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This document contains validated activities and competencies needed
by librarians working in a public library. The following operational
definition of competency was developed:

A campetency is a generic knowledge, skill or attitude of a person
that is causally related to effective behavior as demonstrated
througt extermal performance criteria, where:

Knowledge is having information about, knowing, imderstanding,
being acquainted with, being aware of, baving experience of, or
being familiar wvith something, ememe.o:howtodoametbing

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

Attitude is a mental or emotional approach to oomething, or
someane.

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

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

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

Library and information work environments such as the
information community, its participants and their social,

econamic and technical interrelationships, etc.

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

th- 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 periorm
information work satisfactorily including:

e BHBasic skills such as cognitive, communication, 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 librarians are found to be extremely important to work
performance. We have found it useful to subdivide attitudes into:

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

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

e Attitudes related to job/work/organization such as willingness
to accept responsibility, willingners to learn, desire to grow,
elc.

The activities and competencies are organized according to the
functions which librarians perform, and by professional level as displayed
in Figure 1. The campetencies are cumulative across professional level,
i.e., 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 urdoubtedly perform more than a single
function. In using and interpreting the competency data in this document,
it is important to consider the functions being performed by
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Organization of Activities and Competencies
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professionals and the activities being performed to determine which
competencies are appropriate. The functions identified for librarians
working in public libraries are:

acquisitions

cataloging

circulation and reader services
collection maintenance
interlibrary loan

management

reference

serials control.

Three professional levels were defined as follows:

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

The activities performed are listed first and numbered sequen-
tially. The actual assignment of individual activities to subcategories of
the major activities and to the functions varies from library to library.
The organization of activities that we developed provided us with the "best
fit" case. Indented and unnumbered activities are essentially peraprofes-—
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 competencies 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
** Genotes each competency rated as essential or desirable by
71-84 percent of ;Tl:nt' validators of that campetency

14
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*h%

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

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

* Genctes each capetency rated by 1-20 percent of those who
validated it (as essential, d~~irable, or not applicable) as
becoming more or less important in the future
** denctes each competency rated by 21-40 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future
*** Genctes each competency rated by 41-100 percent of those who
validated it (as essential, desirable, or not applicable} as
becoming more or less important in the future

e denotes campetencies rated as currently not applicable which
have also been rated as becoming more importAnt in the future.







AOQUISITIONS ENTRY LEVEL
Selection
1. Develop a good understanding of the library's collection development

2.

3.

4.

5.

6.

7.

8.

9.

policies and guidelines

Receive requests from library staft for purchase of materials for the
library's collection(s) or for the professional collection

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

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

Supervise the preparation of lints of selected citations which nay be
reviewed by the appropriate advisory group for purchase approval

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

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

Assion processing priorities to all material selected for the collec-
tion(s)

Maintain a stat 2. i record of selection and the usefulness of
various selectic.. .__.8

10. Svpervise bibliog-aphic searching and verification:

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

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

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

maintain record of searching and verification statistics

14



AQQUISITIONS ENTRY LEVEL

Selection (cont'd)

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

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

13. Prioritize recommended selections in each subject area; consult with
mid level librarian to determine which materials should be placed on
the want 1ist for possible order action at a later date

14. Supervise order/request processing:

prepare records (manual or avt-mated) 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-icsve orders to different sources, as required

maintain statistical record of order/request processing operations

Receipt Proceseing

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

open packages and retain sender information

check shipments against packing lists/invoices

check shipments for damage

examine received items for imperfections

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

update in-zrocess file with receipt information

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

imperfect materials

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

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

annotate packing slips/invoices to certify receipt of all mate-
rials retained

deliver packing slips/invoices to invoice processor

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

2
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AOQUISITIONS ENTRY LEVEL

Receipt Frocessing (cont'd)

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

mark materials retained “or the collection as required (invoice
number; date of receipt, etc.)

place materials to be cataloged on the appropriate book trucks

forwurd any serials/numbered series received to the serials
>mntrol section

process materials for the professional collection as required and
place on the &ppropriate book truck

send form letters to acknowledge gifts, if appropriate

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

place unwanted/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 of library raterials to the cataloging section
at regular intervals

17. Supervise preparation and disposal of uwanted library materials

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

input orders/requests, want list items, :nsolicited receipts

update records based on correspondence received and actions taken

update records with receipt, return and disposal information

update records with cataloger assigment, if appropriate

update records when cataloging has been campleted and items are no
longer in process

delete reccrds at appropriate intervals, maintain statistical
reccrds of file creation and maintenance operations

19. Supervise maintenance of accession records for materials which will not
Le added to the library's collections, if required

316




AQUISITIONS ENTRY LEVEL
Qther
20. Bandle problems related to the selection and acquisition of library

21.

22.

23.

24.

25.
26.

28,

29.
30.

31,
32.
33.

34.

35.

36.

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 became familiar with the character-
istics of the various offerings

Conduct 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 technicians, paraprofessional staff, and volunteers
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 standurds 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 paraprofessionals

¢ 17




AQQUISITIV:w ENTRY LEVEL

Other (cont'd)

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

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

39. Develop professional contacts both within and outside the library

AOQUISTTIONS MID LEVEL

Selection
40. Reep abreast of the information needs of the user community so that

selection of library materials may be made to support new areas of
interest/activity

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

Yerification and Ordering

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

43. Draft form letters for ordering/requesting library materials, claiming/
canceling 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 to identify
requirements 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 seriais/numbered series




AOQUISITIONS MID LEVEL

Fiscal Control

47, Work with the finance and accounting department to identify require-
ments and develop draft procedures for processing invoices for payment

48, Supervise invoice processing for acquisition of library materials

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

receive and log in original invoices

match original invoices with annotated packing slips/invoice
copies

convert currency to U.S, dollars, if required

search/request search of acquisition and serials control files to
verify receipt, if necessary

maintain record of expenditures by account

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

process purchase order documents as required

receive correspondence fram suppliers

draft replies to correspondence concerning payment problems

prepare pr t statements if required

maintain files of invoices and other documents related to the
purchase of library materials

prepare reports of expenditures and balances in all accounts

maintain a record of invoice processing statistics

49, Maintain contro! of the library materials budget; notify the section
manager of situations which may require special action

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

51. Approve/modify draft replies to correspondence concerning payment
problems

52, Work with the finance and accounting department to establish deposit
accounts with certain suppliers

53. Detemine the average cost of each type of library material purchased

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




MID LEVEL

Elscal Control (cont'd)

55.

56.
57.
58.
59.
60.

61.
62.
63.

64.

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

Recamimend acquisition of new/additional equipment/systems

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

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

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

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

Write articles for professional journals/newsletters when appropriate

AOQUISITIONS SENIOR LEVEL
Selectiop
65. Select and maintain an up-to-date collection of selection tools and

66..

67.

68.

aids to bibliographic verification

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

Work with reference and reader services staff to identify user needs
and activities and charges occurring in the user population which will
influence selection of library materials

Formulate draft selection and retention policies for all types of
library materials

, 20




AQQUISTITIONS SENIOR LEVEL
Selection (cont'd)
69. Prepare draft selection guidelines ‘o be used by staff and advisory

70.

71.

72.
73.

74.

75.

76.

717.

78.

79.

groups as an aid to interpreting selection policies

Periodically review staff selections to ensure more uniform interpreta-
tion of the selection policies; conduct training sessions as veguired

Pacrticipate in me Iings of advisory groups which review lists of
materials selected .or purchase

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

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

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

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

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

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

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

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

other

80.

Function as a technical expert in all matters of selection and acyuisi-
tion of library materials

81. Work with senior reader services, cataloging and serials control staff

members to identify proccessing priorities and draft guidelines for

priority assigment to all incaming library materials




ACTIVITIES
AQQUISITIONS SENIOR LEVEL
Other (cont'd)
82. Interview salesmen and publichers' and dealers' representatives to

83.

84.

85.

91.
92.
93.
94.

95.
96.
97.

98.
99.

learn about forthcaning publications, revisions of standard reference
works, services offered, etc.

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

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

Identify sources for obtaining out of print materials which are to e
replaced/added to the collection

Draft a gif* acceptance policy statement.

Identify potential excha- e partners

Draft an exchange policy statement

Draft documentation to establish an exchang» program
Supervise the exchange program

Appraise the value of highly specialized and rare materials
Identify sources for disposal of uwanted materials

Draft documentation to set up disposal program

Draft all selection and acquisition procedures and policies; draft
revisia's as required

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

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

Train and supervise mid level siaff
Punction as section manager in his/her abe ce

229
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AOQUISITIONS ENTRY LEVEL

Basic knowledge
*** knowledge related to literacy, mmeracy, conmmications, 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 icmeric)

* knowledge of definition, structure, and formats of information
* knowledge of altemative approaches to the organization of infommation
* knowledge of alternative approaches to retrieval of infommation
knowledge of alternative approaches to information management
* knowledge of available and emerging information technologies and their
applications
knowledge of coampleted and ongoing research in the field and its
applicability to practice
knowledge of career opportunities
* knowledge of !ow to leam on an ongoing basis

* knowledge of the expanding information commnity, 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 ‘he services and products, their character-
istics and information habits

Enowledge of what work is done

*¢ knowledge of the acquisitions function, the range of services and
products offered (both actual and potential)
* knovledge of the activities that are required to offer the services and
produce the products
*bwﬂc&j:iotthndumthtmmmmm
*++ knowledge of acquisition tools and sources of bibliographic information
*++* knowledge of acquisition metlods and techniques
* knowledge of performance expected and how it can be measured
* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)

10
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ACQUISITIONS

Enowledge of how to do work

*4* knowledge of how to perform the various activities
«¢* knowledge of how to use the acquisitions tools and sources of
bibliographic infommation
*4% kmowledge of how to apply the acquisitions methods and techniques
* knowledge of personnel procedures

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

** knowledge of the policies and procedures relevant to the

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

* knowledge of the users' information needs and

** knowledge of the collection, and of related collections

ACQUISITIONS MID LEVEL

** greater depths of knowledge specified above

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

* knowledge of available vendor-spplied systems, services and products
to support acquisitions

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

* knowledge of evaluation methods and techniques to evaluate systems,

services and products




ACQUISITIONS SENIOR LEVEL

*t greater depths of knowledge specified abowve
* knowledge of public relations
* knowiedge of statistical description, anelysis, interpretation and

presentation
*t knowledge of the costs associated with library resources (materials,
persamnel, space, etc.)
** knowledge of cost analysis and interpretation methods
* knowledge of methods of resource allocation
** knowledge of standards, measures and methods for evaluating persomnel
* knowledge of altermative management structures and their implications

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

12 26






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 & Information Science Knowledge (Generic)

** knowledge of definition, strmrture, and fomats of information

** knowledge of altemative approaches to the organization «f information

** knowledge of altermative approaches to retrieval of information

** knowledge of altemative approaches to inforsation management

% knowledge of available and emerging infomt:lm technclogies and their
applications

** knowledge of completed and ongoing resmzch in the field and its

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

** knowledge of the expanding infommation commmnity, its participants and
their interrelationships (social, econamic, technical, etc.)

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

“knwle@edtbetuctimspufomdvlthinﬂnmimuo:ksettmgs
and the services and products offered

** knowledge of the users of the services and products, theitdnractet-
istics and infonmation habits

Rnowledge of what work is done

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

produce the products
** knowledg® of the variors resources that are necessary to support the
activities

** knovledge of acquisitic. tools and sources of “bliographic information

** knoyledge of acguisition methods and techniques
** knowledge of perfommance 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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AOQUISITIONS ENTRY LEVEL
Enowledge of how to do work
** knowledge of how to perform the various activities

** knowledge of how to use the acquisitions tools and sources of

“mmgeefg Bow to apply the acquisitions methods and techniques
“hmle@eofp&umlp{oca&rs

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

* knowledge of the policies and procedures relevant to the library

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

** knowledge of the users' information needs and requirements

** knowledge of the collection, and of related collections

ACQUISITIONS MID LEVEL

** greater depths of knowledne specified above

** inckledge of the operations of other sections in the library and how
they relate to acquisitions

%< knovledge of available vendor-supplied systems, services and products
to support acquisitions

** knowledge of the contractir., process, both in general and within the

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

AOQUISITIONS SENIOR LEVEL

** greater depths of knowledge specified above
** novledge of public relations technigues
** knovledge of statistical description, analysis, interpretation and

presentation
nmweemmmmnuuymmms,




C(OMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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ACQUISITIONS ENTRY LEVEL
Basic Skills
&% ]1iteracy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related tc Specific Activities

Ability to:

* perform @ach 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 recommendations based on available information

y
* develop criteria for evaluation
Ability to:
* make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and

action for their solution
* manage time effectively

ACQUISITIONS MID LEVEL

Skills Related to Each Specific Activity
** gkills listed above are developed to a greater extent
Ability to:
perceive the needs of the organiszation 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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ACQUISTTTONS SENIOR LEVEL

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

*&* hudget and make projectio s
** gptimize the use of library resources







AQQUISITIONS ENTRY LEVEL

Basic Skillg
** literacy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

* perform gach activity

* establish rapport with users and colleagues

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

* condiuct an interview

* conduct meetings vith individmls and groups

* collect, anmalyze and interpret data

** pake dacisions and recommendations based on available information
* gupervise staff

% work independently and in groups

% develop criteria for evaluation

Ability to:

** make effect._se, timely, and well-informed decisions

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

** panage time effectively

AOQUISITIONS MID LEVEL
Skills Related to Each Specific Activity
* Skills iisted above are developed to a greate~ extait
Ability co:
¢ perceive the needs of the organization and not just the library
* long-range needs of library

anticipate
** degign syst ms and procedires to improve library operations
** arbitrate and negotiate

34
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AOQUISITIONS SENIOR LEVEL

Ability to:
** apply methods of measurement and evaluation

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

35
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{OMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESTRAELE
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ACQUISITIONS
Dispositional Attitudes
Attitudes Toward Institutions
* Respect for

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

Attitudes Toward Other people
Toward Users

*4* Respect users
* Like people in general
Like children
* Like to help pe..le
* Like to meet people
* Like to make others feel camfortable
* Sensitive to others' needs

Tovard Others in the Workplace

* Regpect co-workers
* Like to work with others/as a team
* Like to work on own

* Willingness to draw upon and share knowledge and experience with

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

Personal Qualities

* Alertness
* Assertiveness
* Compassion/Kindness
* Conf idence
* Cheerfulness
4+ Dependability
: g:;;mkmtim/‘l’emcity
* Baotional stability
* Faimess
* Flexibility/Versatility
* Imagination
* Inquisitiveness

37
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ACQUISITIONS

Personal Oualities (cont'd)

* Leadership ability
** Neatness
** Need for achievement

**: Objectivity
* Optimiam/Positive attitude
** Organisation

* Patience
** Physical endurance
* Resourceful
** Sensitive/Thoughtful
* Sense of humor

* Sense of ethics

* Tolerance

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

b to

D Miliges to e dicludet”
*uumg::s respond ty, apply policy
g

LA L to
bbid to
*+* Deaire to work to best of ability
74 Responsiveness to time constraints

. ]
Willingness to get hands dirty v
** Attention to detail
* Willingness to do clerical tasks
** Desire to follow-through
%* Service orientation
* Organizational identity
Willingness to pramote 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
* Abitity to sacrifice short-tem gains for long-temm goals
* Political sense
* Quriosity
* Variety of interests
** Desire to grow personally
* Desire to grow ptofesa:lmall
* Desire to remain current in specific and general subject field
* Positive attitude toward job

ERIC 20 38







frrpetogd
e e general
* Like children
* Like to help
* Like to meet
** Like to make feel comfortable
** Sensitive to ' needs

Toward Others in the Workplace

* Respect co~workers
¢ Like to work with others/as a tesm
** Like to work on oun

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

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

pecple
pecple
others
others

Imagination
** Inquisitiveness




AQQUISITIONS

Attitudes Related to Job/Mork,Organ’.ation
Individual should demonstrate:

* Will'- ness to take/accept responsibility
*will - ees to take initiative
:&muto to respond to authority, apply and follow policy

questions
* Desire .0 vork to best of ability
* Despcridveness to time constraints

* willingness to promote library and its services
** View of library as part of a larger information envirax nt
* View of library as an orgmnization
* Abllity to see broad picture
* Ability to sacrifioce short-tera gains for long-temm goals
:giﬂulmo
:mmygm
]y S
* Positive attitude toward job
41
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CATALOGING ENTRY LEVEL

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

2. Perfom descriptive cataloging (with or without copy) for materials
waich will require original cataloging

3. Detemine main and added entries

4. BAssign subject headings fram the approved list(s) of headings
5. Classily materials using the approved classification system(s)
6. Establish cataloging authority data

7. Establish cross reference data

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

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

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

11. Refer cataloging problems to higher level staff

12. Reep abreast of changes relating to cavaloging procedures (e.g., in-
house memos, IC rule interpretations of AACR 2, new subject terms, up-
dated instructions for searching/updating online files, etc.)

13, Maintain a record of pre-cataloging searching statistics

14. Maintain a record of cataloging statistics

Other

15, Write memos and letters as required

16. Prepare manuals of procedures for pre-cataloging searching
17. Select/develop a processing form to be use in pre-cataloging searching

18. Make recamendations to the section manager for improvement in opera-
tions of the unit/section and for improvement in bibliographic access
to the collection(s)

19. Attend and pa:ticipate in staff meetings

o 23 43




CATALOGING ENTRY LEVEL
Other (cont'd)
20. Provide an overview of the operations of the unit/section to visitors,

21.
22.
23,

24.

25.

26.

28.

29.

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

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

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

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

Assist in the selection of new technicians

Keep abreast of developnents in the information field or library
practice that affect catalcging, classification, and bibliographic
files and networks

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both withir and outside the library

CATALOGING MID LEVEL

30.
31.

32.

3.

Perform cataloging and classification of difficult materials

Supervise limited cataloging of cer.ain 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

44
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CATALOGING MID LEVEL

34. Maintain a statistical re:ord of cataloging difficult items
35. Maintain a record of limited cataloging statistics
36. Maintain a record of Cuttering statistics

Bibliographic Fileg
37. Supervise maintenance of accession records, if appropriate

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

39. Supervise proofreading of camputer printouts of ca*aloging data, if
appropriate

40. Supervise ordering/preparation of card sets, if a card catalog is main-
tained

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

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

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

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

add/correct locator data

indicate number of copies owned

indicate holdings data for multi-volume sets
indicate withdrawal or loss of materials
delete/correct incorrect records

45. Supervise distribution of bibliographic records/files to branch
libraries

46. Supervise production of lists of new accessions; forward them to the
circulation section for distribution

47. Maintain statistical records of operations relating to the creation and
maintenance of bibliographic files
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CATALOGING MID LEVEL
Materials Processi.y
48, Supervise the physical processing of all items to be added to the

49.

library's collection(s):

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

affix security labels

type and apply classification labels

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

affix date due slips, if 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

place new materials on appropriate book trucks and deliver to
designated locations in central library or to branches

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

Other

50.

51.

52.

53.

54.

55.

Prepare manuals of procedures for limited cataloging, Cuttering, crea-
tion and maintenance of bihliographic files, and for physical process-
ing of library materials

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

Select/develop processing forms/input forms to be used in all activi-
ties supervised

Work closely with collection maintenance staff and selection staff
duringuiimentories and/or weeding so bibliographic files may be updated
as required

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

Recommend acquisition of new/additional equipment/systems
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CATALOGING MID LEVEL

Other (cont'd)

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

58. Gather information for maintenance contracts on equipment/systems

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

60. Bvaluate contractors' proposals

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

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

63. Train and supervise entry level catalogers

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

65. Assist in the selection of new professional staff

66. Write articles for professional journals/newsletters when appropriate

CATALOGING SENIOR LEVEL

Gataloging
67. Function as a technical expert in the cataloging section

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

69. Assign materials to each cataloger

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

72.

73.

ensure consistenc 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

74.

75.

76.
77.
78.

79.

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

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

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

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

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

Together with the section manager, represent the library at biblio-
graphic network/consortia meetings

Keep abreast of the information needs of the conmnity so that proper
assignmment of subject headings and classification numbers may provide
users with ready access to “opics of special importance

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

Recommend expansion of the library's standard 1ist of subject headings,
as required

Work with serials control and interlibrary loan staff members to
produce and/or update the library's serials holdings 1list
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CATALOGING SENIOR LEVEL
Other (cont'd)
85. Make inquiries and recommendations concerning the advertisement,

9l.
92.

publication, and distribution of book/microfonn catalogs, lists of new
titles cataloged, etc.

Recormmend participation in bibliographic network(s)/projects

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

Flowchart and document all cataloging section procedures
Assist section manager in on-going systems analysis of the section

Analyze cataloging section statistics and prepare draft statistical
reports

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

2 49
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CATALOGING ENTRY .EVEL
Basic knovwledge

*&% knowledge related to literacy, mmeracy, cammmnicatiocns, etc.
Subject knowledge

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

* knowledge of foreign languages

Library & Information Science Knawledge (Generic)

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

tion work

* knowledge of the expanding information community, its participants and
their interrelationships (social, econcmic, 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 gervices 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 cataloging fanction, the range of services and
products offered (both actual and potential)
“M@dgwﬂﬂﬂuﬂntmwwc&utbmmd
bl 'ﬁ.ﬂemmthtmmwmthe
*&% knowl: of tools and sources of bibliographic information
mhmlgﬁmmmm
* knowledge 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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CATALOGING ENTRY LEVEL

Enowledge of how to do work

© ** kovledge of how to perform the various activities
#4* knowledge of how to use the cataloging tools and sources of
bibliographic information
*+t knovledge of how to apply the cataloging methods and techniques
** knowledge of personnel procedures

* knowledge of the mission, goals and objectives of the library
knowledge of the policies and procedures relevamt to the
knowledge of the various resocurces available within the library (e.q.,
persamnel, equipamnt, etc.) '
* knowledge of the users' information needs and
* knowledge of the collection, and of related collections

CATALOGING MID LEVEL

** greater depths of knowledge specified abowve
*m&#&mmﬁmmmmmmm
knowledge of available 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




CATALOGING SENIOR LEVEL

4% greater depths of knowledge gspecified above
* lmowledge of public relations techniques
* knovledge of statistical description, amalysis, interpretation and

N etaamel, pace, sto) o Wik Libeary reeroes (matecialsy

gpace, .

*hmlo@eﬁwmmmwm

* knovledge of methods of resource allocation

** knowledge of standards, measures and methods for svaluating personnel

*kmwle:becfaltmntivemmuthdrw
for the operation of the

* gtate-of-the-art knowledge of library research and practice
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CATALOGING ENIT" UEVEL
Basic knowledge

¢ knowledge celated to literacy, mmeracy, commmications, etc,
Subject knowledge

* knowledge nf the primary subject field of users served (e.g.,
literature, music, etc.)
* \nowledge of for2ign languages

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information
** knowledge of altemative approachee to the organisation of information
** knowle.” e of altemative approaches to retrieval of information
2#* knowledge of altemative approaches to information management
** knowledge cf available and emerging information technologies and their

applicationr

** ‘nowledge of completed and ongoing research i. the field and its
applicability to practice

** nowledge of career opportunities

** knowledge of hov to leam on an angoing basis

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

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

** knowledge of the functions performed vithin tbe various work settings
and the services and products offe.-ed

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

anowledge of what work is done

* knowledge of the cataloging function, the range of servizer and
products offeced (both actual and potential)

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

“Ml@:igmmmmtmmtomrtme
activities

* knowledge of cataloging tools and sources of bibliographic {nformation

* knowledge <f cataloging methods &.1

** knowledge of expected and how it can be aeasuied

** knowledge of jcb responsibilities anG working conditions (e.g., range
of dutic ;, probable compevisation, benefits, etc.)
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CATALOGING ENTRY LEVEL

Enowledge of how to do work

** knowledge of how to perfomm the various activities
** knowledge of how to use the cataloging tools and sources of
bibliographic information
** knowledge of how to apply the cataloging methods and techniques
*** knowledge of personnel procedures

Knowledge of the coamunity served and the library

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

** knowledge of the policies and procedures relevant to the 1

** knowledge of the various resources availahle within the library (e.q.,
personnel, equipmert, etc.)

** knowledge of the users' information needs and requirements

* 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

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

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

organization
** knowledge of evalustion methods and techniques to evaluate sys.ems,
services and products

CATALOGING SENIOR LEVEL

* greeter depths of knowledge specified above

* knowledge of public relations techniques

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

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

** knowledge of cost anslysis and interpretation methods

** kmowledge of methods of resource allocation

* knowledge of standards, measures and mcthods for evaluating personnel

** knowledge of altemative msnagement o ructures and their implications
for the operation of the

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

34 56
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COMPETENCIES VALIDATED AS
ESSERCIAL VERSUS DESTRAHLY




CATALOGING ENTRY LEVEL
Basic Skills
**% literacy, maseracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
* establish rapport with users and colleagues
* commmicate well by written, verbal and non-verbal means
* conduct an interview
* conduct meetings with individuals and groups
collect, analyze and interpret data
* make decisions and recommendations based on available information
* gupervise staff
% york independently and in groupse
** develop criteria for evaluation

Ability to:

* make effective, timely, and well-informed decisions

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

% paroge time effectively

CATALOGING MID LEVEL

Skills Related to Each Specific Activity
**t gxills 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:

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







CATALOGING ENTRY LEVEL

Skills Related to Specific Activities
Ability to:

* perform each activity
* establish with ueers and colleagues
* coommicate well by written, verbal and non-verbal means
** conduct an interview
2 conduct meetings with individmils and groups
* collect, analyze and interpret data
*% pake decisions and recommendations based on available information
* gupervise staff
* work independently and in groups
“*dwelcpaitethforevalmtim

Ability to:

* make effective, timely, and well-informed decisions

* isclate and define problems and develop the necessary crfteria and
action for their solution

* panage time effectively

CATALOGING MID LEVEL

Skills Related to Each Specific Activity
Ability to:

"petceivethetmtotthemhaummdmtjwtthenm

* anticipate long-range needs of library
** design systeus and procedures to improve library operations
** arl:trate and negotiate

CATALOGING SENIOR LEVEL




COMPETENCIES VALIDATED AS
ESSENTIAL: VERSUS DESTRAHLE
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* Like people in general

Like children

Like to help people
* Like to meet people

CATALOGING

Dispositional Attitudes

Attitudes Toward Institutions
':mgthenbnq

* Regpect for the parent organization
Attitudes Toward Other People
Toward Users
** Regpect users

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

Toward Others in the Workplace

*:l!qectco-vorkm

with others/as a tesm

Like to work
Like to work an o

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

* Supportive of co-workers

** Enjoy managing/supervising others

Personal Qualities

*t Alertness
Assertiveness
* Compassion/Kindness
* Confidence
* Cheerfulness
o** Dependability
* Detemmination/Tenacity
* Diplamacy
* Baoctional stabdlity
* Faimess
** Plexibility/Versatility
* Imagination
* Inquisitiveness
*+ Leadership ability



CATALOGING

Personal Qualities (cont'd)

* Neatness
* Need for achievement
*: Objectivity

Open-aindadness
* Optimism/Positive attitude
* Organization

** patience

* Physical encdurance
* Resourceful

** Sensitive/Thoughtful
* Sense of humor

* 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
*¢ Desire to leamn/try
* willingneas to fail
% yillingness to ask
** Desire to work to best of ability
.:mqm:lmhothecantumts
Accuracy
* Willingness to get hands dirty
&% Mtention to detail
* Willingness to do clerical tasks
** Desire to follow-through
* Service orientation
* Organizational identity
* Willingness to pramote 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 qains for long-tem goals
* Political sense
* Curiosity
** Variety of interests
** Desire to grow personally
Desire to grow y
* Degire to remain current in specific and general ambject field
** positive attitude toward job
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Dispogitional Attitudes
Attitudes Toward Institutions
* Regpect for profession
* Regpect for the library
* Resgpect for the parent organization
Attitudes Toward Other People

Toward Users

to help peopl

to meet pecpl

to make others feel comfortable

Sensitive to others' needs

Toward Others in the Workplace

*mmﬂ

* Like to work with others/as a temm

¢ Like to work on omn
*Whohmaﬂdnrehmle@emdexpuimwitb

*amtiveotco-votkets
* Enjoy menaging/supervising others

Peragnal Oualities
* Alertness

* users
* Like people in general
¢ Like children

¢ Like e
* Like e
:I.i.ke

* Imagination
* Inquisitiveness
** Leadership ability
EKC 40 66
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CATALOGING

Individual should demonstrate:

*wmmtoww responsibility
* Willingness to take initiative
*2 Willingness to respond to authority, apply and follow policy

*neairetolqm/tty

*Hmmm&qmums
* Desire to work to best of ability

*Dasitetominm'\tinqeciﬂcaﬂgumalabjectﬂem
* Positive attitude toward job

EKC a1 67
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CIRCULATION AND READCR SERVICES ENTRY LEVEL

1.

4.
5.

6.

7.

9.

Supervise daily operation of the circulation desk:

receive requests for matericls

fulfill requests for materials

issue, renew, receive materizls

examine returned materials for damage, proper markings, etc.

discharge materials

maintain circulation files

reserve * xve for individual users

follow-up cverdues

collect overdue fines

collect funds for lost materials

maintain record of funds collected and charges assessed

register users

maintain registration Iile

provide users with information on circulation policies and pro-
cedures

place returned materials on appropriate boc' trucks

forward damaged materials to the collection maintenance section

maintain record of circulation and vser statistics

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

maintain tempora., files of requests for materials not owned by
the library

Attempt to locate requested materiais that technicians/users report a.
"not found on shelf"

Refer recrs to interlibrary loan section to obtain materials that are
needed

Perform circulation procedures when necessary

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

Read/review new library materials and prep:re short syropses, as re-
quired

Compile reading 1ists o~ specific subjects and/or for special groups of
users

Recommend acquisition of new materials for the collection(s)
Assist usess in selecting materials
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ACTIVITIES

CIRCULATION AND READER SERVICES ENTRY I EVEL

10.

11.
12,
13.
14,
15,
16.
17,

l18.

26.

28,

2y,

Ai:sist users in locating materials in the catalog and in the collec-
tion(s)

Monitor use of rare and valuable materials

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

Schedule facilities for users to preview films anc other A-V software
Supervise the distribution of new accessions lists

Set up and maintain display ¢f new books ia the reading room
Supervise shelving of the current journal issues in the reading roam

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

Schedule use of meeting rooms
Handle user complaints; refer to higher level staff if appropriate

Keep informel of current copyright legislation and its impact oa
libraries and users

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

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

Attend and participate in staff meecings

Provide an overview of th= operations of the unit/section .~ visitors,
as reguested

Train and supervise technicians, paraprofessional staff, and library
volunteers

Work to develop "esprit de corps" among staf. supervised

Assist section manager in ariting job Aescriptions for self and for
staff supervised

43
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CIRCULATION AND READER SERVICES ENTRY LEVEL

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

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

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

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

34. Develop professional contacts both within and outside the library

CIRCULATION AND READER SERVICES MID LEVEL

35. Review requests for "not fcund® and "not owned" materials and forward
requests for selected items to the acquisitions section

36. Notify acquisitions section of library materials which have been lost
by users and require replacement

37. Ensure proper posting of copyright legislation notice on all copying
machines

38. Plan and conduct library orientation sessione for groups of users

39. Plan and conduct other group activities for users (film forums, book
review groups, story hours, workshops, etc.)

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

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

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




CIRCULATION AND READER SERVICES MID LEVEL

43.

44,

45,

46.

47.
48.
49.

50.
51.

52.
53.
54.
55.

57.

58.
59.

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

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

Work with collection maintenance and wtaloging staff members to recom—
mend changes in supplies/methods for physical processing of 1lilrary
materials when current processing is inadequate

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

Recormend 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 (in-
cluding AV hardware)

Gather information for maintenance contracts on equipment/systems

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

Evaluate contractors' pruposals

Train and supervise entry level staff

Assist in the selectiun of new professional staff

write articles for professional journ»'s/newsletters when appropriate
Function as a technical expert in the section

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

Develop draft standards for providir.j service to users

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




CIRCULATION AND READER SERVICES SENIOR LEVEL

60.

61.

62.

63.

64.

65.

66.

67.
68.
69.
70.
71.
72.
73.

Develop and conduct surveys to identify characteristics of the user
population

Analyze library resources in the area (including school library pro-
grams), user needs and activities, and changes occurring in the user
population which will influence ' brary service needs and selection of
library materials

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

Review items in the collection(s) which have not circulated within a
gpecified time period; select items which should be weeded

Work with selection, reference, and collection maintenance staff to

ti:ciient:ify materials which should be retained in microform for preserva-
on

Work with selection, reference, and collection maintenance staff to

identify valuable/rare materials in the collection which require spe-

cial treatment

Make inquiries and recanmendations concerning the advertisement, publi-

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

section staff

Draft circulation p.ocedures and policies; draft -evisions as required

Flowchart and document circulation procedures

Assist section manager in on-going syrtems analysis of the section

Analyze circulation statistics and prepare draft statistical reports

Analyze financial data and prepare draft financial reports

Supervise mid level staff

“~tion as section manay2r in his/her absence




COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTRABLE
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CIRCULATION & READER SERVICES ENTRY LEVEL

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

Subject knowledge

* knowledge of the primary subject field of users served (e.g.,
literature, 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 altermative approaches to retriewval of infommation

* knovladge of altemative approaches to information management
*Ml@e&mﬂﬂemmmmmmw

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

Enowledge about information work environments

* knowledge of the expanding information community, its participants and
their :lnterrelatimehips (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 ¢  acts, their character-
istics and informati.a habits

Enowledge of what work is done

** knovledge of the circulation fumnction, the range of services and
products offered (both actual and potential)
mhul@ed&hdivhh“mmmwo&ummm
mmﬁw&mmmmtmmmmnm
* nowledge of circuustion systems
* knowledge of circuwmation msthods and tecimiques
* knowledge of marketing techniques and public relations
* knowvledge of performance expscted and how it cen be measured
*knoudgcotjwwwum-ﬂmmgmun (e.g., range
of duties, probable compensation, benefits, etc.)
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CIRCULATION & REPDER SERVICES ENTRY LEVEL

various resources available within the library (e.g.,

of the
“Ml@egzmummwﬂn
of

CIRCULA"ION & READER SERVICES MID LEVEL

** greater depths of knowledge specified above
*&* knovledge of the cperations of other sections in the library ar ) how
they relate to circulation and user services
* knowledge of available vendor-supplied systems, services and products
to support circulation and user services
knovledge of the contracting rwocess, both in general and within the

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

CIRCULATION AND READER SERVICES SENIOR LEVEL

*&% greater depths of knowledge specified above
*+* knovledge of statistical description, analysis, interpretation and

presentation

** tnovledge of the costs associated with library resources {(saterials,

*mw&u-ﬁﬁi’uwmm

** knovledge of methods of rescurce allocation

** knovledge of standards, measures and methods for evalmting personnel

* knovledge of altermative mmmw
for the operation of the

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

Basic knowledge

* knowledge related to literacy, mmeracy, commr.ications, etc.
Subject knowledge
** knowledge of the primary subject field of usc served (e.g.,

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

Library & Information Science Enuwledge (Generic)

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

** knowledge of altemative approaches to the orgmnization of information
** knowledge of altemative approaches to retrisval of infommation

** knowledge of altemative approaches to information management
**% knowledge of available and emerging infommatior technnlogies and their

applications

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

*** knowledge of career opportinities

*** knowledge of how to leam on an angoing basis

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

4% knowledge of the variety of work settings and their organizational
structures

4% knowledge 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-
intics and information habits

Enowledge of what work is done

** knosledge of the circulation function, the range of services and
products offered (both actual and

*¢%* inowledge of the activities that are required to offer the services and
produce the products

*“Mlc&iz:igthemmmtmmtomrtthe
act es

** knowledge of circulation systems

* knowledge of circulation methods and technig-es

*+t% knowledge of marketing teciniques and public relations

** knovledge of performance and how it can be measured
** knowledge of job ties and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
49 78




CIRCULATION & READER SERVICES ENTRY LEVEL

E
I

*% knowledge of the missim, goals and objectives of the

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

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

#*% knowledge of the users' infommation needs and requirements

*2 knowledge of the collection, and of related collections

CIRCULATION & READER SERVICES MID LEVEL

*t greater depths of knowledge gspecified alove

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

*** knowledge of available vendor-supplied systems, services and products
to support circulation and user services

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

ocganization
*2¢ knowledge of evaluation methods and techniques to evaluate systems,
services and products

CIRCULATION AND READER SERVICES SENIOR LEVEL

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

presentation

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

** knowledge of cost analysis and interpretation methods

** knowledge of methods of rescurce allocation

*% knowledge of standards, measures and methods for evaluating perscnnel

** knowledge of altemative management structures 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

Basic Skills
*&t+ literacy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

** perform each activity
#¢* estahlish rapport with users and colleagues
*** coommicate well by written, verbal and ion~verbal means
* cunduct an interview
* conduct meetngs with individmls and groups
* collect, analyze and interpret data
* make decisions and recosmendations based on available information
* supervise staff
** work independently and in groups
* develop criteria for evaluation

Ability to:

** make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criterja and
action for their solution
*+* sanage time effectively

CIRCULATION & READER SERVICES MID LEVEL

Skills Related to Each Specific Activity
*4* Skills listed alove are developed to a greater ztemt
;ibility to-

#4* perceive the needs of the coommity and not just the library
* anticipate long-range needs of 1it -ary

* degign systems and procedures to improve library operations
* arbitrate and negotiate




Do
£

CIRCULATION & READER SERVICES

SENIOR LEVEL

++¢ gkills listed above are Geveloped to a greater extent
Ability to:
**% anly methods of measurement and evaluation

*** hudget and make projections
&% optimize the use of library resources
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CIRCULATION & READER SERVICES ENTRY LEVEL

*% literacy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

** perform each activity

*% egtablish rapport with users and colleagues

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

v+ conduct an interview

** conduct meetings vith individuals and groups

*2% collect, analyze and interpret data

*2 pake decisions and recammendations based on available information
*t gupervise staff

** york independently and in groups

**% develop criteria for evaluation

Ability to:

** make effective, timely, and well-informed decisionse

% jsolate and define probiem and des 2lop the necessury criteria and
action for their solution

** santge tine effectively

CIRCULATION & READER SERVICES MID LEVEL

Skills Related to Each Specific Activity
* Skills listed ¢ e are developed to a greatar extent
Ability to:

.:pucdnthemetotthec:nityuﬂm;stthenuuy
t*= design systess and procedures to improve library operations
*#* arbitrate and negotiate
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CIRCULATION & REAJER SERVICES " SENTOR LEVEL

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

** budget =nd make projections
** optimize the use of library resourcese
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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CIRCULATION AND READER SERVICES

Dispogitional Ahtitudes
Abtitudes Toward Institutions

** Regpect for profession
*4% Regpect for the library
#*% Regpect for the parent organization

Attitudes Toward Other Pecple
Toward Users |

#*% Regpect ueers
#* Like people in general
* Like children

#*% Like to bhelp people

** Like to meet pecple

* Like to make others feel cor‘ortable
e gSengitive to others® needs

Toward Others in the Workplace

#* Regpect co-wozkers
* Like to work with others/as a temm
Like to work oan omn

** willingness to draw upon and shere knowledge and experience with

** Supportive of co-workers
*mjoylﬂ::gim/awvinimm

Personal Qualities

&% Alertness
* Assertiveness
* Compassion/Kindness




CIRCULATION AND READER SERVICES

Personal oualjties (cont'd)

* Leadership ability
* Neatness
* Need for achievement

** Objectivity
a* e

Open-mindedness
* Optiniem/Positive attitude
* Organization
&+ Patience
* Fhysical end-zance
** Resourceful
* Sensitive/Thought _al
* Sense of hamor

*¢ Senge of ethics
** Tclerance

Attitudes Related to Job/Mork/Orcanization
Individual should demonstrate;

*t yillingness to take/accept responsibiiity
* Willingneas to take initiative

* Organiutiau.l :ldmtity

* ¥illingnees to nm:%-u*tam
* View of library as information eryironment

*ﬂudubntyun
** Ability to see broad
* Ability to sacrifice short-tem grins for long-temm goals
* Political smee
* Qariosity
* Variety of inte: *sts
* Desire to grow personally
* Dasire to grow professionail;
*mmmmnmumm-m:ma
*&% Pogitive attitude toward job
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“h@actﬁorptofesdm
** Regpect for the

library
*%* Regpect for the parent organization
Attitudes Toward Other People

Toward Users

*&

** Like pwpl in general
** Like children

*" Like to belp people
*% Like to meet e
** Like to make others feel cmfortable
*t Sengitive to others'

Toward Others in +the Workplace

** Respect co-workers

** Like to work '7rith others/as a team

** Like to work on omn

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

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

Personal Oualities

t2 Alertness
*: Aseertivenecss

30




Indivi‘ual should demonstrate:

** willingness to take/accept responsibility

** Willingness to take initiative

:Wm I:M‘ytmmwthodty,amlyaﬂfmwmnq
0

** Willingness to fail

bkl L to ask

** Dessire to work to best of ability

:WMtotheomd:nmts

uwmmyumumm
as part of a larger information envirament
as an organization

“Mretoxﬂinmmyqadﬂcmml-bjwtﬂem
** Positive attitude toward job
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PUBLIC LIBRARIAN (OMPETENCIES
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ACTIVITIES

CQOLLECTION MAINTENANCE ENTRY LEVEL

Storage Maintenance
1. Supervise orderly maintenance of shelves and storage ireas

place bookends where needed

place ubound serial issues in boxes/holders

perform minor shifting of sections of the co} iction, as needed
replace shelf labels and location guides as needed

2, Schedule and supervise sghelf reading

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

3. Supervise daa 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

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

6. Receive materiale fram cataloging which recuire repair, reinforcement,
special containers or binding

7. Supervise in-house treatment of materials

repair pages

Clean payes

reinforce bind’'ngs

laninate book jackets and paperbacks

prepare containers for periodicals, AV materials, paiphlets
make covers

Clean and repair AV materials

Supervise procedures to obtain photocopies of missing pages and have
them bourd into the prcper items

9 93




Supervise preparation of materials for binding

prepare binding specifications for monographs selected for binding

arrange serial issues in order and tie binding units together

identify incamplete volumes and notify serials recorde section of
qape; 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 re~.ords with shipment/pick-up date

update circulation reccrds for materials sent to bindery

receive materials from binder

inspect materials for conformity to requirement:

check shipment against binder's packing slip/invoice

update binding records with date of return

update circulation records for materials returned from bindery

forward invoice to proper office for payment

maintain file of invoices and other document~ 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 shelflist cards/catalog records

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

identify materials which are labeled incorrectly

forward shelflist records for missing items to reader services for
reviev

forward records for missing items selected for replacement to the
r~quisitions section for ordering

forward materials to cataloging section which require record crea-
tion/correction/deletion and/or labeling correction

11, Supervise identification of items for possible weeding

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

notify reader services that selection action is needed

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

12, Maintain a statistical record of inventory-related cperations and weed-
ing operations
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14.

16.

17.

18.

20,
21,
22,

23.

24.

28.

Other
13,

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

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

Make recommendations 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 and other paraprofessional staff
Work to develop "esprit de corps" among staff supervised

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

Assist section manager in developing perforinance 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

Keep abreast of developments in the information field and library prac-
tice that affect binding, and storage and preservation of library
materials

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library

o




-

30.

31.

32,
33.

34.
35.
36.

37.

38,

39.

40,

41.

ACTIVITIES
QOLLECTION MAINTENANCE ¥1D LEVEL
Storage Maintenance
29, Work with senior staff to develop procedures for shifting the collec-

tion(s)
“upervise the shifting of the collection(s)

Pr2gervation of Materials

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

Supervise the preservation treatment of rare/older materials

Identify serials and other materials available or cammerciallv-produced
microforms which should be acquired for preservation purposes; request
order action by the acquisitions section for selected tities

Supervise the microfilming of selected materials for preservation
Determine proper treatment of damaged materials

Notify acquisitions section of material which needs replacement

Gather information on contract repair and preservation treatment o’
materials

Investigate the capabilities of various librar; security systems and
make a recammendation for purchase

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

Work with circulation staff to develop procedures and resolve problems
related to tbeir daily operation and maintenance of t'.e library's
security system

Examine library regularly for sources of moisture, fire or unauthoriz- i
entry
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(CLLECTION MAINTENANCE MID LEVEL

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 record

45. Prepare draft procedures for in-house binding preparation

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

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

Inventory and Weeding
48. work with reader services, acquisitions and cataloging section staff
members to develop procedures to coordinate the replacement of missing

materials following inventory and the update of cataloging records fol-
lowing inventory or weeding

49. Work with reader services and circulation s'.arff members to draft pro-
cedures for identifying materials which should be reviewed for possible
weeding

Otheg

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

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

52. Recammend 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

63
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ACTIVITIES

CQOLLECTION MAINTENANCE MID LEVEL

Other (cont'd)
55. Gather information for maintenance contracts on equipment/systems

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

57. Evaluate contractors' propnsals
58. Train and supervise entry level staff
59. Assist in the selection of new professional staff

60. Write articles for professional journals/newsletters when appropriate

QOLLECTION MAINTENANCE SENIOR LEVEL

Storage Maintenance

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

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 cul-
lection(s)

Pregervation

64. Identify optimum physical conditions for storing various types of
library materials

65. Recammend improvements which could be made in current conditions to
improve preservation of library materials

66. Draft a plan for regular vermin control in the librairy and branches

67. Draft an emergency plan for dealing with possible water and amoke dam-
age to the collection(s)

68. Draft a policy statement concerning the preservation versus the re-
placement of library materials
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CQOLLBECTION MAINTENANCE SENIOR LEVEL

Preservation (cont'd)

69. Draft quidelines for staf: . use in selecting materials for cleaning,
repair, reinforcement, binding, or repiacement

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

71. Work with selection, reader services and reference staff to identify

valuable/rare materials in the collection which require special treat-
ment

Binding
72. Evaluate the performance of the binder (s)

Inventory and Weeding
73. Draft procedures for conducting the inventory of the collection(s)
74. Recamend the frequency at which inventories should be conducted

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

Other

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

7/. Draft revisions to collection maintenance policies and procedures as
required

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

80. Analyze collection maintenance statistics and prepare draft statistical
reports

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

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

% 99



COMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESTRABLE
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QOLLECTION MAINTENANCE ENTRY LEVEL
Basic knowledge

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

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

Library & Information Science RKnowiedge (Generic)

* knowledge of definition, structure, and formats of information
* knowledge of alternative approaches to the organization of information
* knowledge of altemative approaches to retrieval of infommation
knowledge of altemative approaches to infomation mansgement
* 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 commmnity, 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 collection maintenance function, the range of services
and products offered (both actial and potential)

* knovledge of the arctivities that are required to offer the services and
produce the procucts

*hmlc&;:lotthemmﬂntmmtomthe

** knowledge of collection maintenance tools and aources of information

* knowledge of collection maintenance methods and techniques

* knowledge of perforxance expected and how it can be measured

** knowledge of job responsibilities and working conditions (e.g., range

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

Knowledge of how to do work

* knowledge of how to perfomm the variaus activities
* knowledge of how to use the collection maintenance tools and souzces
*%* knowledge of how to apply the collection meintenance methods and

techniques
* knowledge of personnel procedures

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

* knowledge of the policies and procedures relevant to the library

* knowledge of the various reesources available within the library (e.q.,
persamnel, equimment, etc.)

*¢ knowledge of the users' information needs and requirements

** knowledge of the collection, and of related collections

COLLECTION MAINTENANCE MID LEVEL

** greater depths of knowledge specified above
*** knowledge of the operations of other secticns 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

o
* knowledge of evaluation methods and techniques to evaluate systex
services and products
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OOLLECTION MAINTENANCE SENIOR LEVEL

bkl @ths of knowledge gpecified above
* kmvledge public relations techniques
** knovledge of statistical description, amalysis, interpretation and

presentation
**% knowledge of the costs associated with library resources (materials,
persannel, space, etc.)
“bmleﬂgeofcod:n‘ysisuﬂmmm
**% knowvledge of methods of resource allocation

’hmle@eddtemunwmuﬂtwrmmdms
for the operation of the library
* gtate-of-the-art knowledge of library research and practice
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COMPETENCIES VALIDATED AS BECOOMING
MORE VERSUS LESS IMPORTANT
IN THE FUITURE




QOLLECTION MAINTENANCE ENTRY LEVELU

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

literature, msic, 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 retrieval of information

*** knowledge of altemative approaches to information management

*** knowledge of available and exerging 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 cammmity, its participants and
their interrelationships (social, econmmic, 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 collection maintenance function, the range of services
and products offered (both actual and potential)
*** knowledge of the activities that are required to offer the services and

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

** knowledge of collection maintenance tools and sources of information

*¢ knowledge of collection maintenance methods and tecimiques

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

** mowledoe of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)
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COLLECTTON MAINTENANCE ENTRY LEVEL

Enowledge 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

techniques
** nowladge of personnel procedures
Rnowledge of the community served and the library
** knowledge of the mission, goals and objectives of the library
** knowledge of the policies and procedures relevant to the 1
** knowledge of the various resources available within the library (e.g.,
sonnel, equipment, etc.)

per
** owledge of the users® infomation needs and requirements
** knowledge of the collection, and of related collections

QOLLECTION MAINTENANCE MID LEVEL

** greater depths of knowledge specified above

** knowledge of the operaticns 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

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

COLLECTION MAINTENANCE SENIOR LEVEL

** greater depths of knowledge specified above

vt knowledge of public relations techniques

** knowledge of statistical description, analysis, interpretation 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 resource allocation

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

** kinowledge of altemative msnagement structures and their implications
for the operation of the library

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

" log




COMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESIRABLE
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QOLLECTION MAINT'ENANCE ENTRY LEVEL
Basic Skills
*+% literacy, nmmeracy, cognitive, analytical, commmictions, etc.
Skills Related to Specific Activities
Ability to:
* perfom ench activity

*+ egtablish rapport with users and colleagues
** commmicate well by written, verbal and non—verbal means
conduct & interview
* conduct meetings with individuals and groups
* collect, analyze and interpret data
* make decisions and recommendations based on available information
* supervise staff
®* york independently and in groups
* develop criteria for evaluation

Ability to:

* make effective, timely, and well-hiformed decisions

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

* manage time effectively

OQOLLECTION MAINTENANCE MID LEVEL

Skills Related to Fach 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

* design systems and procedures to improve library operations
arbitrate and negotiate
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QOLLECTION MAINTENANCE SENIOR LEVEIL:

*% gkills listed above are developed to a greater extent
Ability to:
*“amlyutho:hcfwmmlmtim

m’:ﬂﬂep{m-
the use of library resources




COMPETENCIES VALIDATED AS BY OMING
MORE VERSUS LESS IMPORTPNT
IN THE FUTURE
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COLLECTION MAINTENANCE ENTRY LEVEL

Basic Skills
* literacy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

** perform each activity

*% establish rapport with users and colieagues

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

** conduct an interview

** conduct meetings with individuals and groups

*%* collect, analyze and interpret data

*2 pake decisions and recommendations based on available information
** qupervise 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

** manage time effectively

COLLECTION MAINTENANCE MID LEVEL

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

**perceivethemetoftheorgmintimmdmtjmtthenbtuy
** anticipate lang-range needs of

** design systems and procedures to improve library operations

**arbittal:emdnegothte
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COLLECTION MAINTENANCE SENIOR LEVEL

** gkills listed above are developed to a greater extent

Ability to:
** apply methods of measurement and evaluation

** budget and meke projections
* optimize the use of library resou-nes

74




ERIC 113




QOLLECTION MAINTENANCE

Dispogitional Attitudes
Attitudes Toward Institutions

*+ Regpect for profeesion
*&¢ Regpect for the library
* Regpect for the parent organization

Attitudes Toward Other People
Toward Users

*&% Regpect users
t Like people in general
* Like children
* Like to help people
*ike to meet people
* Lake to meke others feel comfortable
* Sengitive to others' needs

Toward Others in the Workplace

*** Respect co-workers
* Like to work with others/as a temm
¢t Like to work on own

*o% willingness to draw upon and share knowledge and experience with

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

Personal Qualities

&% Alertness
Assertiveness

t Oonfidence
Cheerfulness
*+ Dependability
*¢ Datermination/Tenacity

* Diplomacy
* Baotional stabdlity
t Faimess

¢ Plexibility/Versatility
* Imagination
* Incquisitiveness
* Leadership ability

ERIC
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QOLLECTION MAINTENANCE

Personal Oualities (cont'd)

* Neatneos
Need for achievement
:mjectiv:lty
Open-aindedness
* Optimism/Positive attitude
*¢¢ Organization
*t pPatience
* Fhysical endurance
* Regourceful
* Sensitive/Thoughtful
* Sense of humor

*t Senpe of ethics
*% Tolerance

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

‘**lull:lngiesstotake/accqt resprnsibility

* willingness to take initiative
*++ Willingness to respond to authority, apply and follow policy
***Dasirehol

* Organizational identity

* to pramote library and its services

* View of library as part of a larger information enviroment
* View of library as an organization

* Ability to see broad picture

* Ability to sacrifice short-temm gains for lmmg-temm goals

Political senee

* Curiosity

* Variety of interests

* Desire to grow persomally

* Desire to grow professionally

** Degire to yemain current in specific and general subject f£ield
**+ pogitive attitude toward job
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Dispositional Attitudes
Attitudes Toward Institutions

** Regpect for profession
*¢ Regpect for the library
*t Regpect for the parent orgemization

Attitudes Toward Other Peoole¢
Toward Users

*+ Regpect usc s

¢ Like people in general

*¢ Like children

*+ Like to help pecple

#** Like to meet pecple

*+ I ike to make others feel camfortable
** Sengitive to others' needs

Toward Others in the Workplace

** Respect co-workers
** LikXe to work with others/as a tesx
*¢ Like to work an own

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

* Sypportive of co-workers
*+ Enjoy menaging/supervising others

Personal Oualities

*% Alertness
*¢ Agpertiveness

** Inquisitiveness
4 Leadership ability
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QOLLECT1ON MLINTENANCE

Individual should demonsv.ate:

* Willingness to take/accept responsibility

:liningxestominithtive A
Willingness to respond to authority, apply and follow policy

* Desire to leam/try

* Willingness to fail

* willingness to ask questions

% Desire to work to best of ability

:mmivmtothemmts

:vlugubutyup:tofamgetinfomtimmitmt
View of library as an organization
* Ability to se» broad picture

y
*+ Desire to remain current ia specific and general s ect field

;
:
a
|
|
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PUBLIC LIBRARIAN COMPETENCIES
INTERLIBRARY LOAN
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INTERLIBRARY LOAN

Interlibrary Borrowing (ILB)
1. Receive users' requests for obtaining material from other libraries

2. Discuss cost considerations and time constraints with users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Detemmine best source for obtaining materials

6. Determine alternate source(s) for obtaining materials as required
7. Supervise processing of II.3 requests:

canplete loan forms, including copyright campliance notice

collect ILB processing charge from users, if applicable

tranamit loan requests (by phone, mail, courier, teletype, or com-
puter network)

re-issue loan requests as required

receive materials

notify users of ceceipt of materials

circulate materiuls to users

update circulation/ILB files for circulated materials

receive materials fraom 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 wwerdue fines

maintain record of ILB statistics

maintain record of funds collected

maintain files of materials obtained and not obtained on loan

8. Perform processing of ILB requests when necessary

Interlibrary Lending (ILL)
9. Receive ILL requests

10. Examine ILL forms for copyright compliance




INTERLIBRARY LOAN ENTRY LEVEL

Interlibrary Lending (ILL) (cont'd)
11. Supervise processing of ILL requests:

return ILL forms lacking proper copyright compliance notice

detemine location of material in library

locate material in the collection

photocopy journal articles and portions of printed materials

prepare 1ibrary materials/photocopies for mailing/delivery

update circuiation/ILL files for loaned materials

examine returned materials for damage, proper markings, etc.

update circulation/ILL files for returned materials

shelve returned materials

follow-up overdues

collect/charge overdue fines, if appropriate

collect funds for lost materials or receive replacement materials

return ILL forms to originator for materials no: owned/not avail-
able for loan

maintain record of ILL statistics

maintain record of funds collected or charges assessed

maintain temporary files for ILL 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

Other

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

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

16. Conduct library business by phone, when appr priate
17. Write memos and letters, as required
18. Prepare manuals of procedures

19. Make reconmendations to the section manager for improvement in opera-
tions of the unit/section and for improvement in services to users
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INTERLIBRARY LOAN ENTRY LEVEL

Other (cont'd)

20.
21.

22,
23.
24.

25.

26,

27.
28.

29.

30.

Attend and participate in staff meetings

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

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

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

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

Assist manager in the review and performance evaluation of staff
supervised

Assist in the selection of new technicians and paraprofessionals

Keep abreast of developments in the infommation 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.

33.

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

Make preli.inary selection of forms and/or develop draft record formats
for all interlibrary loan files and operations

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




MID LEVEL

INTERLIBRARY LOAN

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

35. Recommend acquisition of new/additional eguipment/systems

36, Train staff in operation and in-house mainisnance of equipment/systems
37. Supervise in-house operation and maintenance of equipment/systems

38. Gather information Sor maintenance contracts on sguipment/systems

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

40. Evaluate contractors' proposals

41. Train and supervise entry .avel staff

42. Assist in the selection of new professional staff

43, Write articles for professional journals/newsletters when appropriate

INTERLIBRARY LOAN SENIOR LEVEL

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

45. worr. with serials control and cataloging staff to develop a serials
ho.dings list

46. Make inquiries and recommendations conceming the advertisement, publi-
cation, and distribution of the scrials holdings list

47. work with reference and aocquiritions staff to analyze library resources
in the area and make recomendations concerning the degree to which
duplication of collections should occur. Identify subject areas in
which resource sharing may be mutually beneficial

48, Identify library networks/consortia wqich the library should consider
joining/forming

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

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

54. Supervise mid level staff

55. runction as section manager in his/her absence

I¢4




COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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INTERLIBRARY LOAN ENTRY LEVEL
Basic knowledge

+t+ 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 & Informatio) Science Knowledge (Generic)

* knowledge of definition, structure, und formats of information
knowledge of alternative approaches to the organization of information
* knowledge of alternative approaches to retrieval of infomation
‘owledge of altemative approaches to information management
* tnwvledge 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 leam on an angoing 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 what 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 required to offer the services and
produce the procucts

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

** knowledge of interlibrary loan “iais and sources of information

** knowledge of interlibrary loan msthods and techniques

* knowledge of perfomance expscted and how it can be measured

** knovledge of job responsibilities 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 library

* knowledge of the policies and procedures relevant to the

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

* knowledge of the users' information needs and

* knowledge of the collection, and of related collections

INTERLIBRARY LOAN

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

SUpPpo!
knowledge o¢f the contracting process, both in general and within the

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




INTERLIBRARY LOAN SENIOR LEVEL

*4% greater ﬁtln of knowledge specified above
* knowledge of public relations techniques
2 knovledge of statistical description, amalysis, interpretation and

*hmle@edthecost:;?ochtdﬂthubutym (materials,

*huledgedcostnlyusmdintmm

* knowledge of methods of rescurce allocation

** kr.ovledge of standards, measures and methods for evaluating personnel

*mwﬁdmﬂnmmmwrw
for the operation of the library

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

INTERLIBRARY LOAN ENTRY LEVEL
Basic knowledge

* knowledye related to literacy, mmeracy, coommications, etc.
Subject knowledge

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

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

Library & Information Science Rnowledge (Generic)

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

** knowledge of altemative approaches to the organisation of information
** knowledge of altemative approaches to retriewal of information

*#* knowledge of altemative approaches to information management

##* knowledge of available and emerging information technologies and their

applications
** snowledge of completed and ongoing research in the field and its
to

applicabdlity
** knowledge of career opporti—ities
** knowledge of how to learr .a an angoing basis

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

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

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

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

Rnowledge of what work is done

** knowledge of the interlibrary loan function, the range of services and

products offered (both actual and potential)
"Wl@edg&iﬂﬂut&mmmmﬂnmm
"m;?nﬁgsmmmmmtmmwmrtthe
** knowledge of interlibrary loan tools and sources of infomation

** knowledge of inter loan methods and
“hmledgeotpertomlm mmvim—med
** knowledge of job and working conditions (e.g., range

of dtl., me m" Mﬁl, uo’
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*  nowledge of the mission, goals and objectives of the library
* knowledge of the policies and procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

persomnel, equipment,
s Sowledge of the users' infommation needs and
*** knowledge of the collection, and of related collections

INTERLIBRARY IOAN 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

** knowledge of availahle vendor-supplied systems, services and products
to support interlibrary loan

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

organizmation
*** knowledge of evaluation methods and techniques to evaluate systems,
services and products
INTERLIBRARY LOAN SENIOR LEVEL
*% greater dq:thsofkmuledgeqeciﬁedabove

** knowledge of public relations technigues
** knowledge of statistical description, analysis, interpretation and

“hmledgettthccod:sanociatdwithnhnxym(mtethh,

“mwledgecfmmyusuﬂimmm

** knowledge of methods of resource allocation

** knowledge of standards, measures and methods for evalmating personnel

** knowledge of altemative management structures and their implications
for the operation of the

4% gtate-of-the-art knowledge of library research and practice
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TOMPETENCIES VALIDRTED AS
ESSENC (AL VERSUS DESTRABLE
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INTERLIBRARY LOAN ENTRY LEVEL
Basic Skills
*&t Yiteracy, nmeracy, cognitive, analytiral, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perform @ach 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
* meke decisions and recr -ndations based on available inforsation
* gupervise staff
* work independently and in groups
* develop criteria for evaluation

Ability to:

:nkeetf:e;iz&lnly, mdueu-infouedﬂ:cislms Citeria and

isoclate problems and develop necessary criter
action for their solution

*** panage time effectively

INTERLIBRARY LOAN 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
design systems and procedures to improve library operations
arbitrate and negotiatc
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INTERLIBRARY LOAN

SENIOR LEVEL

** 5kills listed above are developed to a greater extent
Ability to:
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INTERLIBRARY LOAN ENTRY LEVEL
Bagic Skills
* literacy, mmeracy, cognitive, analytical, cammnications, etc,
Skills Related to Specific Activities
Ability to:

:establidx aet:lv‘igy

rapport with users and colleagues

** coommicate well by written, verbal and non-verbal meens
** conduct an interview

** work independently and in groups
*% develop criteria for evaluation

Ability to:

+ Tonlate md GeFine prrblo ot Ao L
problems and develop the criteria and
action for their solution
** manage time effectively

INTERLIBRARY LOAN 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
**arhigatemdnegothte




INTERLIBRARY LOAN SENIOR LEVEL

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

** apply methods of measurssent and evaluation
** budget and wake
** optimize the uee of library resc.rces
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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INTERLIBRARY LOAN

Dispogitional Attitudes
Attitudes Toward Institutions

** Regpect for the parent organization

Atci

Toward Use-,

*** Regpect users

* Like people in general

* Like children

* Like to belp people

* Like to meet people

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

Toward Others in the Workplace

b co~workers
* Like to work with others/as a team
¢ Like to work an om
*++ willingness to draw upon and share knowledge and experience with
others
** Supportive of co-workers
* Enjoy managing/supervising others

Personal Qualities

*tt Alertness
* Asgertiveness
* Campassion/Kindness
* Confidence
* Cheerfulness
4% Dependability
* Detemination/Tenacity
*
* Brotional stability
* Faimess
** Flexibility/Versatility
* Imagination
* Inquisitiveness
* Leadership ability
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Personal Qualities (cont'd)

* Neatness
* Need for achievement

Individual should demonstrate:

** willingness to take/acceo: respmsibility
* willingness to take initiative

+t+ willingness to ask

* Desire to work to best of ability
*&* Regponsiveness to time constraints
*&%* Accuracy

* Willingness to get hands dGirty
**:Attnumbodataﬂ

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

¢ Quriosity

* Variety of interests

* Desire to grow personally

* Desire to grow professionally

* Desire to remain current in specific and general subject field
** Pogitive at*‘+nde toward job
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INTERLIERARY LOAN

Dispositicnsl Attitudes
Attitudes Toward Institutions
*%* Regrect for profession

% Regpert for the library
*% Regspect for the parent organization

Attitudes Toward Other People
Toward Ugers

** Regpect users
** Like people in general
* Like children

** Like to help peocple

* Like to meet pecple

* 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 on oum

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

** Supportive of co-worker
“qur-::gﬁu/awh;uothers

Personal Oualities
** Alertness
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ERIC

Aruitoxt provided by Eic:

Individual should demonstrate:

** willingness to take/accept responsibility

** Willingness to take initiative
:Mreholg‘x’n/\:ty = ! y and
t Willingams to ask questioms

** Deaire to work to best of ability
:w“tothemmm




PUBLIC LIBRARIAN (DMPETENCIES
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MANAGEMENT

General Adninistration

1. Work with library/library svstem director and other section/branch
managers to formulate and/or interpret library objectives

2, Prepare written sectica/branch objectives

3. Coordinate section/branch objectives with those of other sections/
branches of the library system

4. BPvaluate current activities in temms of the section/branch's objectives
5. Identify reguired 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 se~“ion/branch files and records
input and maintain payroll data

Planning

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

9. Assess future needs and develop long-range plans
Recammend new activities/programs when aprropriate

Financial Management

11. Prepare operating and capital budgets, both short- and long-term
12, Justify the section's/branch's budgets

13. Control expenditures and operate within the budgets

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

Establish costs for services, if appropriate
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SENTOR LEVEL
MANAGEMENT (Section Manager)

Einancial Management (cont'd)

16. Supervise charging for services, if appropriate

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

Policies and Procedures

19, Revigw and approve/modify section/branch policies as drafted by senior
staf

20. Present policies to library/library system director for approval
21. Monitor established policies and guidelines

22. Revise policies and quidelines as required

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

24, Supervise overall operation of the section/branch

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

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

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

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

Systens Anal.sis and Design
29. Perform on-going systems analysis of section/branch activities

30. Review and approve/modify record formats and other file desion 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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SENIOR LEVEL
MANAGEMEXT (Section Manager)

b _Services

2. Work with architects and interior designers to plan section/branch
design and layout for new facilities

33. Plan the rearrangement of existing facilities
34. Select furnishings for section/branch
35. Request maintenance of facilities as required

36. Review and approve/modify staff recommendations for aoquisition of
equipment, forms, supplies and systems

37. Recommend and support acquisition of selected items .
38. Arrange for purchase of approved items

39, Maintain inventory 1listings of furnishings and equipment in section/
branch

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

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

42. Bvaluate contractors' performance

2nrsonnel Management and Staff Development

43. mﬁf; staffing and work loads to ensure that employees are properly
ut ed

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

45. Request and justify new positions
46. Initiate staff recruitment after staffing requests are approved
47. Interview and select candidates for positions

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

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

50. Approve/modify performance standards as developed by staff
51. Prepare written performance evaluations for entire staff

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

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

54. Approve library-funded training for staff

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

56. Present awards

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Cammunications

61. Conduct staff meetings

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

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

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

65. Represent section/branch or designate representative(s) for joint
projects with other areas of the library system
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SENIOR LEVEL
MANAGEMENT (Section Manager)
Marketing and Public Relations
66. Establish and maintzin good working relationships with librarians fram

67.

68.

69.
70.
71.

72.

73.

other libraries in the area

Communicate with other libraries regarding any difficulties associated
with cooperative activities

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

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

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

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

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

Regearch and Development

74.

75.

76.
77.

Identify problem areas related to the section's/branch's activities/
objectives whica 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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SENTIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

General Adninistration

1. Work with senior institutional administrators to formulate and/or
interpret objectives of the library/library system

2. Supervise the preparation of written library/library system objectives

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

4. EFEvaluate current activities in terms 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 reports and
other reports

7. Supervise clerical staff who

type correspondence, reports, etc.
answer phones

sort and route mail
maintain files and records
input and maintain payroll data

Planning

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

Financial Management

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

12, Justify the library's/library system's budgets to institutional
adninistrators

13, Supervise expenditure and control and operatation within the budgets
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SENIOR I-EVEL
(Library 1.._ector/
MANAGEMENT Library Systea Directc. )

Financial Manacement ’.ont'd)

14. Establish financial policier and procedures in keeping with the
ing*-itution's overall financial operations

15, Supervise the estzilishment of costs for services, if appropriate
16. Supervise charging ror services, if appropriate

17. Supervise the detemmination of the cost of in-house versus contract
processing a.d services

18. Supervise the deposit of funds received by the library/library system
Rolicies and Procedures

19. Review and approve/modify library/library system policies as drafted by
senicr staff

20. Present policies to institutional administrators for concurrence
21. Supervise the monitoring of established policies and guidelines
22. Supervise the revision of policies and guidelines as r«quired
23. Review and approve/modify procedures recammended by staff
Management of Activities

24. Supervise overall operation of the library/li rary system

25. Ooordinate library/library system activities with the insitution

26. Supervise the establishment of work schedules to ensure adejucte
staffing of the ~ibrary/library system

27. Superv.se the maintenance of adequate producticn levels, procuctin
deadlines and quality controi

28, Identify activities whiih could be curtailed if staff reduction and/or
budcet cuts were reguireu
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SENIOR LEVEL
{Library Director/
MANAGEMENT Library System Director)

Systems Apalysis and Desian

29, Supervise the on-going systems analysis of library/library system
activities

30. Review and approve/modify file desian data for library/librar, system
files as recammended by staff

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

32. Select and justify locations of new facilities and collections

33. work with architects and interior designers to plan the overall design
and layout for new facilities

34. Supervise planning for reai.angement of existing facilities
35. Supervise selection of furnishings for library facilities
36. Supervise maintenance of facilities as required

37. Review and approve/modify staff recommendations for aoguisition of
equipment, forms, supplies and systems

38. Justify aoquisition of selected items to institutional administrators
39. Supervise for purchase of approved items

40. Supervise maintenance of inventory listinas >f furnishings and
equipment in the library/library system

41. Review and arprove/modify imajor contract documentation
42, Superv.se jn-house management of contract activity
43. Supervise the evaluation of contractors' performance




SENIOR LEVEL
(Library Director/

MANAGEMENT Library System Director)

44.

45.

46.
47.
48.

49.

50.
51.

52.

53.

54.

55.
56.

57.
58.

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

Review/prepare final version o. 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

Encure that new staff receive proper orientation and on-the-job
trainino

Review personnel records of senior and director's staff

Approve/modify performance standards as developed by serior 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 wavs 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 acti ms, separa-
tions, etc.

Present awards

Discipline senior and director's staff as required
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

59. Conduct exit interviews with senior and director's staff and other
staff, as appropriate

60. Approve leave for senior and director's staff
61. Approve vacation schedules for senior and director's staff

Communications

€2. Attend staff meetings cf senior institution staff as the representative
of the library/library system

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

64. Mnsure that cammunication is maintained within the 1library/library
system so that staff will know what is happening in the library, the
library system, the advisory groups, the network(s), and in the infor-
mation world in general

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

66. Make preliminary arrangements for cooperative 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 adninistrators

69. Supervise the marketiiy of the library/library system and its services
to the user camunity

70. Establish and maintain good working relationships with librarians from
other libraries/systems/ne:works

71. Communicate with other libraries/systems/networks regarding any Aiffi-
culties associated with cooperative activities
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

Marketing and Public Relatjions (cont'd)

72. Join/participate in forming library networks/consortia and support net-
work goals and activities

73. Receive official visitors to the library/library system

74. Supervise arrangements for overviews/tours of the library/library
gystem

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

76. Ensure that documents describing the 1library/ltbrary system and its
policies and procedures are up-to-date

77. Approve/modify/recammend arrangements for advertisement, publication,
and distribution of documents/infommation products produced by library/
library system

BResearch and pevelogment

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

79. Review, approve/modify in-house or contract studies of the problem
areas

80. Review and approve/modify evaluations by senior staff of studies'
recamendations

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

Baaic knowledge
%% knovledge related to literacy, mmeracy, cammnications, 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)

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

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

ttt Inovledge of altemative approaches to information management
“*hmle@eofmﬂableuﬂ-ugmgmfomtimtednolmismdtheir

applications
** knovledge of completed and ongoing research in the field and i:s
to

applicability
knovledge of career opportimities
4% knowledge of how to leam on an ongoing basis

*“hmlahecftbequﬂiminfomtima-nity, its participants and
their interrelationships (social, economic, technical, etc.)

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

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

**% knovledge of the users of th: services and products, their character-
istics and information hatdts

Rowleige of what sork is done

*t* knovledge of the management function, the range of services ard
products offered (both actual and potential)

tt+ knovledge of the activities that are required to offer the services and
produce the products

mhmldgzig.thomm”mthtmmwmottthe

4% knovledge of mannqement tools and sources of information

mmwdmmmm

*** knovledge and how it can be measured
*‘*hmlc@ed jwtqm working conditions (e.g., range
of duties, Memum bmeﬁts, etc.)
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MANAGEMENT SENIOR LEVEL
Enowledge of how to do work

*** knowledge of how to perform the various activities

*** knowledge of how to use the management tools and sources of management
*4* knowledge of huw to apply the management methods and techniques

*** nowledge of

personnel procedures
*** knowledge of the operatins of other sectimns in the library and how
they related to management
** knowledge of available vendor-supplied systems, services and products
to support management
* knowledge of the contracting process, both in general and within the

organization
*%* knowledge of evaliation methods and techniques to evaluate systems,
services anl products
* knowledge of public relations techniques
** knovledge of statistical description, amalysis, interpretation and

presentation

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

** knowledge of cost analysis and interpretation methods

*** knowledge of methods of resocurce allocation

** knovledge of standards, measures and methods for evaluating persomnel

** knowledge of altemative management structures and their implications
for the cperation of the library

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

Enowledge of the community served and the library

**% knowledge of the mission, gmlsuﬂobjectivesofuhm:y
4t ‘novledge of the policies and procedures relevamt to the library
**% knowledge of the various resources aveilable within the library (e.q.,
persomnel, equipment, etc.)
** knowledge of the users' information needs and requirements
* .. «iledge of the collection, and of related collections
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MANAGEMENT SENIOR LEVEL
Basic knowledge

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

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

Library & Information Science Knowledge (Generic)

** knowledge of definition, structure, and formats of information
** knowledge of altemative approaciies to the organization of information
bl MMM alternative approaches to retrieval of management

*** knowledge of altemative approaches o information menages. it
** knovledge of available and emcrging iaforwation technologles and their

applications

** knowledge of coampleted and ongoing research in the field and its
ity to practice .

* knowledge of career opportunities

** knowledge of how to leam an an ongoing basis

led of I K evi

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

** knovledge of the variety of wo.: 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

Enowledae of what work is done

* knowvledge of the management function, the range of services and
products offered (both actual and potential)
* knowledge of the activities that are requirod to offer the services and

produce the products
*hula@:i&mmMWthtuewtomrtthe

* knovledge of management tools and sources of information
* knovledge of management methods and
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MANAGEMENT SENIOR LEVEL
Enowledge of how to do work

** knowledge of how to perform the various activities

** knowledge of how to use the management tools and sources of management
** knowledge of how to apply the management methods and techniques

* knowledge of persannel procedures

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

related to

they management
**m::dpcfmﬂwlem—amuedm, services and products

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

organization

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

** knowledge of public relations technigues

** knowledge smt:{:l:mw description, analysis, interpretation and
pr

** knowledge of the costs associated with library resources (materials,

persannel, space, etc.)
** knowledge of cost analysis and interpretation methods
** knowledge of methods of resource llocation
** knowledge of standards, measures and methods for evaluating persomnel
** knowledge of altemative management structures and their implications
for the operation of the library
** gtate-of-the-art knowledge of library research and practice

* knowledge of the mission, goals and objectives of 1'brary

* knowledge of the policies and procedures relevant to the library

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

** knowl ofthemu:s" needs and requirements

* knowledge of the collection, and of related collections
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COMPETENCIES VALIDPTED AS
ESSENTIAL VERSUS DESIRABLE
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MANAGEMENT SENIOR LEVEL
Basic Skills
#*% literrcy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
*+% egtablish rapport with users and colleagues
%t cammmicite well by written, verbal and nca-verbal means
% conduct mn intexrview
#++ conduct meetings with individmls and groups
** collect, analyze and interpret data
% pake decisions and recommendations based on available information
ma;&etv:lsestaff and in
work independently groups
** develop criteria for evaluation

Ability to:

*t% make effective, timely, and well-informed decisions
#+t jsolate and define problems and develop the necessary criteria and
a:tion for their solution
** panage time effectively

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 oystems and procedures to improve library operations
*** arbitrate and negotiate

** apply methods of measurement and evalmation
**% budget and make projections

** optimize the use of library resources
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COMPETENCIES VALIDATED AS BEXOMING
MORE VERSUS LESS IMPORTANT
IN THE FUTURE
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MANAGEMENT SENIOR LEVEL
Basic Skills
* literacy, mmeracy, cognitive, analyti~al, commmications, etc.
Skills Rela.ed to Specific Activities
Ability to:

*¢ establish rappo: . vacth users and coll~agues

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

“* conduct an interview

** ordict meetings with individeals and groups

*« collect, ar-iyze and interpret data

** make decisions and recosmendations based on availsble Information
** sgpervise staff

%2 work independently and in groups

** devel o criteria for evaluation

Ability to:

** make effective, t.inely, and well-informed decisions

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

** panage time effectively

Skills Related to Each Specjfic Activity
Ability to:

'*petceivetheueed( oftbeo:g::lntimuﬂmtjutthenbruy
** anticipate long-range needs of library

** design systems and procedures to imprsve ilbrary operacions

** arbitrate and negotiate

** apply methods of measuremnt and evaluation

*® by and make projectic.as

" 2> the upe of library resources
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+&#% 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

Toward Others in the Workplace

*** Regpect co-workers
*% Like to work with others/as a team
* Like to work an an

&t willingness to draw upon and share knowledge and experience with
others

% Supportive of co-workers
** Enjoy sanaging/supervising others
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Individual should demonstrate:

*te
“lunimtohkeinkhtive
*tt Degire to leam/try

bl to fail

*** ¥illingness to ask
**%* Desire to work to best of ability
':m;:amvmtothemnmts

* Willingness to get hands dirty
* Ktention to detail
Willingness to do clerical tasks
** Degire to

** Political sense

* Quriosity

* Variety of interests

* Desire to grow personally
** Dagire to

+*+ positive attitude toward job

115

*+ Willingness to tuke/accept responsibility
to respond to authority, apply and follow policy

nmgwmmmmmmm

grow professionally
* Desire o remain current in specific and general subject field
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COMPETENCTES VALIDATED \S BBEOOMING
MORE VERSUS LESS IMPORTANT
IN THE FUTURE




Dispositional Attitudes
Attitudes Toward Institutions

* Respect for profession
* 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 people

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

Toward Others in the Workplace

** Regoect co~workers
* Like to work with others/as a team
* Like to work on own

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

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

Personal Oualities

** Alertness
: Assertivenese
* Confidence
t Cheerfulness
* Dependability
* Neteraination/Tenacity
* Dinlomacy
* Baotional stability
* Fairmess
: Mlexibility/NVersatility

* Inquisitiveness
** Leadership ability
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Individuai should demonstrate:

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

* will to to authority, and follow
: ingl;as respond rity, apply policy

grow
* Degire to grow essionally
* Desire to remain axrent in specific and general subject field
* Positive attitude toward job
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PUBLIC LIBRARIAN (OMPETENCIES
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REFERENCE ENTRY LEVEL

Solicited Searches

1. Interview users to evaluate information requirements, and detemine
budgetary and time constraints, etc.

2. COounsel users on specifying information requirements

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

4. Select s:urch methods (e.g., online and/or manual)

5. Detemine appropriate source (e.g., databases, printed publications,
experts, €:C.)

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

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

9. Translate titles and abstracts

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

1. Refer users to other information services, as appropriate

Other

12. Answer ready reference questions

13. Instruct users in reference methods, sources, services and policies
14, Alert users to non-print and in-house developed sources of infomation
15. Perform bibliographic verification as required

16. Recormend acquisition of materials for the reference and general
collections

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

18. Supervise orderly mairtenance of the reference room and re-shelving/
re-filiing of reference materials

19. Maintain a record of reference searching statistics
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REFERENCE ENTRY LEVEL
Other (cont'd)
20. Maintain a record of financial data (funds received in payment for com-

21.
22,
23.

24.
25.

26.

28.
29,
30.

31.

32.

33.
34.
35.

36.

37.

puterized 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 ugers to describe reference services
and policies

Prepaie manuals of procedures

Make recommendations to the section manager for improvement in opera-
tions of the section and for improvement in services to users

Attend and participate in staff meetings

Provide an overview of tl.e operaticns of the unit/section to visitors,
as requested

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

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

Assist section manager in developi~g performance standards for self and
for staff supervised

Assist manager in the review and performance evaluation of staff super-
vised

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

Keep abreast of new and developing technologies applicable to reference
searching

Attend professional meetings and prepare reports for dissemination to
grtaff

Develop professional contacts both within and outside the library
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REFERENCE MID LEVEL

Solicited Searches

38.
39.

Perform more camplex searches

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

Insolicited Searches

40.

41.
42,
43.
44.
5.

Assist in developing broad-scope, published literature searches with
executive analyses, resulting from anticipation and recognition of
information needs of the user camunity

Identify topics and develop search stiategies

Conduct searches

Evaluate search results

Prepare searches for publicati

Distribute published literature searches

Qther

46.

47.
48,

49.

50.

51.

52.

53.

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

Schedule and supervise shelf reading of the reference collection

Make preliminary selection of forms and/or develop &..ft record formats
for all refc-ence files and operations

Identify and evaluate cammercially available information services
Assess performance of existing equipment/systems/serrices used in
reference and investigate capabilities of other equipment/systems/
services

Recammend acquisition of new/additional equipment/systems/services

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

Supervise in-house operation and maintenance of equipment/systems/
services
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ACTIVITIES

REFERENCE MID LEVEL

Other (cont'd)
54. Gather information for maintenance contracts on eguipment/systems

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

56. Evaluate contractors' proposals

57. Train and supervise entry level staff

58. Assist in the selection of new professional staff

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

REFERENCE SENIOR LEVEL

ed Sear

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

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

ngolicited Searches

62. Review unsolicited searches perfcrmed by others and suggest additional
search strategies as appropriate

63. Prepare executive aralyses for published searches

64. Arrange for publication

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

67. Develop announcement of publication
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REFERENCE SENIOR LEVEL

Other

68.

69.

70.
71.
72.

73.

74.

75.

76.
77.
78.
79.

8l.
82,

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

Interact with colleagues and subject experts in identifying unrecorded/
unindexed sources of information and data, and report to staff

Review and weed the reference collection on a reqular basis

Review and weed reference source files on a reqular basis

Work with reader services, intcrlibrary loan and selection staff mem-
bers to analyze library resources in the area and to make recamenda-
tions concerning the degree to which duplication of reference
collections ghould occur

Work with reader services and selection staff to compile lists of
reference books and standard works which comprise a basic collection in
each major subject area. New editions of these materials are acguired
when published

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

Draft reference service procedures and policies; draft revisions as
required

Flowchart and document reference servicz procedures

Assist section manager in on-going systems analysis of the section
Analyze statistics and prepare draft statistica' reports

Develop charging strategies

Analyze financiil data ard prepare dr.ct financial reports

Handle derosit cf funds/asseasment of charges

Superv .e mid level staff

Function as g..:ion manager in his/her absence
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COMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESIRABLE
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REFERENCE ENTRY LEVEL

Basic knowledge
*** knowledge related to literacy, nrweracy, cammmications, .etc.
Subject knowledge

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

Library & Inforr+.jop Science Knowledge (Generic)

* knowledge of definition, etructure, and formats of information
* knowledge of altemative ayproaches to the organization of information
* knowledge of altemative ap~roaches to retrieval of ‘nformation
* knowledge of aiternative apprcaches to information management
** knowledge of available and emerqing information technologies and their
applications
** knowvledgs of campleted and ongoing research in the field and its
applicability to practice
** knowledqe of career cpportunities
** knowleuge of how to *-am on an ongoing bar.s

EKnowledge about information work environments

* knowledge of the expanding information community, its participents and
their interrelationshipe (social, econamic, technical, eic.)

* knowledy: of the variety of work settings a-3 their organizational
structures

* knowledge of the functions perfor - within the various work set*ings
and the services and prodcts ¢. .ered

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

K. .ovledge of what work is done
*i& knovledge of the reference function, the range of services and products

offered (both actual and yotential)
** knowled, - of the activities \hat are required to offer the services and

produce the products
'lumlcb:igf“themimmm “bat ar? necessary to support the

*** ncvledge of ref~rence/referral tools and sources of information
** knovledge of reierence/referral methods and
* knowledye of performance expected and how it can be measured
** novledge of job responsibilities and working conditions (e.g., rar._2
of du~ies, probable cc ~envation, benefits, etc.)
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REFERENCE ENTRY LEVEL

Engiledge >f how to do work

*3¢ knowledge of how to perfom the various activities

% KNnow. of how to use the reference/referral and other sources

** knowl of how to apply the reference/referral methods and techniques
* knowledge of personnel procedures

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

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

** knovledge of the various resources available vithin the library (e.q.,
persomnel, equipment, etc.)

** knowledye of the users' information needs and requirement

=+ knowledge of the collection, and £ related collections

REFEP2CE MID LEVEL

** greater depths of knowledge specifieC 2bowe
* knovledge of the operations of other sections in the library and hw

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

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

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

services anG products

* knowledge of public relation., techniques




REFERENCE SENIOR LEVEL

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

presentation

* knowledqe of the costs associated with library. resources (materials,
persomnmel, space, etc.)

* knowledge of -~ost analysis and interpretation methods

* knowledge of ..<thods of resource allocation

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

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

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

10«
Y §
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COMPETENCIES VALIDATED AS BEOOMING
MORE VERSUS LZSS IMPORTANT
IN THE FUTURE
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REFERENCE ENTRY LEVEL

Basic knowledge
** knowledge related to literacy, nmeracy, commnications, etc.
Sibject knowledge

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

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

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

*+* knowledge of altemative approaches to the organization of information
** knowledge of altemnative approaches to retrieval of inforsation

** knowledge of altemative approaches to information management
***lumleﬂgeotmﬂahleaﬂuzghghfomtimtedlmogismdtheir

applications
** knovledje of completed and ongoing . search in the field and its
applicability to

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

**fm1edgeofthewnginfomﬁmm1ty, its participants and
their interrelationships (social, econmmic, tachnical, etc.)

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

** knovledge of the functions performed within the vazrious work settings
and the services and products offered

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

Knowl of t

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

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

** knowledge of reference/referral tools and sources of inforsation

** knowledge of relerence/referral methods and technicues

** knowledge of pexfurmanc? expected and how it can b mensured

** knowledge of job responsibilities and workir; conditious (e.g., range
of duties, probable compensation, benefits, etc.)
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edge of how to perform
#* knowledge of how to use the reference/referral and otier sources
** knowledge of how to apply the reference/referral methods anG techniques
of

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

** knowledge of the policies and procedures re! wvant to the library

** raowledge of the various resources available within the libkrary (e.qg.,
persanmnel, equipment etc.)

** knowledge of the users' information needs and

** krowledoe of the collection, and of reiated collections

REFERENCE MID LEVEL

** greater depths of hnowledge specified abowve
** kncwledge of the operations of other sections in the library and how
they relate to reference

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

** knowledge of the comtracting process, both in general and withip the

“t inowledge of evaluation methods and techniques to evaluate systems,

sexvices and products
** k. wwledge of public relations technigues

REFGUECE SENIOR LEVEL

** greater depths of knowledge specifiec zbove

** kowledge of statistical descripticn, arnalysis, interpretation and
presentotion

** knowledge of Uie costs associated with lilzary rescurces (materials,
personnel, space, etc.)

s+ mowledge of cost mnalysis and interpretation wethods

** knowledge of methods of resource allocetion

** inowledge of standards, meacures a2 sthods for evalvating persannel

** knosledge of altemative mkoZment stractures apd their isplications
for the operation oI the liurary

% state-of-the-art knowledge of library research and practice
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REFERENCE ENTRY LEVEL
Basic Skills
4% ]iteracy, mmeracy, cognitive, analytical, coamunicatims, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
*t* egtablish rapport with users and colleagues

*2 commmnicate well by written, verbal and non-verbal means

** conduct an interview

** conduct meetings with individuals and groups
* collect, analyze and interoret data
* make decisions and recommendations based a. available information
* supervise staff
* work inderendently and in groups
* develop criteria for evaluatiorn

Ability to:

* make effective, timely, ard well-informed decisions
% isolate and define problems and develop the necessary criteria and
action for their solution
** panage Time effective.y

PETERENCE MID LEVEL

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

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

* design systems and procedures to improve library operations

* arbitrate and negotiate




REFERENCE SENIOR LEVEL

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

** apply methods of neasurement and evaluation
** budget and make projections
**t optimize the use of library resources
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COMPETENCIZS VALIDKTED AS BBIOMING
MORE VERSUS LESS IMPORTANT
IN THE FUTORE




REFERENCE FNTRY LEVEL

Basic Skills
* literacy, mmeracy, ccgnitive, amalytical, coommications, etc.
Skills Related to Specific Activitjes
Ability to:

** perform ench activity

** egtablish rapport with users and colleagues

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

** conduct an interview ‘

** conduct meetings with individmls and groups

** collect, analyze and interpret data

** make decisions and recommendations bascd on available information
** gupervise staff

** york independently and in groups

** develop criteria for evaluation

Ability to:

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

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

** panage time effectively

REFERENCE MID LEVEL

Skills Related to Each Specific Actjvity
** skills listed above are developed to a greater extent
Ability to:

** perceive the needs uf the organization and not just the library
** anticipate lang-runge needs of library

*+* design systems and procedures to improve library operations

** arbitrate and negotiate

189

136




REFERENCE SENIOR LEVEL

- - - --—

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

** budget and make projections
** optimize the use of library resouvrces
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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REFERENCE

Dispositional Attitudes
Attitudes T i {natituti

** Regpect for profession
*+% Regpect for the library
* Regpect for th» parent organization

Attitudes T sard Otber People
Toward Users

#*+ Regpect users
*+ Like people in general
* Like children
** Like to help pecple
* Like to meet pecple
* Like to make others feel comfortable
**% Sensitive to others' needs

Toward Others in the Workolace

** Regpect co-vorkers
¢ Like to work with others/as a team
¢ Like to work an wmn

*t Willingness to draw upon and share knocwledge and experience with

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

Faimess
*t Flexibility/Versatility
* Imacimation
** Inquisitiveness
*+* Jeadership ability




Personal Oualities (cont'd)

** Neatness

#* Need for achievement
** Objectivity

*he

Open-aindedness
* Optimism/Positive attitude
* Organization

Individual should demonstrate:

** willingness to take/accept respmmsibility

* willingness to take initistive

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

Willingness to fail

bkl to ask

** Desire to work to best of ability
:mhmtothecaatmmts

Accuracy
* Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical tasks
** Degire to follow-through
% Service orientation
** Orcanizational identity
* Willingness to pramote library and 'ts 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-temm qains for long-temm goals
* Political sense
** Quriosity
* Variety of interests
* Desire to grow personally
* Desire to grow professionally
*Mmhminmrmtinqeciﬂcmﬂgmemlatjectﬂeld
** positive attitude toward job
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COMPETENCIES VALIDATED AS BECDMING
MORE VERSUS LESS IMPORTANT
IN THE FUTURE




Dispositional Attitudes
Attitude: Toward Instil .ions

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

Attitudes Toward Other Feople
Toward Users

** Regpect users
** Like people in general
** Like children

*t Like to help people*

** Like to meet people

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

Towargd Others in the Workplace

** Regpect co-workers

*t Like to work with others/as a team

* Like to work an own
“Hﬂlhmto&ammdﬂnrehmle&;emﬂmlmvith

slppo:t.lve of co~workers
** Enjoy mamaging/supervising others

Personal Oualities
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Individual should demonstrate:

** Willingness to take/accent responsibility
*t Willingness to take init -tive
* Willingness to respond to authority, apply and follow policy
*:msireholqmgg
to

** Willingness to ask questions
*% Degire to work to best of ability
:mﬁmtothemmm

* Willingness to get hands dirty
* Attention to detail
.:mling:stomcle:mm
:Savieeodatat:lm

Oroanizational identity
*+ willingness to pramote 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-tem goals
** Political sense
* Curiosity
* Variety of interests
** Degire to grow personally
*¢ Desire to grow professionally
** Desire to remain current in specific and general subject field
*¢ Positive attitude toward job
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PUBLIC LIBRARIAN (OMPETENCIES
SERIALS CONIROL
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SERIALS QONTROL ENTRY LEVEL

Yerifjcation and Ordering

1,

2.

3.

4.

5.
6.

7.

8.

Receive citation; for selected serials/numbered series from the aoqui-
sitions section

Receive citations fram professional staff for subscriptions for the
professional collection

Receive issues/parts of serials/numbered series from the acquisitions
saction which were received on approval, as gifts, etc.

Develop a working knowledge of the library's collection development
policies and guidelires

Refer questicnable 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 data as required; refer
problems to supervisor

search serials records to determine if title is already 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

prerare subscription orders, including the proper "ship to"
addresses for branch ocopies, if appropriate

prepare purchase orders, if required

prepare order documentation for mailing

forward order documentation to the acquisitions section 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 techni-
cians are unable to locate; refer problems to higher level staff, as

appropriate




SERIALS QONTROL ENTRY LEVEL

Receipt Processing
9. Supervise receipt processing of serials/numbered series:

sort incoming items, if appropriate

search serials file to locate the records

update records with receipt of individual issues/numbers/parts

flag records for gap filling

record/affix locator data on each piece (classification number,
special collection symbol, etc.)

mark materials with the library's identification

affix security labels

place issuves in special binders, if appropriate

place rniew serial titles on the appropriate truck for delivery tc
the cataloging section

place items which have title changes on the truck for cataloging

place new issues for the reading roam on the appropriate truck

place issues for the stacks on the appropriate trucks

place issu2s for branches on appropriate trucks if check-in is
performed centrally

deliver trucks to proper locations

annotate receipt on packing slips/invoice copies, if received, and
forward to the acguisitions section

annotate packing slips/invoice copies for damaged/imperfect or
unwanted hardbound series; forward documentation and pieces
to the acquisitions section for processing

place surplus materials in specified area to await proper disposal
by the acquisitions section

maintain record of receipt processing statistics

10, Assion processing priorities to new serial titles and to other series
requiring update of cataloging records

File Maintenance
11, Supervise creation and maintenance of serials records:

input records for central library and branch copies ordered

update recorcs with data re: cancellations, reissues, claims, and
qap filling

update records with shelving location data for newly-cataloged
titles

update records with data re: change in frequency, change of title,
change in publisher, cessation, change of shelving location,
etc.

input new records for newly changed titles
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ACTIVITIES

SERIALS QONTROL ENTRY LEVEL
File Maintenance (cont'd)
11, Supervise creation and maintenance of serials records (cont'd):

12,

update records with binding control data if serials records are
automated

input cross reference records as required

remove records fram the active file when appropriate

delete records when agpropriate

maintain statistical records of file creation and maintenance
operations

Supervise thc forwarding of correspondence re: cessation/campletion of
series to the cataloging section following maintenance of serials
records

Qther

13,

14,
15.
16,
17.

18.
19,

20,
21,
22,

23.

Bandle problems related to ordering and receipt processing of serials/
nunbered series and to overall maintenance of the serials records;
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 recammendations 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, parap-ofessional staff and volunteers
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
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SERIALS CONTROL ENTRY LEVEL

Qther (cont'd)

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

25. Assist in the selection of new technicians and paraprofessionals

26. Keep abreast of developments in the information field, library
practice, or legislation that atfect 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 CONTROL 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 for ordering serials, claiming/cancelling orders,
claiming missing issues, ordering lost/damaged issues, etc.

32. Work with the acgquisitions section to schedule purchases of serials in
order to op >rate within the budget

33, Work with the acquistions section to develop procedures for the
handling of the final steps in serials ordering and invoice processing

34. Identify sources for £filling gaps when the required issues are unavail-
able fram the puhlishers

35. Coordinate gap filling as gaps are reported by collection maintenance
staff as part of binding preparation and inventory operations

Receipt Processing
36. Der elop procedures for receipt processing of serials/numbered series
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Eile Maintenance
37. Develop procedures for maintenance of the serials records

39. Make preliminary selection of forms and/or develop draft record formats
for all serials record files

39. Work with collection maintenance staff to develop procedures and record
formats for including binding cont.ol data in automated serials records

Fiscal Control

40. Together with the aocquisitions section, work with the contract and/cr
purchasing department (s) to identify unique requirements and develop
draft procedures for purchasing serials and services (e.g., open ended
subscriptions, dealer check-in)

41. Work with the acquisitions section to develop procedures for proper
packing slip/invoice handling and receipt certification by serial
records staff

42, Assist aocquisitions section in resolving any problems related to pay-
ment for serials

43. Remain aware of the expenditures and balances in the serials
account (s) ; notify the section manager of situations which may require
special action

44. Project budget requirements for purchasing serials for the new fiscal
year

Other

45. Assess performance of existing equipment/systems used in serials
records and investigate capabilities of other eguipment/systems

46. Recommend acquisition of new/additional equipment/systems

47. Train staff in operation and in-house maintenance of equipment/systems
48. Supervise in-house operation and maintenance of equipment/systems

49. Gather information for mazintenance contracts on equipment/systems

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

SERIALS CONTROL MID LEVEL

Qther (cont'd)

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

SERTALS QONTROL SENIOR LEVEL
Selectiop
55. Review items identified by staff as being of questionable suitability

56.

57.

58.

59.

for the collection; concur with the selections and/or refer the
remaining questionable items to senior aojquisitions staff for review

Work with senior aocguisitions staff to formmulate draft selection
policies for serials/numbered series

Work with senior acquisitions staff to prepare draft selection gquide-
lines for serials/numbered series to be used by selection staff as an
aid in interpreting selection policies

Coordinate the annual review by reference and reader services staff and
advisory group(s) of the list of serials/numbered series currently
acquired for the library's collection(s)

Ooordinate the annual review by library staff of the list of serial
titles which they currently receive for the professional collection

Yerification and Ordering

60.

Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data

Receipt Proceszing

61.

Work with senior aoguisitioris and cataloging staff members to identify
processing priorities for various categories of serials and to draft
quidelines for priority assignment
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SERIALS CONTROL MID LEVEL
other
62. Function as a technical expert in all matters related te processing of

83.

64.

65.

66.

67.

68.

69.
70.
71.

72.
73.

serials/numbered series

Interview dealers' representatives to learn about the perticular
services they offer

Identify dealers who have a good performance record in supplying
irregular serials, conference/congress proceedings, and other series
which are difficult to amuire on subscription

Assist the section 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 manager

Work with interlibrary loan and cataloging section staff members to
produce and/or update the library's serials holding 1ist

Draft serials records procedures and policies; drat: revisions as
required

Flowchart and document serials records procedures
Assist section manager in on-going systems analysis of the section

Analyze serials processing statistics and prepare draft statistical
reports

Train and supervise mid level staff
Function as section manager in his/her absence
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SERTALS QONTROL ENTRY LEVEL

Basic knowledge
** knowledge related to literacy, mmeracy, cammmicatiors, etc.

Subject knowledge

knovledge of the primary subject f.eld of users served (e.g.,
literature, mugic, etc.)
** knowledge of foreign languages

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of infommation
ve tr an O
* knovledye of altemative approaches tr the organizatian of information
* knovledge of altemative approaches to retrieval of infommation
* knowledge of altemative approaches to information management
* knovledge of available and emerging infommation 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 about information work enviropments

* knowledge of the expanding information commmnity, its participants and
their interrelationships (social, econamic, technical, etc.)
knowledge of the variety of werk settings and their organizational

structures
~nowledge of the fur ..  performed within the various work settings
and the servicer . * - .oducts offered

* knovledge of tle =wev. uf the services and products, their character-
istics and infomution habits

Knowledo, of what worl, is done

** mowledge of the serinls control function, tue range of services and
products offered (toth actua) and potential)

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

“mlmzigmmmmtmmwmm
activities

** knovledge of serials control tools and sources of bibliographic
information

** novledge of serials control methods and technigues
* knowledge 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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SERIALS CONTROL ENTRY LEVEL

Enowledge of how to do work

** knowvledge of how to perform the various activities

** knowledge of how to use the sgerials control tools and sources of
bibliographic information

* knowiedge of how to apply the serials control methods and technigues

* knowledge of personnel procedures

* knowledge of the mission, goals and cbjectives of library

* kaowledge of the poli.ies and procedures relevant to the library

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

¢ knowledge of the users' information needs and requirements

** knowledge of the collection, and of related zoiioctions

SERIALS QONTROL MID LEVEL

** greater depths of knowledge 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 smpport serials control

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

organization
* knowledge of evaluation methods and technigues to evaluute systems,
services and products
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SERIALS OONTROL SENIOR LEVEL

*t¢ grester m of knowledge specified above
* knowledge of public relations techniques
* knowledge of statistical description, analysis, interpretation and

presentation

** knowledge of the costs associated with library resources (materials,
persamnel, space, &tc.)

* knowledge of cost analysis and interpretation methods

* knowledge of methods of resource allocation

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

* knowledge of 2ltermative managsment structures and their implications
for the operation of the

* state-of-the-art knovledge of library research and practice
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Sybject knowledge
** knowvledge 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 fomats of information

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

*++ knowledge of altemative approaches to information manaement

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

appl

** mowledge of completed and angoing research in the field and its
applicability to practice

*% knowledge of career opportinities

** knowledge of how to learn on an ongofing basis

** knowledge of the expanding information commmnity, its participants and
their interrelationships (social, econaeic, 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 offered

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

Knowledge of what work is done

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

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

“hmledg‘n;igtbemlmmthtmnmtytoamuthe
activities

** knowledge of serials control tools and sources of bibliographic
information

** knovledge of serials control methods and techniques

** knovledge of performance expected and hew it can be measured

** knowledge of job responsibilities and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)
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Enowledge of how £o do work

** knowledge of how to perfoim the various activities

** knowledge of how to use the serials control tools and sources of
bibliographic information

** knowledge of how to apply the serials control methods and techniques

** knowledge of personnel procedures

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

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

*% knovledge of the various resources available within the library (e.q.,
persomnel, equipment, etc.)

** knowledge of the users' information needs and

** knowledge of the collection, and of related collections

SERIALS CQONTROL MID LEVEL

* greater depths of knowledge specified abowe

** knowledge of the operations of other sectins in the library and how
they relate to serials control

* knowledge of available vendor-supplied systems, services and products
to support serials control ’

** knowledge of the c.atracting process, both in general and within the

organization
* knowledge of evalmation methods and technigues to evaluate systems,
pervices and products

SERIALS CQONTROL SENIOR LEVEL

*% greater depths of knowledge specified above
*¢ knowledge of public relations techniques
** knowledge of statistical deecription, amalysis, interpretation and

* knowledge of the costs associated with library resources (materials,




COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRAHLE
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SERIALS OCNTROL ENTRY LEVEL

Basic Sxills
* literacy, mmeracy, cognitive, analytical, commmnications, etc,

Skills Related to Specific Activities
Ability to:

* perform each activi

* establish rapport v ch users and colleagues

* coommicate well by written, verbal and non-verbal means
conduc* an interview

* conduct meetings with individuals and groups

* collect, amaly=ze and interpret data

* make decisions and recommendations based on available information

* gupervise staff

* work independently and in groups
develop criteria for evaluation

Ability to:

** mke effective, timely, and well-informed Gacisions

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

** panage time effectively

SERIALS CONTROL MID LEVEL

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

Ability to:

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

* systems and procedures to improve library operations

* arbitrate and negotiate

ue <13



SERTALS CONTROL

SENIOR LEVEL

#+¢ Skills listed above are developed to a greater extent
Ability to:

*3 apply methods of measurement and evalmtion

** budget and make projections
“*chisethet:ectuhnxym
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SERIALS CONTROL ENTRY LEVEL

Skills Related to Specific Activities
Ability to:

** perform each activity

** establish rapport with users and colleagues

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

** conduct an interview

** conduct meetings with individmals and groups

*%* collect, analyze and interpret data

** make decisions and recammendations based on available information
** gupervise staff

** york independently and in groups

** develop criteria for evaluation

Ability to:

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

** igolate and define probl=ue and develop the necessary criteria and
action for their solution

% panage time e¢ffectively

SERIALS CONTROL MID LEVEL

Skills Related to Each Specific Activity
Ability to:

“pexoeivethemebufﬂnminﬂmmdnotjmthenbtuy

** anticipate long-range needs of library
%% degign systess and procedures to improve library operations
** arbitrate and negotiate

SERIALS CONTROL SENIOR LEVEL
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRAELE
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SERIALS QONTROL

Dispositional Artitudes
Attitudes Toward Institutions
fo

for the library
for the parent organization

Attitudes Toward Other People
Toward Users

i
E

** Regpect users
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to make others feel camfortable
* Sensitive to others' nreds

Toward Others in the Workplac:

*% Regpect co-workers
* Like to work with others/as a tem
* Like to work on aun

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

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

Personal oualities

**t Alertness
Assertiveness

* Compassion/Kindness
** Confidence
* Cheerfulness

&

“w:lty ty
¢ Diplomacy

* Baotional stability

* Paimess

* Flexibility/Versatility
* Imagination

* Inquisitiveness
* Leadership ability
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SERTALS (ONTROL

Persoal Qualities (cont'q)

* NaaLness
* Need for achievement
: Objectivity

ess
* Optimism/Positive attitude
** Organiszation

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

&+ willingness to take/accept responsibili
;Wtohkemgauved ty“

to . ¥
“memm authority, apply foliow policy
** Desire to work to best of ability
;mmwu-em

* Organizatic..al identity

* willingness to pramote library and its services

* View of library as part of a larger information enviroment
* View of library as an organization

* Ability to see broad picture

* Abjlity to sacrifice short-tem qains for long-temm goals
* Political sense

* Curiosity

* Variety of interescs

* Desire to grow personally

grow professionally
* Desire to remin current in specific and general subject field
* Positive attitude toword job
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SERIALS CONTROL
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SERIALS CONTROL

Individual should demonstrate:

*mnimmme/mq:tmibuity

* willingness to take initiati

:'ﬂlmborapaﬂtoauﬂntity, apply and follow policy
Desire to leam/try

* Willingness to fail

* Willingness to ask questions

* Deaire to work to best of ability

*laqauhmhothecmﬁ:nints

*mnmmgumm

* Attention to

*mnmmaodumm

* Desire to follow-through
*m«m

* to and its se~vices
.HJ.I:I:?“ pt:enbnty

* Abllity to sese broad
* Ability to smcrifice short-temn gains for long-tem goals
* Political senee
* Quriosity
grow y
* Desire to giow professionally
*nasirehor-inminqec:lﬂcuﬂgmenlabjectﬂeld
* Positive attitude toward job
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