the various resources that ar® necessary to support the
* knowledge of collection maintenance tools and sources of information
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QOLLECTION MAINTENANCE ENTRY LEVEL

Enowledge of how to do work

* knowledge of how to perfomm the various activities
* knowledge of how to use the collection maintenance tools and sources
* knowledge of how to apply the wllection maintenance methods and

techniques
* knovledge of persomnel procedures
Enowledge of the institution served and its library

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

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

(or information cente.) within the iLustitution

* knovledge of the various programs offered and key personnel with'n the

* knowvledge of the policies and procedures relevant to the library

* knovledge of the various resources available within the library (e.g.,
personel, equirment, etc.)

** knowledge of the users' information needs and reguirements

* knowvledge of the collection, and of related collections

(OLLECTION MATNTENANCE MID LEVEL

* grester depths of ' ledge specified above

* knovledge of tiy % .ions of other sections in the library and how
tley relate . © .iection maintenance

* knovledge of avosmuable vender-supplied systems, services and products
to support collection maintenance

* 'nowledge of the contracting process, both in general and within the

organization
** knowled of c.,aluation methods and techniques to evaluate systems,
services and piroducts
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QOLLECTION MAINTENANCE SENIOR LEVEL

greater ckpths of knowledge specified above
* knowle@e public relations techniques
** knowvledge of statistical description, analysis, interpretaticn and

presentation

* knowledge of the costs associated with library resources (materials,
personnel, space, etc.)

* knowledge of cost analysis and interpretation methods

* knowledge of methods of rescurce allocation

* knowledge 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

A1l
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QOLLECTION MAINTENANCE ENTRY LEVEL

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

Skills Related to Specific Activities

Ability to:

*petfonﬂacuvity
* establish rapport with users and colleagues
* commicate well by written, verbal and non-verbal means
conduct an interview
conduct meetings with individuals and groups
* collect, analyze and interpret data
make decisions and recommer ations based on available information
* s1pervise staff
** york independently and in groups
* develop criteria for evaluation

Ability to:

* mnke effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and
action for their solution
** panage time effectively

OQOLLECTION MAINTENANCE MID LEVEL

Skills Related to Each Specific Activity
* £xills listed above are developed to a greater extent
Ability tos

*pe:edwtbmtﬂnammmtjmtﬂnnbnry
* anticipate long-range needs of library

* design systems and procedures o improve library operations

* arbitrate and negotiate




(OLLECT1.  'INTENANCE SENIOR LEVEL

** 5kills listed above are developed to a greater extent
Ability to:
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* ut@, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
* egtablish rapport with users and colleagues

* conduct meetings with individmls and groups

* collect, analyze and interpret data

* make decisions and recommendations besed on available information
* supervise staff

* develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions
** sanage time effectively

OOLLBECTION MAINTENANCE MID LEVEL

Skills Related to Each Specific Activity
Rbility to:

* perceive the needs of the organization and not just the library
* anticipate long-range needs of library

* degign systems and procedures to improve library operations

* arbitrate and negotiate

COLLBECTION MAINTENANCE SENIOR LEVEL

* gkills listed above are developed to a greater extent
Ability to:
** apply methods of measurement and evaluation 3

* budget and make projections
* optimize the use of library resources ‘
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COMPET'ENCIES VALIDNTED AS
ESSENTIAL VERSUS DESIRABLE




Dispogitional Attitudes

Attitudes Toward Institutions

for
for the

library
* Regpect for the parent organization
Attitudes Toward Other People

Toward Users

** Regpect users
* Like people in general
* Like to help people
Like to meet people
* Like to make others feel comfortable
* Sensitive *+~ others' needs

Towaxd Others in the We- .place
* Regpect co-workers

* Like to work with otherg/as a team
* Like to work on own

* Willingness to draw upon and share kaowledge and experience with

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

Personal Qualities

* Alertness
* Assertiveness
** Campassion/Kindness
* Confidence
* Cheerfulness
‘: Dependability

* Dipl

amacy
* Emotional stability
Faimess

* Flexibility/Versatility
* Imagination

* Inquisitiveness

* Leadership ability
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** Neatness
** Need for achievement

* Objectivity
* Open-mindedness

* Optimiam/Positive attitude
* Orgenization

* Patience
Physical endurance
* Resourceful
** Sengitive/Thoughtful
* Sense of humor
* Senpe of ethics
* Tolerance

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

'*mnwtotakq/aoceptteapamnty
*mnnwtohkein:l " nd £

ﬁnhuﬂrtomqnﬂtomﬂb ty, apply ollow policy
* Degire to leem/try

* Willingtess to fail

to ask questions

“nuMmunnﬁtouunfdﬂuq
“Wmtothecmstmm

¢ Aocuracy
Willingness to get hands dirty
* Attention to detail
willingness to do clerical tasks
* Desire to
* Service orientation
* Organizational identity
Willingness to promote library and its services
* View of library as part of a larger information envirorment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice ghort-temm gains for long-tem goals
Political sense
* Curiosity
* Variety of interests
* Desire to grow personally
Desire to grow professionally
mmmmmwﬁmmmmﬁm
** pogitive attitude toward job
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QOLLECTION MAINTENASNCE

Dispositional Attitudes
Attitudes T 3 Instituti

* Respect for profession
* Respect for the library
* Respect 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 pecple
* Like to make others feel comfortable
* Sensitive to others' needs

* Regpect co-workers

* Like to work with others/as a team

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

* Supportive of co-workers

* Enjoy managing/supervising uthers
Personal Qualities
* Alertness
* Assertiveness
* Compassion/Kindness
* Confidence
* Cheerfulness
: Dependability
* Diplasacy
* Baotional stability
* Fairmess
** Flexibility/Versatility
ination

ty

*®
* Inquisitiveness
* Leadership ability




Individual should demons“rate:

* Willingness to take/accept responsibility

* Willingness to take initiative

* Willingness to respond to authority, apply and follow policy
: Willingaes

* will to fail

* Willingness to ask questions

* Desire to work to best of ability

* Responsiveness to time constraints

®

Accuracy
* Willingness to get hands dirty
* Attention to detail
* Degire to foll
* Service oriemtation
* Organizational identity
* Willingness to pramote library and its services
* View of library 28 part of a larger information enviromment
* View of library as an orgunization
* Ability to see broad picture
* Ability to sacrifice short-tem gains for long-tem goals
* Yolitical sense
* Desire to grow personally
* Desire to grow professionally
* Posi‘ive attitude toward job
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ACADE(IC LIBRARIAN COMPETENCIES
INTERLIERARY LOAN
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1.
2.
3.
4.
5.
6.
7.

8.

Interlibrary Boriowing (ILB)

Receive users' requests for obtaining material from other libraries
Discuss cost considerations and time constraints with users

Record bibliographic and user information

Verify bibliographic information

Detemmine best source for obtaining materials

Determine altemate source(s) for obtaining materials as required
Supervise processing of ILB requests:

camplete loan forms, including copyright compliance notice |

collect ILB processing charge fram users, if applicable

tranamit loan requests (by phone, mail, courier, teletype, or cam-
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 damage, proper markings, etc.

update circulation/ILB files for returned materials

prepare borrowed materials for mailing/delivery

follow-up overdues

collect overdue fines

maintain record of ILB statistics

maintain record of funds collected or charjes assessed to
college/university departments

maintain files of materials obtained and not obtained on loan

Perform processing of IIB requests when necessary
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INTERLIBRARY LOAN ENTRY LEVH,

Interlibrary Lending (ILL)
9. Receive ILL requests

10. Examine ILL fomms for copyright compliance

1l1. Supervise processing of ILL requests:

return ILL forms lacking proper copyright campliance notice

detemmine location of material in library

locnte 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 owerdue 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

maintain temporary files for IILL requests for materials owned but
not found in the collection

maintain temporary file of ILL requests for materials not owned by
the library

12, Check to locate ILL requests that technicians report as "not found on
shelf"

13. Perform processing of ILL requests when necessary

OQther

14. Handle problems related to borrowing or lending of library materials;
refer problems to higher level staff, as appropriate

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

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

18.

30.

Other (cont'd)

Prepare manuals of procedures

Make recamendations .- the section manager for improvement in opera-
tions of the unit/section and for improvement in services to users

Attend and participate in staff meetings

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

Supervise technicians, paraprofessional staff and student workers
Work to develop "esprit de corps” among staff supervised

Essist 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 manager in the review and performance evaluation of staff
supervised

Assist ir. the selection of new technicians and paraprofessionals

Keep abreast of developments in the information field, library prac-
tice, 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 library

INTERLIBRARY LOAN MID LEVEL

31.

32.

Forward ILL "not found"” and “not owned" requests and ILB requests to
acquisitions section

Make preliminary selection of forms and/or develop draft record formats
for all interlibrary loan files and operations
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INTERLIBRARY LOAN MID LEVEL

33.

34.

35.
36.
37.
38.
39.

41.
42,
43.

Work with circulation section staff to develop procedures and resolve
problems related to use of the circulation files/system for inter-
library loan purposes

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

Recammend acquisition of new/additional equipment/systems

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

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

BEvaluate 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

47.

48,

Function as a technical expert in the interlibrary loan section

Work with serials ocontrol and cataloging staff to develop a serials
holdings list

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

Work with reference and acquisitions staff and departmental/special
collection librarians 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

Identify library networks/consortia which the library should consider
joining/forming



INTERLIBRARY LOAN SENIOR LEVEL

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

51. Assist section manager in on-going systems analysis of the section
52, Analyze ILL/ILB gtatistics and prepare draft statistical reports
53. Analyze financial data and prepere draft financial reports

54. Supervise mid level staff

55. Participate in committees to determine faculty status/tenure, as
required

56. Function as section manager in his/her absence
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INTERLIBRARY LOAN ENTRY LEVEL

Basic knoyledge
*t* knovledge related to literacy, mmeracy, cammmications, etc.

Subject knowledge

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

** knowledge of foreign languages

Library & Infommation Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knowledge of altemative approaches to the organization of information

* knovledge of altemative approaches to retrieval of infommation

* knowledge of alternative 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 ~pportunities

* knowledge of how .o leamn 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 products offered

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

Enowledge of wiat work is done

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

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

** knowledge of the various rescurces that are necessary to support the

&+ nowledge of interlibrary loan tools and sources of information

*** know. of inter loan methods and
*hmlmwdm—'—lm dmmm
* knowledge of job and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)
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* knowledge of the mission, goals and objectives of the institution
served

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

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

*¢ knowledge of the policies and procedures relevant to the

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

** knowledge of the users' information needs and

* knowledge of the collection, and of related collections

INTERLIBRARY LOAN MID LEVEL

mgreabe:@thscfhule@eqaciﬂedm

*** knovledge of the operations of othernctimsinfheubm:ymdhw
they relate to interlibrary loan

“*hmlexbeotmﬂ&levmdu—amuedm services and products

to support
knowledge of the contracting process, both in general and within the
orqanization
* knowledge of evaluation methods and techniques to evaluate systems,
services and products
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INTERLIBRARY LOAN SENIOR LEVEL

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

* knowledge of the costs associated with libeary resources (materials,
persomncl, spece, etc.)

*mwﬁmmmmmmm

* knovledge of methods of resource allocation

*t knovledge of standards, measures and methods for evaluating personnel

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







INTERLIBRARY LOAN ENTRY LEVEL
Subject knowledge
* knowledge of the primary subject field of users served ,2.g.,

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

Library & Information Science Knowledge (Generic)

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

** knowledge of altemmative approaches to the organization of information
** knowledge of altemative approaches to retrieval of information

* knowledge of altermative approaches to information management
*hmle@eotmﬂ&le-ﬂ-uginginfomummogiesaﬂtheir

applications

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

* knowledge of career

* knowledge of how to learn an an ongoing baais

*lumle&;eottheqmdinghfomumc_nity, its participants and
(social, economic, technical, etc.)

“hmledgeotthemietyotmkutthmmdtbeiromintm
structures

* knowledge of the functions recformed within the various work settings
and the sexrvicee and products offered

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

Enowledge of what work is done

* knowledge of the interlibrary loan functim, the range of services and
products offered (both actual and potential)
* knowledge of the activities that are required tc offer the services and

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

* knowledge of interlibrary loan tools and sources of information

* knowledge of interlibrary loan methods and techniques
* know!adge of performance and how it can be measured
* knowledge of job ties and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)
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* knovledge of the mission, goals and cbjectives of the institution
served
®* knovledge of the structure of the institution and the role of the
within the institution
* knowledge of the various programs offered and key persamnel within the
* knowledge of the policies and procedures relevant to the library
* knowledge of the users' information needs and requirements

INTERLIBRARY LOAN MID LEVEL

* greater depths of knowledge specified above

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

* knovledge of available vendor-supplied systems, services and products
to support interlibrary loan

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

organization
* knovledge of evaluation methods and techniques to evaluate aystems,
services and products
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INTERLIBRARY LOAN SENIOR LEVEL

* of knowl ied above
*gtull::g?ths edge specif
* knoledge of statistical description, analysis, interpretation and

*hule@edtheeod::wu)-ochudvithnbntym (materials,
*hule@etwta‘lm;mwm

* knowledge of methods of resource allocation

* knowledge of standards, measures and methods for evaluating personnel
*mmanm:;ngmmmmmmm
* state-of-the-art knowledge of library research and practice
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INTERLIBRARY LOAN ENTRY LEVEL

Basic Skills
*&+ literacy, mmeracy, cognitive, analytica’, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity

** establish rapport with users and colleagues

*¢t coommicate well by written, verbal and non-verbal means

* conduct an intervies

* conduct meetings with individuals and groups

* collect, analyze and interpret data

* make decisions and recomsendations based on available information

supervise
* work independently and in grouos
* develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions
* igolate 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

*+% gkills listed above are develop . to a greater extent
Ability to:

* perceive the needs of the organizatiun and not just the library
* anticipate long-range needs of library

* design systems and procedures to improve library operations

* arbitrate and negotiate

od 38




INTERLIBRARY LOAN SENIOR LEVEL

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

** budget and meke projections
*t optimize the use of library resources
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INTERLIBRARY LOAN ENTRY LEVEL

Skills Related to Specific Ac'jvities
Ability to:

* perform ench activity
* establish rapport with users and colleagues
* commmicate well by written, verbal and non-verbal means
:mw

collect yze interpret data
*ﬂeda&tmmmmmsdmmihhleinfomdm
:mnff and in

work independently groups
* develop criteria for evalumation

Ability to:

* mnke effective, timely, and well-informed decisions

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

* manage time effectively

INTERLIBRARY LOAN MID LEVEL

Skills Related to Each Specific Activity
Ability to:

* perceive the needs of the organization and not just the library
* anticipate long-range needs of library

* design systems and procedures to improve library operations

* arbitrate and negotiate

INTERLIBRARY LOAN SENIOR LEVEL

Ability to:
* apply methods of measurement and evaluation
* optimize the use of library resources
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INTERLIBRARY LOAN

*t Like to work with others/as a tesm
* Like to work on om

* Willingness to draw upon and share knowledge and experience with

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

Imagination
* Inquisitiveness
* Leadership ability




INTERLIBRARY LOAN

Persopal Qualities (cont'd)

* Neatness
* Need for achievement
* aajectivity

dedness

* Optimiam/Positive attitude
** Organization

* patience
* Physical endurance
* Resourceful

** Sensitive/Thoughtful
* Sense ~f humor

** Sense of ethics
* Tolerance

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

“mlimtohkq/wwmty
* #illingness to take initiative

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

* Willingness to fail

** yillingness to ask questions

** Desire to work to best of ability
'**vahothecantmim:s

to hands dirty
s bo detall

* Orqanizational identity

* Willingness to pramote library and its services

* View of library as part of a larger information enviromment

* Viev of library as an

* Ability to see broad picture

* Ability to sacrifice short-temm gains for long~temm goals

* Political sense

* Curiosity

* Variety of interests

* Desire to grow personally

* Desire to grow professionally

* Desire to ramain current in specific and general subject field
*¢ Positive attitude toward job
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INTERLIBRARY LOAN

* Respect users
) * Like children
* Like to make others feel camfortable

Toward Others in the Workplace
* Like to work with others/as a team
* Enjoy menaging/supervising others
Personal Oualities

* Alertness

* Agpertiveness

* Compassi

:wn:y &y

* Eaotional stability

* Faimess

: Flexibility/Versatility
* Leadership abdlity

* Neatness

* Need for achievement

: Objectivity
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Individual should demonstrate:

* Willingness to take/accept responsibility
:'ﬁmgmtomgodty apply and follow policy
* Degire to leam/try ! Y




ACADEMIC LIBRARIAN COMPETENCIES
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SENIOR LEVEL

MANAGEMENT (Section Manager)
General Adminjstration
1. Work with library/library system director and other section/branch

managers to formulate and/or interpret library objectives

2. Prepare written section/branch objectives
3. Coordinate section/branch objectives with those of other sections/
branches of the library system
4. Evaluate current activities in terms of the section/branch's
objectives
5. 1Identify required statistics and reports
6. Prepare final version of section's/branch's annual reports and other
reports
7. Supervise clerical staff who
type correspondence, reports, etc.
answer phones
sort and route mail
maintain section/branch files and records
input and maintain payroll data
Rlanning
8. Maintain an awareness of the current and planned information and
sewvice needs of the user cammunity
9. Assess future needs and develop long-range plans
10. Recammend new activities/programs when appropriate
Financial Management

1l. Prepare operating and capital budgets, both short- and long-tem

12,
13.
14,

Justify the section's/branch's budgets
Control expenditures and operate within the budgets

Establish financial policies and procedures in keeping with the
library system's overall financial operations

12149




ACTIVITIES

SENIOR LEVEL
MANAGEMENT (Section Manager)
Financial Management (cont'd)
15, Establish costs for services, if appropriate
16. supervise charging for services, if appropriate
17. Detemine the cost of in-house versus contract processing and services
18. sSupervise the deposit of any funds received
Policies and Procedures
19. Review and approve/modify section/branch policies as drafted by senior

staff

20, Present policies to library/library system director for approval

21. Monitor established policies and guidelines

22, Revise policies and guidelines as required

23. Review and approve/modify procedures recammended by staff

Management of Activities

24, Supervise overall operation of the section/branch

25. Ooordinate section/branch activities with other operations within the
library system

26. Supervise the establishment of work schedules to ensure adequate
staffing of the section/branch

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

28. Identify activities which could be curtailed if staff reduction and/or
budget cuts were required

Systems Analysis and Design

29. Perform on-going systems analysis of section/branch activities

3u. Review and approve/modify record formats and other file design data
for section/branch files as recommended by staff

31. Work with systems staff/representatives and section/branch staff to

resolve problems with operation of autamated systems, if applicable
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ACTIVITIES

SENIN® LEVEL

MANAGEMENT (Sectio #anager)

Facilities. Eguigment and Supplies, and Contract Services

32.

33.
34.
35.
36.

41C.

41,

42,

45.

1.
48,

49.

Work vath architects and interior designers to plan section/branch
design and layout fcr new facilities

Plan the rearrangement of existing .. ;ilities
Select furnisbings for sectior/branch
Request maintenance of facilities as required

Rev.ew and approve/modify staff recanmendations for acquisition of
equipment, forms, supplies and systems

Recannend and support acquisition of selacted items
Arrange for purchase of approved items

Maintain inventory listings of furnishings and equipment in section/
branch

Review and approve/rodify final draft of contract-related documenta-
tion

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

Evaluate contractors' perform nce

Review staffing and work loads to ensure th:t employees are properly
utilized

Prepare final version of job descrivtions for entize staff of
section, ranch

Request and justify rew positions
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

108 151




SENTOR LEVEL

MANAGEMENT (Section Marager)

50. Approve/modify performance standards as developed by staff

51, Prepare written performance evaluations for entire staff

52. Conduct conferences with individual staff membecs to discuss
performance evaluations and other matters as appropriate

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

54, BApprove library-funded training for staff

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

56. Present awards

57. Discipline staff as required

58. Oonduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Comwnicatjons

61. Conduct staff meetings

62. Ensure that cammmication is maintained within the section/branch so
that etaff will know what is happening in the sectior ‘branch, the
library system, the advisory groups; the network(s), and in the
information world in general

63. Establish and maintain good working relationshipe within the library
systen

64. Make preliminary arrangements for cooperative efforts with other
sections/branches

65. Represent scction/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 fram

67.

68.

69.
70.
71.

72.

73.

other libraries in the area

Camunicate with other libraries regarding any difriculties associated
with cooperative activities

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

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

Coordinate the vroduction of publications/information products by
section/branch staff

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

Approve/make arrangements for advertisement, publication, and distri-
bution of documents/informmation products produced by section/branch
staff

Research and Development

74.

75.

76.
77.

Identify problen areas related to the section's/brianch's activities/
objectives which require further study

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

Evaluate the recammendations of the studies

Implement new programs/procedures as appropriate
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)
1. Work with senior institutional administrators to formulate and vt

interpret objectives of the library/library system

2. Supervise the preparation of written library/library system objectives
3. Coordinate library/lihrary system objectives with those of other
systems within the institution
4. Evaluate current activities in tems of the library's/library system's
objectives
5. Identify required statistics and reports
6. Prepare final version of library's/library system's annual repcrts and
other reports
7. Supervise clerical staff who
type correspondence, reports, stc,
answer phones
sort and route mail
maintain files and records
input and maintain payroll data
RPlanning
8. Maintain an awareness of the current and planned information and
service needs of the user community
9. Assess future needs and develop long-range plans
10. Recammend new activities/programs when appropriate
Eipancial Management
11. Supervise the preparation of operating and capital budgets, both
short- and long-tem
12. Justify the library's/liibrary system's budgets to institutional admin-
istrators
13. Supervise expenditure and control ané operatation within the budgets
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ACTIVITIES

SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)
gement '
14. Establish financial policies and procedures in keeping with the

15,
16.
17.

18.

institution's overall financial operations
Supervise the establishment costs for services, if appropriate
Supervise charging for services, if appropriate

Supervise the dete nination of the cost of in-house versus contract
processing and services

Supervise the deposit of fu:d8 received by the library/library system

Policies and Procedures

19,

20.
21.
22.
23.

Review and approve/modify library/library system policies as drafted
by senior staff

Present policies to institutional administrators for concurrence
Supeirvise the monitoring of established policies and quidelines
Superviez the revision of policies and guid:lines as required
Review and approve/modify proccdures recommended by staff

Management cf Activities

24.
25,
26.

27.

28,

Supervise overall operation of the library/library system
Coordinate library/library system activities with the insitution

Supervise the establishment of work schedules to ensure adequate
staffing of the library/library aystem

Supervise the maintenance of adequate production levels, production
deadlines and quality control

Identify activities which could be curtailed if staff reduction and/or
budget cuts were required
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SENIOR LEVFL
(Library Director/
MANAGEMENT Library System Director)
Systems Analysis and Desian
29, Supervise the on-going systems analysis of library/library system

30.

31.

32,
33.

34.
35.
36,

37.

38,
39.

41.
42,

activities

Review and approve/modify file desiyn data for library/library system
files as recamnended by staff

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

Select and justify locations of new facilities and collections

Work with architects and interior designers to plan the overall design
and layout for new facilities

Supervise planning for rearrangement of existing facilities
Supervise selection of furnishings rfor library facilities
Supervise maintenance of facilities as required

Review and approve/modify staff recamendations for acquisition of
equipment, forms, supplies and systems

Justify acquisition of selected items to institutional administrators
Supervise for purchase of approved items

Supervise maintenance of inventory listings of furnishings and
equipment in the library/library system

Review and approve/modify major contract documentation
Supervise in-house managerent of contract activity

Supervise the evaluation of contractors' performance
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ACTIVITIES

SENIOR LEVEL
(Library Director/

MANAGEMENT Library System Director)

48.

49.

50.
51.

52.

53.

54.

55.

57.
58.
59,

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

Review/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 members of senior and director's
staff may improve performance and/or became 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

OConduct exit interviews with senior and director's staff and other
staff, as appropriate
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SENIOR LEVE.
(Library Directur/
MANAGEMENT Library System Director)

60. Approve leave for senior and director's staff

61. Approve vacation schedules for cenior and director's staff

Comunications

62. Attend staff meetings of senior institution staff as the representa-
tive of the library/library system

63. Conduct staff meetings of senior and director's staff

64. Ensure that communication is maintained within the library/library
system so that staff will know what is happening in the library, the
library system, the adviscry groups, the network(s), and in the
information world in general

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

66. Make preliminary arrangements for couperative efforts with other
libraries/library systems and/or with library/bibliographic networks

67. Represent the library/library system or designate representative(s)

for joint projects with other libraries/library systems and/or with
library/bibliographic networks

Marketing and Public Relations

68. Market the library/library system and its services to higher level
institutional administrators

69. Supervise the marketing of the library/library system and its services
to the user cammunity

70. Establish and maintain good working relationships with librarians from
other libraries/systems/networks

71. Communicate with other libraries/systems/networks regarding any
difficulties associated with cooperative activities

72, Join/participate in forming library networks/consortia and support
network goals and activities
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)
Marketing and Public Relations (cont'd)
73. Receive official visitors to the library/library system

74.

75.

76.

77.

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

Supervise the coordination of the production of publications/informa-
tion products by library/library system

Ensure that documents describing the library/library system and ite
policies and procedures are up-to-date

Approve/modify/recommend arrangements for advertisement, publication,
and distribution of documents/information products produced by

library/library system

Research and Development

78.

79.

80.

82.

Identify and/or review problem areas related to the library's/library
system's activities/objectives which require further study

Review, approve/modify in-house or contract studies cf the problem
areas

Review and approve/modify evaluations by senior staf’ of studies'
recamendations

Approve and supervise implementation of new programs/procedures as
appropriate
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MANAGEMENT SENTOR LEVEL
Basic knowledge
*&* knowledge related to literacy, mmeracy, coommications, etc.
Subject knowledge
* knowiedge of the primary subject field of users served ’‘e.g.,
literature, music, etc.)

** knowledge of foreign languages

Library & Infommation Science Knowledge (Generic)

**% knowledge of definition, structure, and formats of information
*4% knowledge of altemative approaches to the organization of information
*&* knowledge of alternative approaches to retrieval of management

*4% knowledge of altemative approaches to information menagement
***knovlubeofmﬂahleaﬂ-ugmginfomtimwamdtheit

applications
** knowledge of campleted and ongoing research in the field and its
applicability to pracrtice
knowledge of career opportunities
** knowledge of how to leam on an ongoing basis

“*knwle@edtheuplﬂﬁlgmfomtimc_nity, its participant; and
their interrelationships (social, economic, technical, etc.)

** knovledge of the variety of work settines and their organizational

structures

** knovledge of the functions performed within the various work settings
and the services and p.oducts offered

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

Knowledge of what work is done

*&* knovledge of the mmnagement function, the range of services and
products offered (both actual and potuntial)

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

+** knovledge of the various resources that are neceasary to support the

*** knovledge of sanagement tools and sources of information

*t¢ novledge of management methods and

++% knowledge of job resyonsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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MANAGEMENT SENIOR LEVEL
Enowledge of how to do work
*** knowledge of how to perfom the various activities
“mmwmmm-mmgmdmﬁmt
#** knowledge of how to apply the management methods and techniques

** knowl of persomnel procedures

** knowl of the operations of other sections in the library and how

related to management
* knowledge of available vendor-supplied sy=tems, services and products
to support management

* knowledge of the contracting process, both in general and within the
#** knowledge of evaluation methods and techniques to evaluate systems,

services and products
* knowledge of public reiations techniques
* knowledge of statistical description, analysis, interpretation and
presentation
*#** knowledge of the costs associated with library resources (materials,

persomnel, space, etc.)
* knowledge of cost analysis and interpretation methods
** knowledge of methods of resource allocation
*#*+ knowledge of standards, measures and methods for evaluating personnel
** knowledge of altemative sanagement structures and their implications
for the operation of the
** gtate-of-the-art knowledge of library research and practice

Enowledge of the institution served and its library

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

#** ‘nowledge of the structure of the institution and the role of the

within the institution
MM}we@ectimthemimmdfadmmMﬂtMnthe
tut

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

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

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

** knowledge of the collection, and of related collections
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MANAGEMENT SENIOR LEVEL
Bagic knowledge

* knowledge related to literacy, mmeracy, cammmications, etc.
Subject knowledge

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

Library & Information Science Knowledge (Generic)
** kncyledge of definition, atructure, and fommats of informavion

** knowledge of altemative approaches to the organization of information
** knowledge of alternative approaches to retrieval of management

** nowledge of altemmative appronches to information management
*** knowledge of available and emerging information techmologies and their

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

“hule@eotthemﬂinginfomumc_n:lty, 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 products offered

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

Enowledge of what work is done

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

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

* knowledge of sanagement tools and sources of information

** knovledge of menagement methods and techniques

** knowledge of performance expected and how it can be measured

* knowledge of job responsibilities and working xinditions (e.g., range
of duties, probable compensation, benefits, etc.)
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MANAGEMENT SENIOR LEVEL

Enowledge of how to do work

** knowledoe of how to perform the: various activities
* knowledge of how to use the management tools and sources of menagement

* knowledge of how to apply the management methods and techniques

** knowledge of persomnel

* knowledge of the operations of other sactions in the library and how
they rc*zed to management

*¢ knowledge ol awailable vendor-suyplied systems, serviics and products

to support managexent
* knowledge of the contracting process, both in general and wi.. in the
organization

products

* knowl of public relations techniques

* knowledge of statistical description, analysis, interpretation and
presentation

** knowledge of the costs associated with library resources (materials,
persomnel, space, etc.)

** knowledge of cost aralycis and interpretotion metl.uds

** knowledge of methods of resource allocation

** knowledge of standarC- measures and methods for evaluating persomnel

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

** gtate-cf-the-art knowledge of librazy research and .ractice

EKnowledge of the institution served wod its library

** knowl.dge of the mission, goals and objectives of the institution
served
** knowledge of the structure ~f the institution and the role of the
within the institution
* knowledge of the variovs prograus offered and key personnel within the
” knowledge of the policies and procedures relevant to the 1
% knowledge of the variovs resources available within the library (e.g.,

personnel, equipment, etc.)
** knowledge of the users' informution nceds and requirements
* knowledge of the colletion, and of related collections

116 165




COMPETENCIES VALIDATED AS
ESSENTIZL VERSUS DESIRABLE
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MANAGEMENT SENIOR LEVEL
Basic Skills
*tt literacy, mmeracy, cognitive, analytical, cosmmications, etc.
Skills Related to Sgecific Activities

Abiiity to:

* perform each activity
%% egtablish rapport with users and colleagues
% coommicate well 'y written, verbal and non-verbal means
** oconduct an interview
**%* conduct meetings with individmals and groups
** collect, mlyze and interpret data
%% make decisions and recommendations based on available information
&t gupervise staff
** york independently and in groups
** develop criteria for evaluation

Ability to:

*4% pake effective, timely, and well-informed decisions

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

*** pnage time effectively

Skills Related to Each Specific Activity

Ability to:

4% perceive the needs of the organization and not just the library
4 anticipate long-range needs of

%% degign systemr. and procedures to improve library operations
**+ arbitrate and negotiate

*** apply methods of measurement and evaluation

bl and make projections

tta the use € library resources
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MANAGEMENT SENIOR LEVEL
Basic Skills
** ]iteracy, mmeracy, cognitive, amalytical, caoommications, etc.
Skills Related to Specific Activities
Ability to:

* perform each activity

** esgtablish rapport with users and colleagues

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

* conduct an interview

* conduct meetings with individmls and groupse

** collect, analyze and interpret data

* make decisions and recommendations based on available information
®

supervise staff
* work independently and in groupe
** develop criteria for evalumation

Ability to:

* mnke effective, timely, and well-informed decisions
* juoclate and define problems and develop the necessary criteria and

Ability to:

** perceive the needs of the organization and not just the library

“mticipatelmg— needs of libraiy
mmmmmmuhmymum

** arhitrate and negotiate

* apply sethods of measurement and evaluation

** budget and make projections

** optimize the use of library resources
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COMPETENCIES VALIDATED ~5
ESSENTTAL VERSUS DESIRABLE




Dispositiopal Attitudes
Attitudes Toward Institutions

***Mectforpmfeasim
for the

%% Regpect library
*** Regpect for the parent organization
Attitudes Toward Other People
Toward Users
ueers
Like people in general
Like to help pecple
Like to meet pecple
Like to make others feel camfortable
Senaitive to others
Toward Others in the Workplace

*%%* Regpect co-workers
** Like to work with others/as a team
* Like to work an own
¥t Willingness to drar upon and share knowledge and experience with

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

2
®
®
®
*

il rledhdnty/\hmnﬂ ity

mmpability
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Indiviaual should demonstrate:

*4% Willingness to take/accept responsibilis
twmmtota:/mithuve it

*¢+ Desire to work to bect of abi.ity
*** Responsiveness to time constraints

Accuracy
* to hands dirty
¢ Netention b0 deiat]

* Willingness to do clerical tasks

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

:;::igyofmterests

to grow persomally

** Degire to grow professionally

##% Desire to remain current in specific and general subject field
*% Positive attitude toward job

Q 120
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MITITUDES

MANAGEMENT
Dispositional Attitudes
Attitades Toward Institutions

* Negpect for profession
¢ Respect for the library
* Regpect for the parent organization

Attitudes Toward Other People
Toward Users

* Regpect users
* Like pecple in general
® * Liuke chilaren

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

Toward Others in the Workplace

* Respect co-workers

* Like to work with others/as a team

* Like to work on own

* Willingness to dr#s upon and share knowledge and experience with
others

* Supportive of co-workers

* Dependability
: Detemination/Tenacity

* Beotional stability
* Faimess
: Mlexibility/Versatility

* Inquisitiveness
v* Leadership ability
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Individual should demonstrate:

* Willingness to take/accept responsibility
*wmnwtotakeinithti
* Willingness to respond to authority, a ply and follow policy
*nesitetolam/t:y
to fail
*unnwwagmm
* Desire to work to best of ability
* Responsiveness to time oconstraints
®

Accuracy
* Willingness to get hands dirty
* Willingness to do clerical tasks

*Desiretorninmmltmwﬂc-ﬂmmﬂeld
* pPogitive attitude toward job
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ACADEMIC LIBRARIAN COMPETENCIES
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REFERENCE ENTRY LEVEL
Solicited Searches
1. Interview users to evaluate information requirements, and determine

budgetary and time constraints, etc.

2, Counsel users on specifying information requirements

3. Develop and implement strategy for obtaining, evaluating, and
packaging information and data to meet users' needs

4. Select search methods (e.g., online and/or manual)

5. Determine appropriate source (e.g., databases, printed pub)ications,
experts, etc.)

6. Conduct searches, using proper subject terms for sources selected

7. Review retrievai output for relevancy

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

9. Translate titles and abstracts

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

11. Refer users to other information services, as appropriate

QOther

12. Answer ready reference questions

13. Instruct users i reference r. “hods, sources, seivices and policies

14. Alert users ¢ non-y:zint and in-house developed sources of information

15. Perfom bibliographic verification as required

16. Recommend acquisition of materials for the reference and general
colleciions

17. Recormend materials/data for inclusion in reference source files
(vertical file; in-house indexes)

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

re-filing of reference materia.s
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REFERNCE ENTRY LEVEL

Other (cont'd)

21.
22,
23.

24,

25,

26,

28,
29,
30.

31.

32,

33.
34.
35.

Maintain a record of reference searching statistics

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

Conduct library business by phone, when appropriate

Write memos and letters, as required

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

Prepare manuals of procedures

Make recammendations to the sectior./branch manager for improvement in
operations of the section/branch and for improvement in services to
users

Attend and participate in staff meetings

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

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

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

Assist section/branch manager in developing performance standards for
self and for staif supervised

Assist manager in the review and performance ev2luation of staff
supervised

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

Keep abreast of new and developing technologies applicable to
reference searching
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'd)

-

3. Attend professional meetings and prepaie reports for dissemi. tion to
staff

1. Develop professional contacts both within and outside the library

RE+ERENCE MID LEVEL

—- -

Solicited Searches

38. Perform more comgiex searches

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

Unsolicited Searches

4v. BAssist in -“wcioping broad~scops, -.ublished literature searches with
executive analyses, resulting from anticipation and recognition of
information nesds of the user cammumnity

41, Identify topics and develop search strategies

42. Conduct searches

43. Evaluate search results

44. Prepare gearches for publication

45. Distribute published iiterature searches

Qther

46. Organize and mainta‘n reference source files (verticai file, in-house
indexes)

47. Schedule and sugerv'se sh "¢ readiag of the reference collection

48. Make rreliminary selection of forms and/or develop drzft record
formats for all reference files and nperations

49, Identify and evaluate camercially available information se sices

IS,




ACTIVITIES

REFERENCE MID LEVEL

Other .cont'd)

<0.

51.
52,

53.

54.

55.

57.
58.
59.

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

Recamend acquisition of new/additional equipment/systems/services

Train staff in operation and in-house maintenance of equipme:.’./
svetems/services

Supezvise in-house operation and maintenance of equipment/systems/
services

Gather information for maintenance contracts on equipment/systems

Draft statements of work for ocontract proposals for services, systems,
oquipment and/or mainterance

Evaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters, when appropriate

REFERENCE SENIOR LEVEL

Soljcited Searches

60.

61.

Review solicited searches performed by others and suggest additional
search strategies as appropriate

Refer users to subject experts in the area, if app. .priate
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ACTIVITIES

REFERENCE SENIOR LEVEL
nsolicited Saarches
62. Review unsolicited searches performed by others and suggest additioral

63.
64.
65.
66.
67.

search strategies as appropriate

Prer~te executive analyses for published searches

Arrange for publication

Develop a public relations strateqy for marketing the publica*ion
Develop distribution list

Develop announcement of publication

Qther

6.

69.

70.

71.
72.

73.

74.

75.

76.

Function as a technical expert in all matters relating to reference
service

Interact with colleagues and subject experts in identifying
unregorded/unindexed sources of information ana data, and report to
staf

Review and weed the referen.e collection on a regular basis
Review and weed reference source files on a reg lar basis

Work with departmental/special collection librarians, interlibrary
loan and selection staff mambers to analyze library resources in the
area and to make recanmendations concerning the degree to which
duplication of reference collections should occur

Work with departmental/special collection librarians, selection staff,
and faculty advisory groups to campile lists of reference books and
standard works which compr. e a basic collection in each major subject
area. New editions of these materials are acquired when published

Work with and departmental/special collectirn librarians, selection
staff to select materials for departmental/special collections

Draft reference sevvice proced .<s and policies; draft revisions as
required

Flowchart and document reference service procedures
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ACTIVITIES

REFERENCE SENIOR LEVEL

Other (cont'd)

77.

As..st section/branch manager in on-going svstems analysis of the
section/branch

Analyze statistics and prepare draft statistical reports
Develop charging strategies

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

Supervise mid level staff

Participate in committees to determine faculty status/tenure, as
required

Function as section/brench manager in his/her absence
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTRABLE
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PEFERENCE ENTRY LEVEL

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

Subject knowledge

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

Library & Infor-ation Science Knowledge (Generir)

;::ie@e:ﬁt.nlﬂm, stristure, uﬂtgmtsctinfo:tm
edge temative approaches to organization omation
** knovledge of altemative approaches to retrieval of information
* knowledge of altemative approaches to information management
knowledge of available and emerging information technologies and their
applications
** knowledge of campleted and ongoing research in the field and its
applicability to practice
* knowledge of career opportunities
* knowledge of how to leam on an ongoing basis

* knowledge of the expandirg information commmity, its participants and
thei: interrelationshipe (social, econamic, technical, etc.)

* knowledye of the variety of work setti~gs and their organizational
structures

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

* mmowvledge of the users of the services and products, their character-
istics and information babits

Exovledge of what work is done

*** knovledge of the referance fimction. che range of services and products
offered (both actial and votani:ial)
“mwatgnmmmunemmmo&ummm

*** novledge of reference/referva) tools and gources of informstion
*** novledge of reference/referr»« methods and techniques
*Mdni&m"ﬁadmhwumhm
* knowledge of job respo litias and woir.ing conditions (e.g., range
of duties, prodable com avmtion, bencfits, otc.)

129184




REFERENCF ENTRY LEVEL

Enowledge of hor Lo do work

*** knowledge of how to perform the varicus activities

*** knowledge of how to use the reference/referral and other sources

*** knovledge of how to apply the reference/referral methods and techniques
* knowledge of personnel procedures

Enowledge of the institution gerved and its librarv

* knowledge of ‘the mission, goals and objectives of the institution
served
* knowledge of the structure of the institution and the roie of the
within the institation
* knowledge of the various programs offered and key personnel within the
institution
*+% knowledge of the policies and procedures relevant to the library
*+* knowledge of the various resou’rces available within the library (e.g.,
pexscinel, equipment, etc.
“*hnwle@eoft’:hemets' infomtimneerhmdmﬂrmts
*** knowledge of the collection, and of related cullections

—-——

REFERENCE MID LEVEL

*4* greater depths of knowledge specified abowe
*** knowledge of the operations of other sections in the library and how
they relate to reference
* knowledge of available vendor-supplied systems; pervices and products
to support reference ‘
* knwledge of the contracting process, both in general and within the
organization
* knowledge of evaluation methods and teuhniques o evalvate systams,
gervices and

products
* knowledge of public relations techniques
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REFERENCE SENIOR LEVEL

t2t greater depths of knowl ified above
* knowledge of statist:l;?e gﬁpﬂm, analysis, interpretation and

*t hmwledged the coetsmuaochted) wvith library resources (materials,
v Space, .

* knowledge of cost amalyzis and interpretation methods

* knowledge of methods of resource allocation

*** knowledge of standards, measures and methods for evaluating persomnel
* knowledge of altemative management structures and their isplications

for the operation of the library
** gtate-of-the-art knowledge of library research and practice
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REPERENCE ENTRY LEVEL

Bagic knowledae
** knowledge related to literacy, mmeracy, commmicat ins, etc.

Subject knowledge

*t knowledge of the primary subject field of users served (e.g.,
nm, m’-c' o)

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

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

*++ knowledge of altemative approaches to the organi-:timn of information
*4% knowledge of altemative approaches to retrieval of information

**% knowledge of altemative approaches to information menagement
***hmle@edmﬂahlemﬂ.erginginfomumted:»hgie and their

applications
** knowledge of completed and ongoing research in the field and its
. ;ppua&bi.utytopucuce
** knowledge of how \) learn on an angoing basis

Rnowledge about information work enviromments

“hmle@eoftheupuﬂiminfomuma-n:lty, its participants and
their interrelationships (social, economic, technical, etc.)
**t knowledge of the wvariety of work uttmgsuﬂtheitmintimal

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

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

Rnorledge of what work is done
“huldgedthemmm,themdmmdm
offered (both actual and potential)
*hnle@acfthmviucthtquﬂmwcﬁummm

the peoducts
*m&&mmmtIntmmwnmttthe

** knowledge of reference/referral tools and sources of inforration
**lmwl of reference/referral methods and

** knowledge of perfomance and how it can be measured

** knowledge of job and workirg conditions (e.g., range

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

Knowledge of how to do work

** knowledge of how to perform the various activities

** kmowledge of how to use the reference/referral a.3 other sources

** knowledge of how to apply the ~<ference/referral methods and techniques
* knowledge o personnel procedures

Eoowledae of the ingtitution served and its library

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

** knowledge of the s:ructure of the institution and the role of the

within the institution

“Mhﬂe@eﬁmimmoﬁuﬁﬁkqwmﬂﬂmm

* knowledge of the policies and procedures relevant to the

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

** knowledge of the ueers' information 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 ané how
they relate to ~eference

** knowledge of available vendor-supplied systcms, services and products
to support r2ference

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

organization

** knowledge of evaluation methods and technicues to evalvate systems,
services and products

** knowledge of public relations technigues
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REFERENCE SENIOR LEVEL

* greater depths of knowledge specifiei: above
**%* knowledge of statistical description, amalysis, inter retation and

presentation
“hmledgecftheeostsamcuted\dthnuuyrem (materials,
persomnel, space, etc.)
** knowledge of cost analysis and interpretation methods
** knowledge of methods «f resource allocation
“hmle@ecftuuhr&,mmmdutho&famlmthgpermﬂ
** knowledge of altemative munagement structures and their implications
for the operation of the
* gtate-of-the-art knowledge of library research and practice
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COMPETENCIES VALIDRTED AS
ESSENTIAL VEPSUS DESTRABLE
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REFERENCE

Basic Skill
*** ]literacy, nmeracy, cognitive, analytical, cosmmications, etc.

Skills Related to Specific Activities
Ability ton:

* perform each activity
**+ egtabl ‘sh rapport with users and colleagues
** coommicate well by written, verbal and non-verbal means
*** condxct an interview
conduct meetings with individuals and groups
* collect, analyze and interpret data
make decisions and recommendations based on available information
* supervise staff
* work independently and in groups
* develop criteria for evaluation

Abiiity to:

* make effective, timely, and wel'-informed decisions

* isolzte and define problems anc develop the necessary criteria and
action for their solutich

* manage time effectively

REFERENCE MID LEVEL

Skills Related to Each Specific Activity
**+ cxills listed above are developed to a greater extent

Ability to:

* perceive the needs of tae orgenization and not just the library
* anticipate long-range needs of library

* design systems and procedures to improve library operations

* arbitrate and negotiate
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REFERENCE SENIOR LEVEL

&+ xills listed above are developed to a greater extent
Ability to:

*4%* apply methods of measurement and evaluation
*+* hudget and make projections
*&%* optimize the use of library resources
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o

SKILIS
REFERENCE ENTRY LEVEL
Basic Skills
% literacy, mmeracy, c.gnitive, analytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

* perform each activity
*+ establish rapport with users and colleagues

* conduct meetings with individumals and groups

* collect, analyze and interpret data

* make decisions and recomsendations based on available information
* gsupervise staff

* work independently and in groups

* develop criteria for evaluvation

Ability to:

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

** jsolate 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
*+ Skills listed above are developed to a greater extent
Ability to:
*+ perceive the needs of the organization and not jurst the library

** anticipate long-range needs of library
** design systems and procedures to improve libiry operations
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REFEREXNCE SENIOR LEVEL

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

** budget and make projections
% gptimize the use of library resources
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COMPETENCIES VALITATED AS
ESSENTTAL VERSUS DESIRABLE
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** Regpect co-workers
* Like to work with others/as a tesm
* Like to work an om

*t* Willingness to draw upon and share knowledge and experience with
others

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

Personal Qualities

*tt Alertness
** Asgertiveness
* Cavpaseion/Kindness

** Loadership ability
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Personal OQualities (cont'd)

* Neatness
* Need for achievement
: Objectivity

Open-mindedness
* Optimiom/Positive attitude
* Organization

Individual should demor strate:

hainid to take/: ty
*Wwwezicth
* Willingness to respond to authority, appiy and follow policy
**Desi:etolumgg
* Willingness to
*** willingness to ask
*¢ Desire to work to best of ability
*% Responsiveness to time constraints

* Organizational identity and its

* Willingness to promote library services
*¢ View of library as part of a larger informntion enviromment

* View of library as yn organization

* Ability to see broad picture

Ability to sacrifice short-tem gains for long—term goals

* Political sense

* Quriosity

* Variety of interests

* Desire to grow personally

* Desire to grow professicnally

* Dagire to resain current in specific and general subject field
*¢ Positive attitude toward job
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Dispositional Attitudes
Attitudes Toward Institutions

* Regpect for profession
* Respect for the library

* Regpect for the parent organization

Attitudes Toward Other Pecple
Joward Users

* Regpect users

* Like people in general
* Like to help pecple

* Like to meet e

* Like to make others feel comfortable

* Sengitive to others' needs
Toward Others in the Workplace

* Respect co~workers

** Like to work with others/as a team

* Like to work on own

*t Willingness to draw upon and share knowledge and experience with

others
* Supportive of co-workers

* Enjoy menaging/supervising others

* Plexibility/Versatility
* Imagination

* inquisitiveness
* Leadership ability
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* Patience

** Regourceful

* Sensiti

* Sense of humor
* Senpe of ethics
* Tolerance

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

* willingness to take/accept responsibility

** Willingness to take initiative

* Wwillingness to respond to authority, apply and follow policy
* Desire to ieam/try

* Willingness to fail

* Willingness to ask questions

* Degire to work to best of ability
:kmsivmtothecmsttaints

Accuracy
* Willingness to get hands dirty
* Attention to detail
* ¥illingness to do clerical tasks
* Degire to foll
*Setvieeoda\tat:lm

* Organizational identi
*wmmtommmitsmvioes
** View of library as part of a larger information enviromment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-tera gains for long-tem goals
* Political sense
* Quriosity
* Variety of interests
** Desire to grow personally
** Desire to grow professionally
* Degire to remain current in specific and general subject field
* Positive attitude toward job
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ACADEMIC LIBRARIAN COMPETENCIES
SERIALS CONTROL
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ACTIVITIES

SERIALS CONTROL ENTRY LEVEL
Verification and Ordering
1. Receive citations for selected serials/numbered series from the

2.

3.

4.

5.
6.

7.

8.

acquisitions section/branch

Receive citations from faculty and library staff for subscriptions for
professional collections

Receive issues/parts of serials/numbered series from the acquisitions
section/branch which were received on approval, as gifts, etc.

Develop a working knowledge of the library'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 ordering of serials/numbered series:

verify and locate additional bibliographic dat: as required;
refer problems to supervisor

search serials records to detemmine if title is \lready on order

for older materials/citations, search library's catalog(s) to
determine if entire series is in the collection already

prepare serials records for titles to be ordered

prepare subscription orders, including the proper "ship to" ad-
dresses for copies for departmental libraries, if appropriate

prepare purchase orders, if required

prepare order documentation for mailing

forwvard order documentation to the aocguisitias section/branch
for fiscal control and mailing

claim outstanding orders (no issues received)

claim missing issues

cancel orders, as required

re-issve orders to different sources as required

order replacement copies of damaged/lost issues

process renewals

maintain a statistical record of ordering operations

Search for trade and non-trade bibliographic information that
technicians are wnable to locate; refer problems to higher level
staff, as appropriate
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SERIALS CONTROL ENTRY LEVEL

Receipt Processing
9. Supervise receipt processing of serials/n .nbered series:

sort incaming items, if appropriate

search serials £ile to locate the records

update records with receipt of individual) issuves/numbers/parts

flag records for gap filling

recced/affix locator data on each piece (classification nu r,
special collection symbol, etc,)

mark materials with the libraiy's identification

affix security labels

place issues ii. special binders, if appropriate

place new serial titles on the appropriate truck for delivery to
the cataloging section/branch

place items which have title changes on the truck for cataloging

place new issues for the reading room on the appropriate truck

place issues for the stacks on the appropriate trucks

piace issues for departmental libraries/special collections on
appropriate trucks if check-in is perfommed centrally

deliver trucks to proper locations

annotate receipt on packing slips/invo..e copies, if received,
and forward to the acjuisiti-ns section/branch

annotate packing slips/invoice copies for damaged/imperfect or
uwanied hardbound series; forward documentation and pieces
to the acgquisitions sectica/branch for processing

place surplus materials .n specified area to await proper
disposal by the acquisitionr section/branch

maintain record of receipt processing statistics

10. aAssign processing priorities to new merials 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 for the college/university
library and copies ordered for departmental libraries

update records with data re: cancellations, reissucs, claims,
and qap filling

update records with shelving location caca for newly-cataloged
titles

update records with data re: change ir. .requency, change of
title, change in publisher, cesasation, change of shelving
location, etc.
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ENTRY LEVEL

File Maintenance {cont'd)

11.

12,

Supervise creation and maintenance of serials records (cont'd):

input new records for newly chaiged titles

update records with binding control data if serials records are
autamated

input cross reference records as required

remove records from the active file when appropriate

delete records when appropriate

maintain statistical records of file creation and maintenance
operations

Supervise the forwarding of correspondence re: cessation/completion of
series to the cataloging section/branch following maintenance of
serial records

Qther

13,

14.
15.
16.
1.

18.

20.
21.
22.

23.

Handle problems related to ordering and receipt processing of serials/
nunbered series and to overall maintenance of serials records; refer
y .oblems to higher level staff, as appropriate

Conduct library business by phone, when appropriate

Write memos and letters, as regquired

Prepare manuals of pr~cedures

Make recammendati > 2 . the section/branch manager for improvement in
operations of th. .. /section/branch

Attend and participate in staff meetings

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

Suprrvise technicians paraprorfessional staff and student workers
Work to develop “esprit de corps” among staff supervised

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

Assist section/branch manager in developing performance standards for
self and for staff supervised
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SERIALS CONTROL ENTRY LEVEL

Other (cont'd)

24. Assist manager in the review and performance evaluation of st=i
supervised

25. Assist in the selection of new technicians and paraprofessionals

26. Keep abreast of developments in the information field, library
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

SERIALS QONTROL MID LEVEL

Yerification 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 ior ordering serials, claiming/cancelling orders,

claiming missing issuves, ordering lost/damaged issues, etc.

Work with the acquisitions section/branch to schedule purchases of
serials in order to operate within the budget

Work with the acquistions section/branch to develop procedures for the
handling of the final steps in serials ordering and invoice processing

Identify sources for filling gape when the required issues are
unavailable fram the publishers

Coordinate gap filling as gaps are reported by collection maintenance
staff as part of binding preparation and inventory operations

Receipt Processing

36.

Develop procedures for receipt processing of serials/numbered series
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ACTIVITIES

SERIALS CONTROL MID LEVEL

File Maintenance

37.
39.

39.

Develop procedures for maintennace of the serial records

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

Work with collection maintenance staff to develop procedures and
record formats for including binding control data in automated serials
records

Fiscal Control

40.

41.

42,

43.

44.

Together with the anguisitions section/branch, work with the contract
and/or purchasing department (s) of the college/university to identify
unique requirements and develop draft procedures for purchasing
serials and services {e.g., open ended subscriptions, dealer check-in)

work with the acjuisitions section/branch to develop procedures for
proper packing slip/invoice handling and receipt certification by
serials records s.aff

Assist aocquisitions section/branch in resolving any problems related
to payment for serials

Remain aware of the expenditures and balances in the serials
account (s); notify the section/branch manager of situations which may
require special action

Project budget reguirements for purchasing serials for the new fiscal
year

Other

45.

47.
48.
49.
50.

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

Recammend acquizition of new/additional equipment/systems

Train staff in operation and in-house maintenance of eguipment/systems
Supervise in-house operation and maintenance of equipment/systems
Gather information for maintenance contracts on equipment/systems
Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance
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SERIALS CONTROL MID LEVEL

Other (cont'qd)

51.
52.
53.
54.

Evaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

SERIALS CONTROL SENIOR LEVEL

Selection

55.

56.

57.

58.

59.

60.

Review items identified by staff as being of questionable suitability
for the collection; concur with the selections and/or refer the
remaining questionable items to senior acquisitions staff for review

Work with senior acquisitions staff to formulate draft selection
policies for serials/numbered series

Work with senior acqguisitions staff to prepare draft selection
guidelines for serials/numbered series to be used by selection staff
as an aid in interpreting selection policies

Contact faculty conceming the advisability of purchasing expensive
serials for professional collections versus placing them in the
library's collection

Coordinate the annual review by departmental/special collection
librazians and faculty advisory group(s) of the list of serials/
nunbered series currently acquired for the library's collection(s)

Coordinate the annual review by faculty and library staff of the list
of serial titles which they currently receive for professional
collections

Yerification and Ordering

61.

Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data
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SERIALS Qn. . SENIOR LEVEL
Receipt Processing
62. Work with senior acquisitions and cataloging staff members to identify

processing priorities for various categories of serials and to draft
guidelines for priority assignment

Other

63.

64.

65.

66.

67.

68.

69.

70.
71.

73.
74.

75.

Function as a technical expert in all matters related to processing of
serials/numbered series

Interview dealers' representatives to learn about the particular
services they offer

Identify dealers who have a good performance record in supplying
irregular serials, congress proceedings, and other series which are
difficult to acquire on subscription

Assist the section/branch manager in negotiating with dealers'
representatives to obtain the required level of service in acquiring
and/or processing serials

Evaluate dealers' performance and report to section/branch manager

Work with interlibrary loan and cataloging section/branch staff
members to produce and/or update the library's serials holding list

Draft serials records procedures and policies; draft revisions as
required

Flowchart and document ser:als records procedures

Assist section/branch manager in on-going systems analysis of the
section/branch

Analyze serjial processing statistics and prepare drafi. statistical
reports

Train and supervise mid level staff

Participate in camitttees to Jetemmine faculty status/tenure, as
required

Function as section/branch manager in his/her absence
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SERIALS QONTROL ENTRY LEVEL

Basic knowledge
% knowledge related to literacy, nmeracy, coommicstions, etc.

Subject knowledge

* knowledge of the primary subject field of users served (e.q.,
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 organization of information

* knowledge of altemative approaches to retriewnl of information

* knowledge of alternative approaches to information maragement

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

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

* knowledge of career opportunities

** knowledge of how to leam an 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

* knovledge 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

Knowledge of what work is done

*¢ knowledge of the serials control function, the range of services and
products cffered (both actual and potential)

"hu;mm&mmvmmtmmmmo&ummm

* knowledge of the wvarious resources that are necessary to support the

*¢ hnowledge of serials control tools and sources of bibliographic
information

*t¢ knowledge of serials control methods and
* knovledge of performance and bow it can be measured
* knowledge of job and working conditions (e.g., rarge
of duties, probable compansation, banefits, etc.)

150 212




Enowledge of how to do work

*% knowledge of how to perfom the various act’vities
** knowledge of how to use the werials control tools and sourcez of
bibliographic infomation
*¢ knowledge of how to apprly the serials control methods and techniques
knowledg? of persannel procedures

Enowledae of the institution s .ved and ite library
¢t knowledge of the mission, goals and objectives of the institution

knowledoe of the atructure of the institution and the role of the
within the institution
* knowme of the various programs offered and key personnel within the
itution
** knowledge of the policies and procedures relevant to the library
*lmovle&;eofthemm:um’meamﬂablewithmwenbn:y (e.q. .
ptco

persomnel, equirment
* knowledge of the users' information needs and
* knowledge of the collection, and of related collections

SERTALS QONTROL

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

knowledge of the ocontracting process, both in general and within the

organization
knovledge of evaluation methods and techniques to evaluate systems,
services and products




SERIALS CONI'ROL SENIOR LEVEL

% greater depths of knowledge specified above
* knowledge of relations techniques
** knowledge of statistical descrip:ion, analysis, interpretation and
presentation

** knowledge of the costs associated with library resources (materials,
persannel, space, etc.,)
*mmdmmmmmmmm
** knowledge of methods of resource allocation
** knowledge of standards, measures and methods for evalixting persomel
* knowledge of altemative management structures and their
for the operation of the
* gtate-of-the-art knowledye of librazy research and practice
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SERTALS QONTROL ENTRY LEVEL
Basic knowledge

** knowledge related to literacy, mmeracy, coommications, etc.
Subject knowledge

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

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

* knowledge of altemative approaches to the organization of information
** knowledge of altemative approaches to retrieval of information

*¢ knovledge of altemative approaches to information management

** knowledge of available and emerging information technologies and their

applications
* knowledge of career opportumities
* knowledge of how to leam on an ongoing basis

* knowledge of the expanding information commmity, its purticipants and
their interrclationships (social, economic, technical, etc.)

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

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

ERnowledge of what work is done

*t knowledge 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 ahd
produce the products

*knwlcdg:iofthemmmmesthstmmtoamttthe

* knowledge of serials control tools and sources of bibliographic
information

* knowledge of serials control methods and

techniques
* knowledge of performsince expected and how it can be measured

* kmvlea;e of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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SERIALS CONTROL ENTRY LEVEL

Enowledge of how to do work

* knowledge of how to perform the various activities

* knowledge of how to use the serials comtrol tools and sources of
bibliographic information

* knowledge of how to aprly the serials control methods and techniques

* knowledge of persamnel procedures

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

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

within the institution

* knowledge of the policies and procedures relevant to the

* knowledge of the various resources available within the library (e.q.,
persomnel, equirment, etc.)

** knowledge of the users' information needs and requirements

** knowledge of the collection, and of related collections

SERIALS CONTROL MID LEVEL

* greater depths of knonledge specified above

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

* knovledge of available vendor-supplied systems, services and products
to support serials control

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

* knovledge of evaluation methods and techniques to evaluate systems,
services and products




SERTALS QONTROL SENIOR LEVEL

* greater thptls of knowledge specified above
* knowledge of public relations techniques
* knovledge of statistical description, analysis, interpretation and

presentation

* knowledge of the costs associated with library resources (materials,
personnel, space; etc,)

*lumleajectooetnlyaismdim:uptetatimm

* knowledge of methods of resource allocation

* knovledge of standards, measures and methods for persannel

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

* state-of-the-art knowledge of library research and practice
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SERIALS QONTROL ENTRY LEVEL

Basic Skills
ttt ]iteracy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

* perform ench activity
* egtablish rapport with users and colleagues
* commmicate well by written, vertal and non—verbal means
* conduct an interview
* conduct meetings with individuals and groups
* collect, analyze and interpret .ata
make decisions and recommendations based on available information
* mupervise staff
** york independently and in groups
* develop criteria for evaluation

Ability to:

* mnke effective, timely, and well-informed decisions
isolate and define problems and develop the necessary criteria and
action for their solution
** manage time effectively

SERIALS QONTROL MID LEVEL

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

*mintbmetcttheominﬂmaﬂmtjﬂthenbn:y
* anticipate long-range needs of library

* design systems and procedures to improve library operations

* arbitrate and negotiate
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SERTALS QONTROL

SENIOR LEVEL

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

*¢ budoat and make projections
** oucimize the use of library resources

2_20
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SERIALS QONTROL ENTRY LEVEL

Basic Skills
* literacy, mmeracy, cognitive, amalytical, coommications, etc. i
Skills Related to Specific Activities |
Ability to:

* perform each activity

* egtablish rapport with users and colleagues

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

* conduct an interview

* conduct meetings with individmils and groups

* collect, analyze and interpret data

* make decisions and recommendations based on available infomation
* gupervise staff

* york independently and in groups

* develop criteria for evaluation

Ability to:

*t make effective, timely, and well-informed decisions

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

* panage time effectively

SERIALS QONTROL MID LEVEL

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

* perceive the needs of the organization and not just the library
** anticipate long-range needs of library

** degign systems and procedures to improve library operations
* arbitrate and negotiate
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SERIALS CONTROL

SENIOR LEVEL

* Skills listed above are developed to a greater extent
Ability to:
* apply methods of measurement and evaluation
* budget and make projections
* optimize the use of library resources
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SERTALS CONTROL

Dispogitional Attitudes
Attitudes Toward Ingtitutions

?

library
parent organization

Atiitudes Toward Other People
Ioward Users

** Regpect users

** Like people in general
* Like to help people
* Like to meet people

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

Toward Others in the Workplace

** Regpect co-workers

* Like to work wit'. others/as a teem

* Like to work on om

* Willingness to draw upon and share knowledge and experience with

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

i

Persopal Qualities

*t+ Alertness
* Compacatony¥in
dness
* Confidence
*t Cheerfulness
*** Dependability
* Detemmination/Tenacity
* Diplamacy
* Enotional stability
* Faimess
* Flexibility/Versatility
! it
* sitiveness
* Leadership ability 225
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SERIALS QUNTROL

Personal Qualities (cont'd)

* Neatness
** Need for achievement

: Gbjectivity
q:en-minded\ess
.: Optimism/Positive attitude

** Sensitive/Thoughtful
*#% Sense of humor

* Sense of ethics
* Tolerance

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

** Wwillingness to take/accept responsibility
* 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
** Regponsivences to time constraints
**% Accuracy
* Willingness to get hands dirty
**+ Attention to detail
* willingneas to d 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 envirorment
** View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-tem gains for long-tem goals
* Political sense
** Curiosity
** Variety of interests
*** Depire 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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COMPETENCIES VALIDATED AS BEOUMING
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Full Tt Provided by ERIC.

SERIALS CONTROL

* Like to work with others/as a team

* Willingness to draw upon and share knowledge and experience with

* Supportive of co-workers
*mjoy-i':ging/amismgothm
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SERTALS QONTROL

* Willingness to respond to authority, apply and follow policy
*nesiretolnm/uy

*Hming)sstoad:gnesttms
* Desire to work to best of ability

*Organiuticml identity

to pramote library and its services
*vtavofnhn:yasputofahtgetinfomtimmt
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-term gains for long-temm goals
* political sense
* Quriosity
* Variety of interests
* Desire tr grow personally
* Desire to grow professionally
* Degire to remain current in specific and general subject field
* Pogitive attitude toward job
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