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This document contains validated activities and competencies needed

by librarians working in a public library. The following operational

definition of canpetency was developed:

11i competency is a generic knowledge, skill or attitude of a person

that is causally related to effective behavior as demonstrated

througt eternal performance criteria, where:

lamowledge is having information about, knowing, understanding,
being acguaintedwith, being aware of, having experience of, or
being familiar with something, someone, or bow to do something.

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

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

We have identified several types of knowledge that are necessary to

perform inforraticn work satisfactorily as follows:

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

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

nvir s 11 - such as the
information community, its participants and their social,
economic and technical interrelationships, etc.

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

slo I- 0, 0111I 4 -0 such as

th, mission, goals, and objectives of the user or the
organization, user's information needs and requirements, etc.
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There appear to be three kinds of skills necessary to perform

information work satisfactorily including:

BasIc_nkills such as cognitive, communication, analytical, etc.

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

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

Attitudes of librarians are found to be extremely important to work

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

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

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

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

The activities and competencies are organized according to the

functions which librarians perform, and by professional level as displayed

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

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

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

It is important to understand the distinction between functions

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

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

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

therefore, the librarian will undoubtedly perform more than a single

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

it is important to consider the functions being performed by

ii 8
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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:

entry level (up to 3 years of professional experience)

mid level (4-9 years of professional experience)

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

The activities performed are listed first and numbered sequen-

tially. The actual assignment of individual activities to subcategories of

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

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

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

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

professionals.

The activities are followed by the validated sets of knowledge,

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

first set have those 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

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



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

The second set of knaoledge, skills, and attitudes have ccapeten-

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

future. Again, the legel of emphasis is denoted by asterisks as follows:

*

**

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

validated it (as essential, &-irable, or not applicable) as

becoming more or less important in the future

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

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

becaning more or less important in the future

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

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

becoming more or less important in the future

denotes competencies rated as currently not applicable which

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

12
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ACQUISITIONS ENTRY LEVEL

Selection

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

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

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

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

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

6. FOrward bibliographic citations for selected serials/numbered series
and dny such materials received in the section to the serials control
section for proceeding

7. Examine 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

S. Assign processing priorities to all material selected for the collec-
tion(s)

9. Maintain a stagy i. record of selection and the usefulness of
various selectic:.

10. Svpervise bibliographic searching and verification:

sea-ch in-process file(s) (items on order, want lista, 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/lumbered
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

1
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ACTIVITIES

ACQUISITIONS ENI'RY LEVEL

Selection lcont'd)

11. Search for trade and non-trade bibliographic information that t.niini-
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 recannended selections in each subject area; consult with
mid level librarian to determine which materials should be placed on
the want list for possible order action at a later date

14. Supervise order/request processing:

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

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

Egatirtimassing
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 pecking lists/invoices
check shipments for damage
examine received items for imperfections
for unsolicited shipments, search in-process file(s) and library's

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

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

damaged/imperfect materials
annotate packing slim/invoices for damaged/imperfect materials,

incorrectly supplied materials, and unwanted materials
annotate 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 1 5



PCITVrIIES

ACQUISITIONS ENTRY LEVEL

Rece.tpt Processing (cont'd)

15. Supervise receipt processing of ordered/requested materials, blanket
order/on-approval shipments, leased materials unsolicited gifts, etc.
(cant' 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
forward any serials/numbered series received to the serials

...7Nntrol section

proceba iraterials for the professional collection as required and

place on the appropriate 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 materials to the cataloging section

at regular intervals

17. Supervise preparation and disposal of unwanted library materials

File Maintenance

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

input orders/requests, want list items, unsolicited receipts
update records based on correspondence received and actiona taken
update records with receipt, return and disposal information
update records with cataloger assignment, if appropriate
update records when cataloging has been completed and items are no

longer in process
delete records at appropriate intervals, maintain statistical

records of file creation and maintenance operations

19. Supervise maintenance of accession records for materials which will not

be added to the library's collections, if required

316



ACQUISITIONS EMU LEVEL

12thez

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

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

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

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

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

25. Conduct library business by phone, when appropriate

26. Write memos and letters, as required

27. Prepare manuals of procedures

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

29. Attend and participate in staff meetings

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

31. Supervise technicians, paraprofessional staff, and volunteers

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

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

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

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

36. Assist in the selection of ned technicians and paraprofessionals

4 17



ACTIVITIES

WIRY LEVEL

Other foci*. dl

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
staff

39. Develop professional contacts both within and outside the library

ACQUISITIONS MID LEVEL

Selection

40. Keep 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 pled on the want list based on
budget constraints

Verification an 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. Wbrk with serials control staff to develop draft procedures for order-
ing and fiscal control of serials/numbered series



ACQUISITIONS MID LEVEL

Fiscal astral
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 from acquisitions and
serials control staff with receipt information noted

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

copies
convert currency to O.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 than to the

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

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

49. Maintain control of the 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 accompany
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. Determine the average cost of each type of library material purchased

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



ACTIVITIES

ACQUISITIONS MID LEVEL

Fiscal Control (cant' d)

55. Assess performance of existing equipment/systems used in acquisitions
and investigate capabilities of other equipnent/systems

56. Remain-led acquisition of new /additional equipment/systems

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

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

59. Gather information for maintenance contracts on equipnent/systens

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

61. Evaluate contractors' proposals

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

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

64. Write articles for professional journals/newsletters when appropriate

ACQUISITIONS SENIOR LEVEL

Selection

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

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

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

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

7
20



ACQUISITIONS SENIOR LEVEL

Set gictif:t(mn=

69. Prepare draft selection guidelines 'o be used ty staff and advisory
groups as an aid to interpreting selection policies

70. Petiodically review staff selections to ensure more uniform interpreta-
tion of the selection policies; conduct training sessions as required

71. Participate in me ings of advisory groups which review lists of
materials selected .or purchase

72. Rvalua,:e the existing collecticn1s) and identify areas of weakness

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

74. 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
automatically

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

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

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

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

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

111121

80. FUncticn as a technical expert in all matters of selection and acquisi-
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 assignment to all incoming library materials



PelriVITIES

ACQUISITIOM SENIOR LEVEL

Other (cont' di,

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

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

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

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

86. Draft a gif* 'icceptance policy statement

87. Identify potential excherje partners

88. Draft an exchange policy statement

89. Draft documentation to establish an exchang2 program

90. Supervise the exchange program

91. Appraise the value of highly specialized and rare materials

92. Identify sources for disposal of unwanted materials

93. Draft documentation to set up disposal program

94. Draft all selection and acquisition procedures and policies; draft
revisicts as required

95. Flat/chart and document selection and acquisition procedures

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

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

98. Train and supervise mid level si:aff

99. Rinction as section manager in his/her abb Ice

2 29
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ACQUISITIONS ENTRY LEVEL

Basic knowledge

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

knowledge

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

* knowledge of foreign languages

LibzumianfianaticalcienmEnadlecia (Generic)

* knowledge of definition, structure, and formats of information
* knowledge of alternetivetappevadhes to the organisation of information
* knowledge of alternatimeapproaches to retrieval of information
knowledge of alternative approaches to information management

* knowledge of available and emerging information technologies and their
applications

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

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

EacraltdstailmitinfazaticsurzLearinamiti
* knowledge of the expanding information community, its participants and

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

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

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

lotion and inforal= habits

Knowledge

nowledge of the acquisitions function, the range of services and
products offered (both actusl and potential)

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

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

*** knowledge of acquisition tools and sources of bibliographic information
*** knowledge of acquisition methods 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.)

1024



PCQUISITIONS ENMY LEVEL

Enadedge of had to do work

*** knowledge of bar to perform the various activities
adrit knowledge of how to use the acquisitions tools and sources of

bibliographic information
*** knowledge of bar to apply the aoguisitiais methods and techniques

* knowledge of personnel procedures

EaCultd92QLt112allonitl1212=1AndthelibrilLY

knarledga of the minion, gads and objectives of the library
it* knowledge of the policies and procedures relevant to the library
* knowledge of the various resources available within the library (e.g.,

personnel, equips*, etc.)
* knowledge of the users' information needs and requirements

it* knowledge of the collection, and of related collections

ACQUISITIONS KM 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-gowned 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

2 5



ACQUISITIONS SENIOR LEVEL

** grater depths of know ledge specified above
* knowledge of public relations techniques
* Imowledge 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 personnel
* knowledge of alternative managesent structures and their isplicaticas

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

12 26





ACQUISITIONS MEW LEVEI

Basic knowledge

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

Subject knowledge

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

* knowledge of foreign languages

librilla_kii&IIIIWILTUINICSJi112/11110 (Generic)

** knowledge of definition, strrarture, and formats of infornsticn
** knowledge of altecnativeapproaches to the organization cif information
** knowledge of alternative approaches to retrieval of information
** knowledge of altermMtiveapporoaches to information management

*** knowledge of available and emerging information technelogies and their
applications

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

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

Eureleck&akalLinfamatigutaLsinirausta

** knowledge of the emending information community, its participants and
their interrelationehips (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 probate offered

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

Enadledge 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 revAred to offer the services and
produce the 'robots

** knowledge of the maims mecums that are necessary to support the
activities

** knowledge of acquisition. tools and sources of hibliograrhic information
** knowledge of acquisition methods and techniques
** knowledge of pecformence and how it can be measured

** knowledge of job ties end working conditions (e.g., range
of &ties, pcobebie compensation, benefits, etc.)

13
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ACQUISITIONS ENTRY LEVEL

HaratledgesiLhadtastuank

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

bibliographic informatial
** knonledge of how to apply the ecquisitions methods and techniques
** knowledge of personnel procedures

niawledoe of the " "nity served and the library

* 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.,

personnel, 'quit:Rent, etc)
** knowledge of the users' Info:itim needs and requirements
** knowledge of the collection, ad of related collections

ACQUISITIONS MID LEVEL

** greater depths of kneeled" specified above
** kne.wledge of the eperatian of other sections in the library and how

they relate to acquisition
ik-a; knowledge of available veselor-etyplied systems, services and prodacts

to snort acquisition
** knowledge of the eantractir.4 process, both in general and within the

organization
** knadedge of esaluatien methods and techniques to evaluate systems,

services end predicts

ACQUISITIONS SENIOR LEVEL

** greater depths of knowledge ',pacified above
** knowledge of public relations techniques
** knowledge of statistical descriptim, analysis, interpretation and

presentation
** knowledge ce the costs emaciated with library resources (materials,

persconsa, Kam, etc )
** knowledge of cost analysis and intarpretation methods
** !marled, of methods of resource allocation
** knowledge of standard', smsures and methods for evaluating personnel
** knowledge of alternative Ann:tures and their implications

for the egeratien at the
** state-of-the-att knowledge of library research and practice

14
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Basic Skills

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

alalLEdittadieCifiCJatilitifia
Ability to

* perform Ask activity
* establish rapport with users and colleagues
* casemicate well by written, verbal and non-verhal means
* conduct an interview
* conduct meetings with individuals and groups
* collect, analyze and interpret data
* make decisions and reammendatices based an available information
* supervise staff
* work independently and in groups
* develop criteria for evaluation

Ability to:

* make effective, timely, and wellinformed decisions
* isolate and define problems and develop the necessary criteria and

action for their solution
* manage time effectively

ACQUISNIONS MID LEVEL

ailliatatScUALfiggiltocirdalictiYiti

** 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



ACQULSITTONS SENIOR LEVEL

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

Ability to:

* apply methods of measurement and evaluation
*** budget and Enke pcojecti a
** optimise the we of libeacy resources

32
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ACQUISITIONS EMI LEVEL

Basic Skills

** literacy, nweracy, cognitive, analytical, orminicatices, etc.

Skills Related to Specific activities

Ability to:

* perfona eagb activity
* establish rapport with users and colleagues

** cameunicate well by written, verbal and non-verbal means
* cotwbct an interview
* enact nesting, with individuals and groups
* collect, analyse and interpret data

** make decisions and reccemenditions based an available informatics
* supervise staff

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

Ability to:

** make effect."." timely, and well info sed decisions
** isolate and define problems and develop the necessary criteria and

actian far their solution
** manage tine effectively

ACQUISITICNS MID LEVEL

filallaBelatuLta12c1Latesiticlatkitt
* skins /fated above are developed to a greater extent

Ability to:

** perceive the needs of the argInisatica and not just the library
** anticipate law-range needs of library
** design getEls and procedures to improve library operatics
** arbitrate and negotiate

34
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ACQUISITIONS SENIOR LEVEL

Ability to:

** away methods -of measurement and evaluation
** budget and make projections
** optimise the use of library resources

35

18



0:1NPETIMM VALIEATED AS
IISSENI'LV., VNISOS EMMME

36



ACQUISITIONS

positional Attitudes

Attitudes Toward Institutions

* Respect for profeesion
* Respect for the library
* Respect for the parent organization

AttitusiesiVarcUltkeLPmat

ZAinalklUS

*** Respect users
* Like people in general
Like children

* Like to help pek,ele
* Like to meet people
* Like to make others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

* Respect oo-workers
* Like to work with others/as a team
* Like to work on own
* Willingness to drew upon and share knowledge and experience with

others
* SUpportive of co-workers

** Enjoy managing/supervising others

Personal Cisklitifia

* Alertness
* Assertiveness
* Compession/Rindhess
* Confidence
* Cheerfulness

*et. Dependability

* Determination/Tenacity
* Diplomacy
* Ssotionsl stability
* Fairness
* Fladbility/Verestility
* Mesginatinn
* Inguisitivenees

37
19



ACQUISITIONS

Personal anutioucataa

* Leadership ability
** Neatness
** Need for achievement

*** Objectivity
* Open-mindedness
* Optimism/Positive attitude
**Orgenizatiaa
* Patience

** Physical endurance
* Resourceful
**Sensitive/Thoughtful
* Sense of humor
* Sense of ethics
* Tolerance

Attitudes Related to Job/Work/Organi -tion

Individual should demonstrate:

** Willingness to take/accept responsibility
* Wi llingues to take initiative
* Willingness to respond to authority, apply and follow policy
* Desire to leana/try
* Willingness to fail

*** Willingness to ask weak=
*** Desire to vork to beet of ability
tot Responsiveness to tine constraints

*** Accuracy
Willingness to get bends dirty

** Attention to detail
* Willingness to do clerical tasks

** Desire to follow-through
* Service orientation
* Organisational identity
Willingness to promote library and its services

* View of library as part of a larger information environment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-tens gains for long-tea goals
* Political sense
* Curiosity
* Variety of interests

** Desire to grow personally
* Desire to grow professionally
* Desire to remain current in specific and general subject field
* Positive attitude tomes, job
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ACQUISITIONS

DiamiticoaLatitusks
Attitudes Toward

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

AlttitudegaararsiStbalesaas
Ta= d ib=

* Respect mere
* Like people in general
* Like children
* Like to help people
* Like to nest people

** Like to mike others feel ofortable
** Sensitive to others' needs

ZfrariDtbraLinlbLitzliplass
* Respect co-wodters
* Like to work with others/as a teen

** Like to work cc assn

** Wi 'Linguae to eras upon aid share knowledge and emperience with
others

* Supportive of co- workers
* Mijoy meinging/supervisbig others

* Alertness
** Assertiveness
* Compession/Sinthess
* Confidence
* Cheerfulness
* Dependability
* Determination/Tenacity
* Ditalcsacy

* Mistime' stability
* Fairness

** Flexibility/Versatility
* Dagination

** Inquisitiveness

40
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ACQUISITIONS

fare g Ix j ut to t e g s a ra

* Leaumbip *linty
* Neatness
* Need for ashievaant
* Objectivity
* Opstraindedness
* Optimism/Positive attitude
* Organisation
* Patience
* Uvalde endance
* Resourceful
* StowitiveMougitful
* Sense of Ivor
* Sense of am.=

** ibleunce

Attitudes Related to Job/NorkiOrgam;attice

Individual should deacestrate:

* Williness to take/accept responsibility
* Ages to take initiative
*
* re

Actlaess to respond to authority, apply and follow policy
to lanznitry

* WiLliegases to fail
* Willingness to ask guesticos
* Desire to work to best of ability
* PAIET...7.Adveness to time constraints* Acal
* Willingness to gat bade dirty
* 111:tentias to detail

* Willingsess to do clerical tasks
* Desire to toner-through
* Service oriel:atlas
* Organiational lantity
* Willingness to promote libcary and its services
** Vier of Many as part of a larger information affirms. at
* View of library as an orgenization
* ilbility to sae broad picture
*
*

ity to
se11111nse

crifice dart-tam gibs for long -team goals
Political

* Curiosity
* Variety of interests
* Desire to grow personally
* Desire to grow proferianally
* Desire b remain awn= in specific and general 'abject field
* Positive attitude toward job

41
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ACTIVITIES

CATALOGING ENI'RY LEVEL

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

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

3. Determine main and added entries

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

5. Classi44 materials using the approved classification system(s)

6. Establish cataloging authority data

7. Establish cross reference data

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

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

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

11. Refer cataloging problems to higher level staff

12. Keep abreast of changes relating to caualogimg procedures (e.g., in-
house memos, LC 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 mews 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

Iv

18. Make recammendaticns 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 participate in staff meetings

23 43



Other (ount'd)

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

21. Train and supervise pre-cataloging searchers

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

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

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

25. Assist section manager in the review and performance Pvlluation of
staff supervised

26. Assist in the selection of new technicians

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

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

29. Develop professional contacts both within and outside the library

CATALOGING MID LEVEL

30. Perform cataloging and classification of difficult materials

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

32. Supervise Littering, as required

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



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

BibLiZirita

37. Supervise maintenance of accession records, if appropriate

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

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

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

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 then to the
circulation section for distribution

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



BlittligaiLELMARimu

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

mark materials with the library system's identificatica 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

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

Qther

50. Prepare manuals of procedures for limited cataloging, flattering, crea-
tion and maintenance of bibliographic files, and for physical process-
ing of library materials

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

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

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

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

55. Recce:mend acquisition of new /additional equipment/systems

2616



CPSALOGDE MID LEVEL

;other (=it'd)

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

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

58. Gather information for maintenance contracts on equipment/systems

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

60. Evaluate =tractors' 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

Sigaikni09

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



OtTALOGIIC SENIOR LEVEL

guitissitasuontai

71. Revise all cataloging performed in section and/or under contract to
ensure consistence of interpretation of library's cataloging policies
and standards

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

73. Maintain a summary record of revision statistics

QM=

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

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

76. Select/develop cataloging input forms

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

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

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

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

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

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

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

84. Work with serials control and interlibrary loan staff members to
produce and/or update the library's serials holdings list
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CRTALOGING SENIOR LEVEL

Other (cant'd1

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

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

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

88. Flowchart and document all cataloging section procedures

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

90. Analyze cataloging section statistics and prepare draft statistical
reports

91. Train and supervise mid level staff

92. Function as section manager in his/her absence
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CAMLOGIM ENTRY aVEL

ado knowledge

*** knowledge related to literacy, nineraCyg comunicatices, etc.

flibleflUsniidlete

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

* knowledge of foreign languages

LibiasyLinforuatisalloiongeltnadledge (Generic)

** knowledge of definition, structure, and formats of information
knowledge of alternative approaches to the orgsnizatice of infoinetion

* knowledge of alternative approaches to retrieval of information
* knowledge of alternative approaches to information management
* knowledge of available and emerging information technologies and their

applications

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

** knowledge of career opportunities
* knowledge of how to learn man ongoing basis

EaCradirMb2ItAllfOIZIon-woritimementet

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

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

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

knowledge of the wars of the services and products, their character-
lotion and information habits

EnsZdedgeoLlibitaeorLisalone

** knowledge of the cataloging fziction, the range of services and
protbzts 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 cataloging tools and sources of bibliographic inforeatiam
*** knowledge of cataloging methods and

teti* knowledge of Peateleeme eapectad aid haw be seasured
* knowledge of job reeponsibilities aid working auditions (e.g., range

of duties, pro bile ampensatics, benefits, etc.)

30 51



EMMY LEVEL

EnculedgeSILIMLIALAUMIL

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

bibliographic 'emotion
*** knowledge of how to apply the cataloging methods and techniques
** knowledge of personnel procedures

* knowledge of the mission, goals and objectives of the library
bowler* of the policies and procedures relevant to the library
knowledge of the merlons resources availatile within the library (e.g.,

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

CATAIDGIN3 MID LEVEL

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

t relabetomtaloging
knot/ledge of availatae 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
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Basic knowledge

knowledge related to literacy, numeracy, cannunications, etc.

subject knowledge

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

* kncwledge of foreign languages

Library & Information Science Engiasigfa Meneric)

* knowledge of definition, structure, and founts of intonation
** knowledge of alternative approaches to the organization of informatics
** knowle..,e of alternative approaches to retrieval of information

-** knowledge of alternative approaches to information management
knowledge of available and raterging information technologies and their

applications,
** troirledge of completed and ongoing research i.. the field and its

applicability to practice
** knowledge of career cuzatunities
** knowledge of hoty to learn on an ongoing basis

Biowledge about Information work envircunente

** knowledge of the expanding 'amniotic:in ccmzunity, its participants and
their interrelationships (social, economic, technical, etc.)

*** knowledge of the variety of wait Battings and their organizational
structures

** knowledge of the !kinetic= perforred within the various work settings
and the services and products offe.-ed

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

incwledVALANILitaLiELAIM

* knowledge of the cataloging function, the range of servi?.er and
products offered (both actual and potential)

* knowledge of the &attrition that are required to offer the se, vices and
produce the product

** knowledqe of tie' variou

s
s resources that are necessary to support the

activities
knowledge of cataloging tools and sources of bibliographic information

* knowledge of cataloging methods re-.3
** knowledge of performance expected anrchntileecan be measured
** knowledge of job responsibilities anti working conditions (e.g., zange

of &tic 4 prdmble ccapmaaticn, benefits, etc.)
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CATALOGING EWAN LEVEL

Ina/ledge of how to do work

** knowledge of haw to perform 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

InsalesigegthesannunityseriacLandthalibram
** knowledge of the
** lalowledge of the
** knowledge of the

personal,
** knowledge of the
* knowledge of the

mission, goals and objectives of the library
policies and procedures relevant to the library
various resources available within the library (e.g.,

equipment, etc.)
users' infonation needs and requirements
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 contracthlg process, both in general and within the
organization

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

CATALOGIM SENIOR LEVEL

* greater depths 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,

personnel, space, etc.)
** knowledge of cost analysis and interpretation methods
** knowledge of methods of resource allocation
* knowledge of standard's, measure's and Tor_thods for evaluating personal

** knowle3ge of alternative management b...ructures and their implications
for the operatiat of the library

** etate-of-the-art knowledge of library research and practice
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*** literacy, numeracy, cognitive, etaelytical, comanicatiams, etc.

aillaleliitesUstAlerairamtlyities
Ability to:

* perform but activity
* establish rapport with users and colleagues
* ocamamicate well by written, verbal and non-verbal mews
* conduct an interview
* conduct meetings with individuals and groups

collect, analyse and interpret data
* 'take decisions and reocnnendaticos based an available informatia:
* supervise staff

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

Ability to:

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

action for their solution
** =rage time eff.ztively

CATALOGIN3 KID LEVEL

filiillsieJaradtsLacklogiaragtimitY

*** mills 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 proceddres to improve library operations

arbitrate and negotiate



CATALOGING SENIOR LEVEL

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

Ability to:

* apply methods Cl neasurenent and evaluation
* budget and make projections

** cstiaize the use of library resources
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CATALOG= ENTP3 LEuEL

Skills Related to Specific Activities

Ability to:

* perform ask activity
* establish rapport with users and colleagues
* cunicate well by written, verbal and non-verbal means

** conduct an intervier
** conduct meetings with individual; and groups
* collect, analyze and interpret data

** mike decisions and rectmeamticas based an available information
* supervise staff
* work independently and in groups

*1* develop criteria for evaluation

Ability to:

* woke effective, timely, and wellinformed decisions
* immolate and define problems and develop the necessary criteria and

action for their solution
* manage time effectively

CATALOGIN3 MID LEVEL

fikillaRelactiyikr
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 q:eraticas
** art!ltrate aid negotiate

CATAIDGIN3 SENIOR mE'VEL

Ability to:

* actill tlx of measurement and evaluation
* budget and lake projections
* optimise the use of library resources

37
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CATALOGING

MEMEitimaliktitudlit

Attitudes Toward Institutiong

* Respect for professiai
** Respect for the library
* Respect for the parent orgeniantian

Attitudes Toward Other People

Toward llstra

** Respect users
* Like people in general
Like children
Like to help people

* Like to meet people
* Like to make others feel canfortable
* Sensitive to others' needs

2ALSECUMWESUILVILECMIiplEa

** Respect on4workers
* Like to work with others/as a team
Like tom* on own

* Willingness to domr upon and Share knowledge and experience with
others

* Supportive of co- workers

** Enjoy managing/Supervising others

kessmaLszialitisa

** Alertness
Assertiveness

* Compassion/Kindness
* Confidence
* Cheerfulness

*** Dependability
* Determination/Tenacity
* Diplomacy
* Emotional stability
* Fairness
** Plealbility/Wrsetility
* Imagination
* ThquisitIvemes

** Leadership ability
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CATALOGIM

222112011LCUAlitilta1020tAL

* Neatness
* Need for achievement
**Objectivity
* Oenizindeoess
* Optimism/Positive attitude
* Organisation

** Patience
* Physical endurance
* Mescurceful
**Sensitive/Thoughtful
* Sense of humor
* Sense of ethics
* Tolerance

Attitudes Related

Individual should demonstrate:

Willingnees to take/accept responsibility
* Willingness to take initiative

** Willingness to respond to authority, apply and follow policy
** Desire to learn/try
* Willingness to fail

eft* Willingnems to aik questions
** Desire to work to best of ability
** Responsiveness to thee ccestraints

*** Pccuracy
* Wil lness

totem
hands dirty

***
* Willingness to do clerical tasks
** Desire to follow-through
* Service orientation
* Organizational identity
* Willingness to promote library and its services
* View of library as part of a larger intimation arriarmient
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short -tom gains for keg-term goals
* Political sense
* Curiosity

** Variety of interests
** Desire to grew personally

Desire to grow professimally
* Desire to remain current in specific and general tject field
** Positive attitude bawd job

39
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atitudeLyoward Institutions

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

Attitudes Toward Other People

Toward Users

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

Toward Others in the Workplace

* Respect co-workers
* Like to work with others/as a teas
* Like to work an an
* Willingness to draw upon and share knowledge and emperiamoe with

others
* Supportive of co-workers
* Ihmjoy anaging/aupervising others

* Alertness
** Assertiveness
* Ciompessiam/linchess
* Confidence
* Cheerfulness
* Dependability
* Determination/Tenacity
* Diplomacy
* Rmotiamml stability
* fairness

** Flaribility/Versatility
* Ingiamtion
* Inquisitiveness

** Leadership ability
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AcrxvrnEs

CIRaLATION AND REA= SERVICES ENI'RY LEVEL

1. Supervise daiiy operation of the circulation desk:

receive requests for materials
fulfill requests for materials
issue, renew, receive materials

examine returned materials for damage, proper markings, etc.
discharge materials
maintain circulation files
reserve 1.1c1Ps for individual users
follow-up overdues
collect overdue fines
collect funds for lost materials
maintain record of funds collected and charges assessed
register users
maintain registration file
provide users with information on circulation policies and pro-

cedures
place returned materials on appropriate boo' trucks
forward damaged materials to the collection maintenance section
maintain record of circulation and user statistics
maintain temporary files of requests for materials owned but not

found in the collection
maintain tempora.2 files of requests for materials not owned by

the library

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

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

4. Perform circulation procedures when necessary

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

6. Read/review new library materials and prepere short synopses, as re-
quired

7. Compile reading lists C. specific subjects and/or for special groups of
users

8. Recommend acquisition of new materials for the collection(s)

9. Assist usecs in selecting materials



ACLWITIFS

CIRCULATION MD READER SERVICES ENTRY LEVEL

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

11. Monitor use of rare and valuable materials

12. Assist users in the operation of kV and other equipment

13. Schedule facilities for users to preview films am; other A-4V software

14. Supervise the distribution of new accessions lists

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

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

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

18. Schedule use of meeting roans

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

20. Keep informer, of current copyright legislation and its impact oa
libraries and users

21. Conduct library business by phone, when appropriate

22, Write memos and letters, as required

23. Prepare manuals of procedures

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

25. Attend and participate in staff meetings

26, Provide an merview of the operations of the unit/section visitors,
as requested

27. Train and supervise technicians, paraprofessional staff, and library
volunteers

28. Work to develop "esprit de corps" among star: supervised

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



piernrriss

CIRCULATION AND READER SERVICES HEW 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, or legislation that affect circulation and use of library
materials

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

34. Develop professional contacts both within and outside the library

CIRCULATION AIM READER SERVICES MID LEVEL

35. Review requests for "not found" and "not owned" materials and forward
requests for selectee. 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 sessions 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. 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

44. 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

45. Work with collection maintenance and cataloging staff members to recom-
mend changes in supplies/methods for physical processing of litcary
materials when current processing is inadequate

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

47. Recommend acquisition of new/additional equirment/systens

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

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

50. Gather information for maintenance contracts on equipment /systems

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

52. Evaluate contractors' proposals

53. Train and supervise entry level staff

54. Assist in the selection of new professional staff

55. Write articles for professional journeleiheosletters when appropriate

56. Function as a technical expert in the section

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

58. Develop draft standards for providiLl service to users

59. Recommend alternatives to traditional library sere icy (e.g., mini
libraries ha shopping malls)



ACTIVITIES

CIRCULATION AND READER SERVICES SENIOR LEVEL

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

61. 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 1 brary service needs and selection of
library materials

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

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

64. Work with selection, reference, and collection maintenance staff to
identify materials which should be retained in microform for pcsserva-
ticn

65. Work with selection, reference, and collection maintenance staff to
identify valuable/rare materials in the collection which require spe-
cial treatment

66. Make inquiries and recamendations concerning the advertisement, publi-
cation, and distribution of print and non-print materials prepared by
section staff

67. Draft circulation procedures and policies; draft -evisions as required

68. Flowchart and ctcument circulation procedures

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

70. Analyze circulation statistics and prepare draft statistical reports

71. Analyze financial data and prepare draft financial reports

72. Supervise mid level staff

73. --tion as section manaor in his/her absence

15





CIRCULATION & READER SERVICES DIME( LEVEL

c knowledge

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

Subject knfidedge

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

** knowledge of foreign languages

LiIMUY1112faantigaidengailladedge (Generic)

** knowledge of definition, stricture, and founts of informatics)
knowledge of alternative approaches to the organisation of informatics)
Imowledge of alternative approaches to retrieval of informatics
knowledge of alternative approaches to information menagament
knowledge of available and emerging informatirn technologies and their

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

applicability to practice
* bun/ledge of career opportunities

** knowledge of how to lanai on an ongoing basis

Einiled9LAZILInfaMatignle2dAVIDZEIDUE

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

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

* knowledge of the functions performed within the various work settings
and the servi.:ea and products offered

knowledge of the users of the services and i acts, their character-
istics and information habits

kadleckaALmbat mrklaskag

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

*** knowledge if the activities that are required to offer the services and
produce the predicts

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

* )mowledge of aromatics vistas
knowledge of circasation methods and teclaiques

* knowledge of marketing techniques and public relations
knowledge of parfoimence eximeted and how it can be measured

* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable aispematias, benefits, etc.)



CIRCULATION & REPDER SERVICES MERE LEVEL

InOraattealUsatlgguistrli

** knowledge of bow to perform the various activities
*** knowledge of bar to use the circulation testers
** knowledge of bow to apply the circulation methods and tedinklues
** knowledge of persamel procedures

marl edge of the admire served and tfe 7 ib dry

** lmowledge of the missicm, 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.,

personnel, equiptentere'
hi,*** knowledge of the =fonation needs and zewiremerts

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

CIECULOION & READER SERVICES POD ma.

** greater depths aE bradedge specified above
*** knowledDa of the cceratioms of other sections in the library arl how

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

to support circulation and user services
knowledge of the contrecting *access, both in general and within the

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

services and products

anananoN ma) READER SERVICES SENIOR LEVEL

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

presentatial
** knowledge of the costs associated with library resotanes (eatftrials,

personnel, spank etc.)
* knowledge of oast analysis and interpretation methods

Imowledge of methods of resource allocutian
** knowledge of standards, meemores and method" for evaluating personnel
* knowledge of alternative structures and their implications

for the gal:atlas of the
** statemat-the-art knowledge of library research and practice
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CIRCULATION & READER SERVICES ENTRY LEVEL

Basic knowledge

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

** knowledge of the primary subject field of 1184. served (e.g.,
literature, music, etc.)

*** knowledge of foreign languages

kihrfuLlinformation Science Knviledge (Generic)

** knowledge of definition, structure, and formats of infonation
** knowledge of alternative approaches to the organization of Jamaica
** knowledge of alteontheapproadbes to retrieval of info ontias
** knowledge of albenntivemcproadbes to informmtionmausgement

*** knowledge of available and emerging infonmatiar *echnnlogies and their
applications

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

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

Knowledge about information work environments

*** knowledge of the emending information community, its participants and
their interrelationships (social, ecologic, teolnical, etc.)

*** knowledge of the variety of work settings and their organisation].
structures

*** 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 predicts, their character-
inking and information habits

Incwledge of what work is done

** knowledge of the circulation function, the range of services and
products offered (both anal 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 circulation systems
* knowledge of circulation methods and tedbmiwes

*** knowledge of marketing tedhniques and public relations
** knowledge of performuce and how it on be measured
** knowledge of job reeports r sties and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)
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CIAZULATION & READER SERVICES ENTRY LEVFA,

Basic S1til1s

*** literacy, rumeracy, cognitive, analytical, camnicaticos, etc.

,Skills Related to Specific Ictivitiql

Ability to:

***
** perform iamb activity

establish rapport with users and colleagues
*** =masticate well tv written, verbal and rson-verbal means
* ands* an intervies
* conduct meet.::ngs with individuals and groups
* collect, analyze and interpret data
* sake decisions and recammendatiam 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 neoesaazy criteria and

action for their solution
*** swage time effectively

CI ION & READER SERVICES MID LEVEL

4i11a13elatecLiglachAndfiragtiviti

*** Skills listed above are developed b3 a greater .istert

?ability to

*** perceive the needs of the ormemity and not just the library
* anticipate long-range needs of lry
* design systems and procedures to improve library operations
* arbitrate and negotiate
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CIRCULATION & READER SERVICES SENIOR LEVEL

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

Ability to:

*** gill, methods of nessurament and evaluation
*** beget and make projections
*** optimise tbe use of library resources

52 82
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CIRCULATION & READER SERVICES ENTRY LEVEL

ilini;_lkills

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

AWE Related to Specific Activitleg

Ability to:

** perform sea activity
** establish rapport with users and colleagues
** amamicate well by writtea, verbal and non-verbal mew

*** conduct an interview
** conduct meetings rith individuals mad grows

*** collect, analyze and interpret data
** mire declaims and reommendations taped co available information
** supervise staff
** work independently and in groups

*** develop criteria for evaluation

Ability to:

** seke effective, timely, and well-informed deoibiane
*** isolate anti define problem and dsalop the necesseary criteria and

eat= for their ealutian
IA Nonage time effectively

CIRCILICION & READER SERVICES MID LEVEL

Skills Related to Etch_ Spgcific Activity

* Skills listed a re are developed to a great.x =tent

Ability to:

** perceive the needs of the coanity and not :I At the library
*** =tickets lam-range needs of library
"rig design systems and procedures to *ewe library operations
*** arbitrate and negotiate
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aRCULATION & REKJER SERVICES SENIOR LEVEL

* Skills listed above are developed to a greater eater::

Ability to:

** apply methods of measurement and evaluation
** budget and make projections
** optimise the use of library resources

83
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L1RCULA2ION AND REAM SERVICES

22iMititiQnalittitildee

Attitusta_22sWilnatitatiQDE

** Respect for profesatcn
*** Respect for the library
** Respect for the pare* organisation

ittitudes Toward Other People

Z2i4=SSLS

*** Respect users
** Like people In general
* Like dmildren

*** Like to help people
** Like to neat people
* Like to make others feel carCortable

*** Sensitive to others needs

Toward Others in the Workplace

** Respect co-workers
* Like to work with other as a temo
Like to work an own

** Willingness to draw upon and dr re knowledge and experience with
others

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

*** Alertness
* Assertiveness
* Canpassion/Kindiess

** Confidence
* Cheerfulness

** Dependability
* Detemidneticoirenacity

*** Diplomacy
* Ilmotionel stabity

** Fairness
*** FlesibilityAlbrsatility

* Imagination
* leguisi.tiverstes

87
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aRCULATION AND READER swam

Personal (Dualities

* Leadership ability
* Neatness
* Need for achievement

** Objectivity
** Open-sinimbeas
* Optimism/Positive attitude
* 0

*** lex:e
* lbysical end zone

** Resourceful
* Bensitivernought.al
* Sense of humor

** 9ense of ethics
** Tolerance

Attitudes Related to Job/Work/Orgmlization

Individual should demonstrate:

** Willingness to teke/aocept responsibility
* Willingness to take initiative

*** Willingness to remand to authority, iscply and follow policy
** Desire to learn/try
* Willingness to fail

** Willingness to aek questions
*** Desire to mock to best of ability
** Responsiveness to tine constraints
** Acasracy
* Willingness to get hands dirty
* Attention to detail
* Willingness to do clerical. tasks

** !Moire to follow-through
*f Service oriskatial
* Organizational identity
* Willingness to promote libmaq an:I :.ta services
* View of library as part of a Urger information erryirament
* of library as an mini:akin

** Ability to see broad picture
* Ability to sacrifice short-term go*fais for longterm goals
* PoLttical Name
* Curiosity
* Variety of Int* Asia
* Desire to grow personally
* Desire to grow professions:a:2-
* Desire to amain current in specific and general snbject field

*** Positive attitude toward job
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COMPETENCIES VALIDATED AS BECOPHIn
MORE VERSOS LEM Deanne

IN THE MIME
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CIRCILATION AND READER SERVICES

atitafkalialAaltlititlitiCOS
e* Respect for profession
** Deeps* for the library
** Respect for the parent organisation

Other Pule

=callous
** Respect users
** Like people in general
** Like (Miran
lef' Like to help people
** Like to meet people
** Like to sake others feel oceefortable
** Sensitive to others' needs

IctaulDthezgLin...t.ht2lakplua

** Respect oo-workers
** Like to work uith others/as a tees
** Like to work an can
** ifillbsgmess to drew upon and *ere knowledge and eoperienoe with

others
** SuEportive of co-workers
** I:Way menaginglaperviainj others

** Alertness
** Assertiveness
* Casassion/liinthess
* Confidence
* Cheerfulness

** Dependability
** Detersinationtralacity
** Diplomacy
** Emotional stability
** Fairness
** rledbility/Versatility
* Isaginetion

** Inquiaitivenals





RELIC LIBRARIAN CDPIPNITICIES

OCIALEKTION NAINTMPICE



ilcrivnus

COLLECTION MAINTENANCE ENTRY LEVEL

§torage Maintenance

1. Supervise orde:ly maintenance of shelves and storage Areas

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

2. Schedule and supervise shelf reading

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

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

measure present collection by categories
measure shelving/storage equipment capacity

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

adjust height of shelves
prepare shelf lables and stack guides

preservation of Materials

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

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

7. Supervise in-house treatment of materials

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

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



ACTIVITIES

COLLECTION MAIITIENANCE ENTRY LEVEL

Binding

9. 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 incomplete volumes and notify serials record' section of

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

file with binder
prepare materials for shipment/pick-up
update binding rer.mds with shipment/pidc-up date
update circulation records for materials sent to bindery
receive materials from binder
inspect materials for conformity to requirements
check Shipment against binder's packing slip/invoice
update binding records with date of return
update circulation records for materials returned from bindery
forward invoice to proper office for payment
maintain file of invoices and other docunenti 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 dhelflist cards/Catalog records
identify materials for which the descriptive cataloging does not

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

review
forward records for missing items selected for replacement to the

riquisitians section for ordering
forwaid 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 operations and weed-
ing operations
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COLLECTION MAINTENANCE ENTRY LEvEL

CU=

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

14. Oanduct library business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

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

18. Attend and participate in staff meetings

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

20. SUpervise technicians and other paraprofessional staff

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

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

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

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 and library prac-
tice that affect binding, and storage and preservation of library
materials

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

28. Develop professional contacts both within and outside the library
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ACTIVITIES

COLLECTION MAINTENANCE P1D LEVEL

Storave,Maintenange

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

30. i'Apervise the shifting of the collection (s)

preservation of Materials

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

32. Supervise the preservation treatment of rare/Older materials

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

34. Supervise the microfilming of selected materials for preservation

35. Determine proper treatment of damaged materials

36. Notify acquisitions section of material which needs replacement

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

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

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

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

41. Examine library regularly for sourcea of moisture, fire or unauthorivd
entry



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 use
of ;..he circulation system to control materials sent to the bindery, to
identify heavily used materials, and to identify all materials which
circulated during a specified time period

Inventory and Weeding

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

49. Work with reader services and circulation W-4ff members to draft pro-
cedures for identifying materials which should be reviewed for possible
weeding

12thea

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

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

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

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

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



ACIFIVITIES

COLLECI'ION MAINTENANCE MID LEVEL

Other (coital

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' proposals

58. Train and supervise entry level staff

59. Assist in the selection of new professional staff

60. Write articles for professional journals /newsletters when appropriate

ODLLECTION MAINTENANCE SENIOR LEVEL

Storage Maintenancq

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 cJ1-
lection(s)

Preservation

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

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

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

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

68. Draft a policy statement concerning the preservation versus the re-
plecement of library materials
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ACTIVITIES

CDLLECTION NAINIMANCE SENIOR LEVEL

preservation (cont'd)

69. Draft guidelines for stafl . use in selecting materials for cleaning,
repair, reinforcement, binding, or repLwement

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. ROD3=3105 the frequency at which inventories should be conducted

75. Prepare a draft final report on the status of the collecticm(s1 follow-
ing inventory

ether

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

7/. Draft revisions to collecticn 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
repots

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

82. Train and supervise mid level staff

83. Ftnction as section manager in his/her absence
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CONPErENCIES VALIDATED AS
EBSERI'IAL VEFSOS DESIRABLE

1.e 0



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

AbiulbladWO

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

** knowledge of foreign languages

Libnumianfarontiallaiessmikaeledge (Generic)

* knowledge of definition, structure, and formats of information
* knowledge of alternative approaches to the organization of information
* knowledge of altaum*-breawproadbes to retrieval of information

knowledge of alternative approaches to leamm*.ion management
* knowledge of available and emerging information technologies and their

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

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

EnariedgealaiLlifamaticnas

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

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

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

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

EnadlestadwhatszrLigslont

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

* knowledge of the activities that are rer_ixed to offer the services and
produce the protects

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

** knowledge of collection maintenance tools and sources of infematim
* Imowledge of collection maintenance methods and techniques
* knowledge of perfonmnce expected and how it can be measured

** knowledge of job responsibilities and working crudities (e.g., range
of duties, probable compensation, benefits, etc.)
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Dcwledge of how to do work

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

tediniques
* knowledge of personnel procedures

Da/ledge of the caumunity served and the library

* 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 mailable within the library (e.g.,per, equipment, etc.)

** knowledge of the users' informatics needs and requirements
** knowledge of the collection, and of related collections

ODLLECTDDN MAINTENANCE MID LEVEL

** greeter depths of knowledge specified above
*** knowledge of the operations of other sections in the library and bow

they relate to oollectionsminkensnce
* knowledge of available vector- .supplied systems, services and products

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

organisation
* knowledge of evaluation methods and techniques to evaluate systwv

service° and products



COLLECTION NAINEENNiCE SENIOR LEVEL

greater depths of knowledge specified above
knowlete of public relations techniques
knarledge of statistical description, analysis, interpretation and

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

personnel, space, etc.)
** knowledge of cost aneysis and interpretation methods

luxmledge of left& of resource allocaticn
lutowledge of eta/Arras, memos and methods for evaluating personnel
knowledge of alternative wunagement structures and their implicaticas

for the cperation of the library
tate-of-the-art knowledge of library research and practice



alPIPErENCIIE VALIDATED AS HEMP=
MIRE VEFSUS LEES DIFOREATIT

IN IBE ru=
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CDLLECTION MAINTENANCE ENTRY LEVEL

attnirjRiamledgff

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

Subject knowledge

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

*** knowledge of foreign languages

Library & Information Science Elm/ledge (Generic)

** knowledge of definition, structure, and formats of information
*** knowledge of alternative approaches to the organisation of information
*** knowledge of alternative approaches to retrieval of information
*** knowledge cif alternative approaches to information management
*** knowledge of available and waging informatics technologies and their

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

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

Sim/ledge about information work envirmmeas

** knowledge of the expanding infamation amenity, its participants and
their interrelationehips (social, economdc, tednical, 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

1212cdeLigeDLASLEMLILAGe

** knowledge of the collection maintemnce function, the range of services
and procbots offered (both actusl and potential)

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

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

** knowledge of collection maintenance tools and sources of informaticat
** knowledge of collection maintenance methods and techniques
** knowledge of performonce impacted and how it can be measured
** knowledge of job responsibilities and working andttiatts (e.g., range

of duties, probable compensation, benefits, etc.)



CCIALEMICti KAINTENANCE ENTRY LEVEL

tnowledge of how to do work

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

techniques
** knowledge of personnel procedures

powledge of the community served and the library

** knowledge of the mission, goals and objectives of the library
** knowledge of the policies and procedules relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment, etc.)
** knowledge of the users' information needs and requirements

knowledge of the collection, and of related collections

COLLECTION MAINTENANCE MID LEVEL

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

they relate to collectionamintenance
*** knowledge of available vendbr-supplied systems, services and products

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

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

services and products

COLLECTION MAINTENANCE SENIOR LEVEL

** greater depths of knowledge specified above
4* knowledge of plaid 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 pegsonnel
** knowledge of alternative menagement structures and their implications

for the operation of the library
** state-of-the-art knowledge of library reeeardb and practice
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COMPEIVICIIE INMATE) AS
EESEta'IAL VERSOS DISIRAILE
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slams

(ONION MAINZ' ANCE WIRY LEVEL

Magic Skills

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

SallaPieUtist ts262ecifichatiiities
Ability to:

* perfona limb activity
** establish rapport with users and colleaguer
** ommunicate well by written, verbal and non- verbal means

conduct an interview
* conduct meetings with individuals and groups
* collect, analyze and interpret data
* sake decisions and recommendations based on available information
* supervise staff

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

Ability to:

* wake effective, timely, and well - informed decisions
* isolate and define problems and develop the necessary cr4totia and

action for their solution
* nonage time effectively

COLLECTION MAINI'ENANCE MID LEVEL

SiiliaBellteitiLWURSCificaCtiYiti
* 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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COLLECTION MAINI'ENANCE SENIOR LEVEL

** Stills listed above are developed to a greater extent

Ability to:

*** apply methods of seasureatent and evaluation
*MR
***

=wand sake projectiam
the use of library resources
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aNESTENCIIS VALIDATED AS RN ONING
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COLLECTION MAINTENANCE ENTRY LEVEL

Basic (ills

* literacy, nuaeraLy, cognitive, analytical, ccanunicatices, etc.

Skills Related to Specific Activities

Ability to:

** peaces sagb activity
** establish rapport with users and colleagues

ccomunicate veil by written, verbal and non - verbal means
** conduct an interview
** =az* meetings with individuals and grays
** collect, analyze and interpret data
" Rae declaims and reammendaticos based an available infoniaticn
** supervise staff
** work independently and in groups
" develop criteria for evaluation

Ability to:

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

action for their solution
le* manage time effectively

couzcncv MAINTENANCE MID LEVEL

gills_ Related to Each Specific Activity

* Skills listed above are developed to a greater eztent

Ability to:

** perceive the needs of the organizatiai and not just the library
** anticipate lay-range needs of library
** design systems and procedures to improve library operations
"I arbitrate and negotiate
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CCILLECTICN MAINTENANCE SENIOR LEVEL

** Sicilia listed above are developed to a greater extent

Ability to:

** apply methods of measurement and evaluation
** budget and make projections
* optimise the use of library resow"es
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COMPETINCIES VALUATED AS
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Araraoss

COLLECTION MINIMA=

httitudaticanalnatitatisma
** Respect for profession

to** Respect for the library
* Respect for the parent organization

Attitudes MarsUltinrazala
Toward Mere'

*** Respect nee=
* Like people in general
* Like children
* Like to help people
rke to meet people

* Lute to sake others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

*** Respect co-workers
* Like to work with others/as a teen
* Like to work an own

*** Willingness to dray upon and share knowledge and eaperience with
others

** Supportive of oc-iworkers
* Enjoy managing/supervising others

** Alertness
Assertiveness
CompunionAincbees

* Confidence
Cheerfulness

*** Dependability
** Detemainatiam/Tenecity
* Diplancy
* Motional stability
* Fairness

** Flesibility/Versatility
* Imagination
* Inquisitiveness
* Leadership ability
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COLLD^TION MAINTENANCE

Personal Qualities (cont,d)

* Neatnses
Need for achievement

** rbjectivity
** Open-mindedness
* Optiniss/Positive attitude

*** Organization
** Attie:we

lbysicel endurance
* Resourceful
* Sensitive/Thoughtful
* Sense of tumor

** Sense of ethics
** Iblerance

Attitudes Related to Job/Work/Organization

Individual should demonstrate:

*** Willingness to take/accept resprnsibility
WilLingness to take initiative

*** Willingness to respond to authority, apply and follow policy
*** Desire to learn/try

* Willingness to fail
*** Willingness to ask questions
*** Desire to work to best of ability
*** Responsiveness to tine constraints

** Aoctuzscy
** Willingness to get lends dirty

*** Attention to detail
* Willingness to do clerical tasks

*** Desixe to follow-through
* Service orientation
* Organizational identity
* Willingness to promote library and its services
* Viet of library as part of a larger infoantial ewircznent
* Vier of library as en orgenixstial
* Ability to see broad picture
* ?Ability to sacrifice *Cc t-terie gains for long-tern goals

Political sense
* Curiosity
* Variety of interests
* Desire to gray personally
* Desire to grow professionally

** Desire to remain current in specific and general /abject field
*** Positive attitude toward job



COVE T/ VALUATED AS BBCDMING
ICRE VERSUS LISS DIPCRISVE

Dl 'lEE PM: IRE
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03LLECTION MAINTENANCE

zdjspositima Attitudee

Attlitudeaishard InstitutiQDD

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

Attitudes Toward Other elf

=mai Ipso
** Respect use -s
** Like people in general
** Like children
** Like to help people
** Like to meet people
** Like to make others feel comfortable
** Sensitive to others' needs

Toward Others in the Workplace

** Respect co-workers
** Like to work with others/as a teas
** Like to work on own
** Willingness to dram upon and share knowledge and experience with

others
* Supportive of co-workers

** 'Way menaging/supervisbig others

EcrangSailitini
** Alertness
** Rasertiveness
** OcepasslaViindaess
** Confidence
** Cheerfulness
** Dependability
** Datemeinaticatienacity
** 1Diplonscy
** Sectional stability
** Fairness
** Flexibility/Verentility
** Imagination
** Inquisitiveness
** Leederehip ability
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CCLOCII1N MIIVENANCE

Personal Oualitiesagssit2s11

'a* Neatness
** Need for achievement
** Objectivity
** Opst-minderbess
** Optiaissr/Positive attitude
** Organisation
** Patience
* Physical ordnance

** Resourceful
** Seesitiveilbougbtful
** Sense of hum
** Sense of ethics
** 'Millrace

Attitudes Related to Jolahlork/OrganizAtim

Individual should demonst.i.dte:

* Willingness to take/accept responsibility
* Willingness to take initiative
* WiL 'ingress to respond to authority, apply and follow policy
* Desire to learn/try
* Willingness to fail
* Willingness to ask questions
", Desire to work to best of ability
* Respcnsivasess to tom: °restraints
* Poo roc

* Will to get hand, dirty
* Attention to detail
* Willingness to do clerical tasks
* Desire to folkow-through
* Service orientation
* Orgenisatianel identity
* Willingness to promote library and its services
* View of library as part of a larger informatics swiromment
* View of library as as orgenisatics
* Ability to see brood picture
* Ability to sacrifice short-term gabs for long-term goals
* Political sense

** Curiosity
** %%rift of interests
** Desire to gra, personally
** Desire to grow professionally
** Desire to remain current 111 specific and general sk:iect field
** Positive attitude toward job
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Interlibritaltxrsttngalal

1. Receive users' requests for obtaining material from other libraries

2. Discuss cost consideraticas and time constraints with users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Determine best source for obtaining materials

6. Determine alternate source(s) for obtaining materials as required

7. Supervise processing of MB requests:

complete loan forms, including copyright compliance notice
collect ILB processing charge frac users, if applicable
transmit 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 materials to users
update circulation/MB files for circulated materials
receive materials from users
examine materials for damage, proper markings, etc.
update circulation/ILB files for returned materials
prepare borrowed materials for nailing/delivery
follow-up overdues
collect overdue 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

IntraliboalandincLaLL1

9. Receive ILL requests

10. Examine ILL forms for copyright compliance
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ACI7VITIES

INI'EFLIBRARY LOAN ENTRY LEVEL

Interlibrary Lending ULU (cont'd)

11. Supervise processing of ILL requests:

return ILL forms lacking proper copyright compliance notice
determine location of material in library
locate material in the collection

photocopy journal articles and porticos of printed materials
prepare library materials/photocopies for mailing/delivery
update circulatico/ILL files for loaned materials
examine returned materials for cinnage, proper markings, etc.
update circulation/ILL files for returned materials
shelve returned materials
follow -up overdues

collect /charge overdue fines, if appropriate
collect funds for lost materials or receive replacement materials
return ILL forms to originator for materials not owned/not avail-

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

Stirs

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

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

16. Conduct library business by phone, when appropriate

17. Write memos and letters, as required

18. Prepare manuals of procedures

19. bake recommend:dons to the section manager for improvement in opera-
tions of the unit/section and for impcovenent in services to users
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INI'ERLIBRARY LOAN ENITT LEVEL

Other (cunt' d)

20. Attend and participate in staff meetings

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

22. Supervise technicians and other paraprofessional staff

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

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

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

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

27. Assist in the selection of new technicians and paraprofessionals

28. Keep abreast of developments in the information field, library prac-
tice, or legislation that affect interlibrary borrowing and lending

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

30. Develop professional contacts both within and outside the library

INTERLIBRARY LOAN MID LEVEL

31. Snrward ILL "not found" and "not owned" requests and ILB requests to
acquisitions section

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

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



ACTIVITIES

INTERLIBRARY LOAN MIDLEVEL

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

35. Reconnend acquisition of new /additional equipment/systems

36. Train staff in operation and in-house maiaimance of equipment /systems

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

38. Gather information for maintenance contracts on aquipment/systems

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

40. Evaluate contractors' proposals

41. Train and supervise entry _eve staff

42. Assist in the selection of new professional staff

43. Write articles for professional journals/newsletters when appropriate

INTEEIBRARY LOAN SENIOR LEVEL

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

45. Work with serials control and cataloging staff to develop a serials
holdings list

46. Mice inquiries and recamnendations concerning the advertisement, publi-
cation, and distribution of the serials holdings list

47. Work with reference and acquisitions staff to analyze library resources
in the area and make recamnendatices 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 :-itch 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 rwILB statistics and prepare draft statistical reports

53. Analyze financial data and prepare draft financial reports

54. Supervise mid level staff

55. iunctico as section manager in his/her absence



031PETENCIES VALUATED PS
ESSEICIAL VERSOS DESIMBLE

.125



Basic knowledge

*** knowledge related to literacy, izzaeracy, caounications, etc.

Egblect kw/dada

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

** knowledge of foreign languages

LibamianemmatiaLaciewInicidedge (Generic)

* knowledge of definition, structure, and formats of information
knowledge of alternative approaches to the organization of information

* knowledge of alternative approaches to retrieval of information
'at/ledge of alternative approaches to information management

* to ledge 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 learn an an ongoing basis

ErgzeglageAbQuLlassmatiousaluezircanota

knowledge of the evulding information =nullity, its parti4ipants 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
ind the services and products offered

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

Diailedgcsitatatmrkleui2a2

* knowledge of the interlibrary loam function the range of services and
products offered (both actual and potential)

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

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

** knowledge of Arteries:my loon tioxis and sources of information
** knowledge of interlibrary loon methods and techniques
* knowledge of peribmemoe expected and how it cm besmeared
** knowledge of job responsibilities and working conditions (e.g., range

of duties, probable aspensation benefits, etc.)
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ENDILEGE

INPERLIBRAW LOAN MeV LEVEL

12E8afEbtatilacwtsulamd.

** knowledge of how to perform the various activities
** knowledge of bow to use the interlibrary low tools and sources
** knowledge of how to apply the interlibrary loan methods and techniques

knowledge of personnel procedures

Itiiawledae of the oammunity served and the library

* 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.,

personnel, equipment, etc.)
* knowledge of the users' informatics coeds and requirements
* knowledge of the collection, and of related collections

INPERLIBRARY WAN KID 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 available vendor-supplied systems, services and products

to auffort interlibrary loan
knowledge of the contracting process, both in general and within the

organisation
knowledge of evaluation methods and tedmigues to evaluate systems,

services and products
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*** greater depths 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,

personnel, space, etc.)
* knowledge of cost analysis and interpretation methods
* knowledge of 'methods of resource allocation

** Icrourledge of standards, measures ad methods for evaluating personnel
* knowledge of alternative sanagenent structures and their implications

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

* know ledge related to literacy, naseracy, comunicatials, etc.

21kiSILISIlediNigt

* 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 infonstion
** knowledge of alternative approaches to the organisation of information
** knowledge of alternative *promise to retrieval of information

*** knowledge of alternative approaches to information management
*** knowledge of available and merging Jar-motion tecisologies and their

icatiaw
** knowledge of ccapleted and ongoing research in the field and its

applicability to practice
** knowledge of career cciporta-ities
** knowledge of how to lemur -a an ongoing basis

gnat/ledge about information work environments

** knowledge of the wending information comeunity, its rarticipents and
their interrelationships (social, economic, technical, etc.)

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

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

m knowledge of the users of the services and products, their character-
istics and infoasticn habits

zpowledge of what work is done

** knowledge of the interlibrary loan function, the range of services and
prodacts offered (both actial and potential)

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

** Imowled3e of the =riots resources that are necessary to figwort the
activities

** knowledge of interlibrary loan tools and sources of information
** knowledge of interlibrary loan methods and techniques
** knowledge of performance and how it can be measured
** knowledge of job and working ocnditicns (e.g., range

of duties, probable cmgensatioc, benefits, etc.)



Encygledge of hod to do work

** knowledge of hat to perform the various activities
** knowledge of how to use the interlibrary loan tools and sources
** knowledge of how to apply the interlibrary loan metbocU and techniques

*** knowledge of personnel procedures

isnowledge of the community served and the library

*f nowledge of the ethnical goals and objectives of the library
* Icnowledge of the policies and procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment, etc.)
*** Arledge of the users' Info:Entice needs and requirements
*** knowledge of the collection, and of related collectials

wrimusmiet IDAN MED LEVEL

** granter depths of knowledge specified above
** knowledge of the operations of other sections in the library and bow

they relate to interlibrary loan
** Impala* of available vembr-sumlied systems, services and products

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

organisation
*** knowledge of evaluation 'methods and tedstiques to evaluate systems,

services and products

INTERLIBRARY IDAN SENIOR LEVEL

** granter depths 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,

persoasel, apace, etc.)
** knowledge of cost analysis and interpretation methods
** knowledge of 'methods of remoutoe allocation
** knowledge of standards, measures and methods for evaluating personnel
** knowledge of alternative management structures and their isplicatices

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

INfERLIBRARY LOAN ENTRY LEVEL

agic Skills

*** literacy, nameracy, cognitive, analytical, commications, etc.

fikalLECIALCUSLINCAticaldkitita

Ability to:

* perform jab activity
* eslablids rapport with users and colleagues

** ccimamicate well by written, verbal and non-verbal semis
* conduct an inter/Lew

conduct meetings with individuals and groups
* collect, analyse and interpret data
* make declaims and room -radiations based on available information
* supervise staff
* work independently and in groups
* develop criteria for evaluation

Ability to:

* wake effective, timely, and well-informed decisions
* iaolate and define problems and develop the necessary criteria and

action for their solution
*** menage time effectively

INTERLIBRARY IRAN MID LEVEL

fikillLEelated112Jachocifialativiti
** 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 imam library operations
arbitrate and negotiate



INI'ERLIBRARY IRAN SENIOR LEVEL

** Skills listed above are developed to a greater extent

Ability to:

** apply methods of measurement and evaluatiai
* budget and make projecticas

*** optimize the use of library resources
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CD/WITTENCIES 'VALIDATED AS BEMMING
PURE VERSOS LISS IMPORTANT

IN THE PUILIRE
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INTEELIERAW LOAN WRY LEVEL

=Lc Mille

* literaw numeracy, cognitive, analytical, ccomnicaticns, etc.

Iiiiilkarailtedraagati"Ctilit"13
Ability to:

** perform Blab activity
** establish rapport with users and colleagues
** ccommicate well by written, verbal and non-verbal means
** candiact an interview
** cones meetings with indivicbsls and groups
* collect, analyze and interpret data

** sake decisions and recommendations based on available information
* supervise staff

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

Ability to:

** make effective, timely, and well-infonaed decisions
** isolate and define problem and develop the necessary criteria and

acticn for their solutice
** manage time effectively

MID LEVELIlfliERLIBRARY WAN

Skills Related to.IlidlEpedaraCtiiitY
* Skills listed above are developed to a greater extent

Ability to:

** perceive the needs of the orgerkizaticn and not jolt the library
** anticipate long-singe needs of litcary

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



INTERLIBRARY LOAN SENIOR LEVEL

gm Skills listed above are developed to a greater extent

Ability to

11* apply methods of veasurament and evaluation
** budget and make projections
** optimise the use of llbcaly reso.roes
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INIERLIBRARY IDAN

DiaMeitiMALAttitifttE.

atitild28-22dAallititliti=
** Respect for protessiat

*** Respect for the library
** Respect for the caret orgenbatica

Awituctiagdazulthaittas
Zris allai:.t

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

*** Sensitive to others' needs

15241=112tbrailatbrabrkalaa

** Respect co-worker's
* Like to work with others/as a teem
* Like to work morn

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

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

Personal

*** Alertness
* Assertiveness
* CcelpassiaViandness
* Confidence
* Cheerfulness

*** Dependability
* Determinatice/Tenacity
* Diplacy
* Raoticnal stability
* Fairness
** FleadbilityPersatility
* Imagination
* Inquisitiveness
* Leadership ability
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* Neatness
* Need for achievement

** Objectivity
** Open-sinderbees
* Optimise/Positive attitude
* Organisation
* Patience
* Physical endurance

*** Resourceful
* Sensitive/Thoughtful
* Sense of honor
* Sense of ethics
* Tolerance

Attitudes Related to Job/Work/Organization

Individual should demonstrate:

cc Willingness to take/acceci: responsibility
* Willingness to take initiative

** Willingnees to respund to authority, apply and follow policy
* Desire to learn/try
* Willingnesi to fail

*** flining:a to ask questions
* Desire to work to best of ability

*** Responsiveness to tine constraints
*** Accuracy

* Willingness to get hands dirty
*** PA:teethe* to detail

* Willingness to fin clerical tasks
*** Desire to follow-through
** Service orientation
* Orgenisationel laentity
* Willingness to pranote library and its semi es
* View of library as part of a larger informal. _an enviranent
* Vies of library as an orgenisation
* Ability to see band picture

** Ability to sacrifice short-term gains for long-term goals
** Political sense
* Curiosity
* Variety of interests
* Desire to grow personally
* Desire to grow prafessionelly
* Desire to resin current in specific and general subject field

** Positive atfthde toward job



CDICIVINCIES VALIDATED AS BKCIENG
KRE VERSOS LESS MORTAR?

Di TEE ,RUM
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RELIC LMARIAPI CDPMMIES

IIMAGNIffe
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AGRIVITiBS

SENIOR LEVEL
MANN3EmENT (Section Manager)

C,eneral Administration

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

2. Prepare written section/branch objectives

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

4. Evaluate current activities in terms of the section/branch's objectives

5. Identify required statistics and reports

6. Prepare final version of section's/branch's annual reports and other
reports

7. Supervise clerical staff who

type correspondence, reports, etc.
answer phones
sort and route mail
maintain se,4.4cn/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 camnunity

9. Assess future needs and develop long-range plans

10. Recommend new activities /programs when appropriate

ZiLADCAALIIIIDMISOt

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

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

15. Establish costs for services, if appropriate
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SENIOR LEVELmamma (Section Manager)

ZinandilUtaisamtLon=

16. Supervise charging for services, if appropriate

17. Determine the cost of in-house versus contract processing and services

18. Supervise the deposit of any funds received

Policies and Procedures

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

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

21. Monitor established policies and guidelines

22. Revise policies and guidelines as required

23. Review and approve/modify procedures recarmended by staff

IttattonadAfactlyitiste

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/bcanch

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

kYlitinaikkskaiguinclissig0

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

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

31. Work with systens staff/representatives and section/branch staff to
resolve problems with operation of automated systens, if applicable
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ACTIVITIES

MANASEMDIT
SENIOR LEVEL

(Section Manager)

agattiggialadigentanalgraajgg,andices_
32. Work with architects and interior designers to plan section/branch

design and layout for new facilities

33. Plan the rearrangement of existing facilities

34. Select furnishings for section/branch

35. Request maintenance of facilities as required

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

37. Recommend and support acquisition of selected items

38. Arrange for purchase of approved items

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

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. Evaluate contractors' performance

zfasnalnel Mdnaa M t and Staff

43. Review staffing and work loads to ensure that employees are
utilized

properly

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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MAMA:MEW
SENIOR LEVEL

(Section Manager)

22/8gDaelAIDASISMODUCKLardia

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 promotion

54. Approve library-funded training for staff

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

56. Present awards

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Communication

61. Conduct staff meetings

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

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

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

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)

111MketIngindlubliG2eLltkos

66. Establish and maintain good working relationships with librarians from
other libraries in the area

67. Communicate with other libraries regarding any difficulties associated
with cooperative activities

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

69. Receive official visitors to the section/branch

70. Arrange for overviews/tours of the section's/branch's operations

71. Coordinate the production of publications /informatics products by
section/branch staff

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

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

IIIIMUS±LancUlmelsament

74. Identify problem areas related to the section's/branch's activities/
objectives whica require further study

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

76. Evaluate the recommendations of the studies

77. implement new programs /procedures as appropriate
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ACTIVITIES

MANIGEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

General ALWALAtigD

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
systens within the institution

4. Evaluate 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 carmunity

9. Assess future needs and develop long-range plans

10. Recommend new activities/programs when appropriate

Zinancialliannement

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
administrators

13. Supervise expenditure and control and operatation within the budgets



ACTIVITIES

MANAGEMENT

SENIOR LEVEL
(Library 1%._ector/

Library Syste.n Directc )

Einancialilmemeat. ',antic11.

14. Establish financial policiPr and procedures in keeping with the
inettution's overall financial operations

15. Supervise the establishment of costs for services, if appropriate

16. Supervise charging cor services, if appropriate

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

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

'cliches and Procedures

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

20. Present policies to institutional administrators for concurrence

21. Supervise the monitoring of established policies and guidelines

22. Supervise the revision of policies and guidelines as required

23. Review and 'approve/modify procedures recommended ty staff

Management of Activities

24. Supervise overall operation of the library/livrary system

25. Coordinate library/library system activities with the insitution

26. Supervise the establishment of work schedules to ensure adelurl-e
staffing of the:it:retry/library system

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

28. Identify activities wh:::;b could be curtailed if staff reduction and/or
budset cuts were requires.,
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ACTIVITIES

MANAGEMENT

SENIOR LEVEL
(Library Director/

Library Systen Director)

,stems Analysis and_Desian

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

30. Review and approve/modify file design data for library/librat, system
files as recainended by staff

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

Icilities. apipment and Supplies, and Contract Services

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 reaLaingement 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 acquisition of
equipment, forms, supplies and systems

38. Justify acquisition of selected items to institutional administrators

39. Supervise for purchase of approved items

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

41. Review and approve/modify major contract documentation

42. Ouperv:de An-house management of contract activity

43. Supervise the evaluation of contractors' performance



AcrzymEs

MANAGE pa

SENIOR LEVEL
( Library Director/

Library System Director)

personnel Management and Staff Develogment

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

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

46. Request and justify new positions

47. Supervise staff recruitment after staffing requests are approved

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

49. Ensure that new staff receive proper orientation and on-the-job
trainino

50. Review personnel records of senior and director's staff

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

52. Prepare written performance evaluations for senior and director's
staff

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

54. Suggest ways in which individual members of senior and director's
staff may improve performance and/or became eligible for promotion

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

56. Review/prepare documentation for awards, grievance actions, separa-
tions, etc.

57. Present awards

58. Discipline senior and director's staff as required
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14ANPIRMEIC

SENIOR LEVEL
(Library Director/

Library System Director)

aniC0112USDitMent4aLTALLICE21=ent IMO=

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

60. Approve leave for senior and director'3 staff

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

Cammicatices

62. Attend staff meetings of senior institution staff as the representative
of the library/library system

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

64. Ensure that communication is maintained within the library/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 sponsoring institution

66. Make preliminary arrangements for cooperative efforts with other
libraries/library systems and/or with libcary/tdbliographic networks

67. Represent the library /library system or designate representative(s) for
joint projects with other librartes/library systems and/or with
library/bibLcgraphic networks

Mateting and Public Relations

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

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

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

71. communicate with other libraries/systems/networks regarding any diffi-
culties associated with cooperative activities
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ACTIVITIES

MANPZEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

Marketing and Public Relaticos (=It'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
system

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

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

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

Besearch and Development

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

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

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

82. Approve and supervise implementation of nfw program/Procedures as
appropriate



CONPEITIMIES VALIDATED AS
!INERTIAL VESSOS =DAME
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MAC SENIOR LEVEL

Basic knowledge

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

LigthICIALMeledge

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

** knowledge of foreign languages

LibriumilinesamatiallclowLEnottledge (Generic)

Ihk knowledge of definition, structure, and for ats of information
** knowledge of alternative approaches to the organisation of informatics
** knowledge of alternative approaches to retrieval of management

information
*** knowledge of alternative approaches to inforatim menagement
*** knowledge of available and emerging information technologies and their

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

applicability to practice
knowledge of career opport2mities

*** knowledge of boor to learn on an ongoing basis

EnadledaibsetInfamaticturakspyi=sta
*** knowledge of the expending infomtias amenity, its puticipents and

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

structures
** knowledge of the frictions performed within the various work settiags

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

istics and information baits

itadirigeALithateXILitstaa

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

eeilk knowledge of the activities that are required to offer the services and
prod= the products

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

*** knowledge of meniqament tools and sources of information
*** knowledge of menedarent asthode and
eeilk knowledge of perfornance and hotacircirarn be measured
eeilk knowledge at job and working additions (e.g., range

of &sties, probate acepensation, banefits, etc.)
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tensizman SENIOR LEVEL

tic knowledge

* konadedge related to literacy, immeracy, cammunicaticns, etc.
Subject knowledge

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

* knowledge of foreign languages

LibramiInfamatiaLidenceZacaledge (Generic)

** knowledge of definition, structure, and toasts of infor mation
at knowledge of alternative approaches to the organization of 'emotion
** knowledge of alternative approaches to retrieval of anagement

informatics
*** knowledge of alternative approaches to information manager *
** knowledge of available and emerging information technologies and their

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

applicability to practice
* knowledge of career oppoctamities

** knowledge of bow to learn on an ongoing basis

lingdiesigradacat:afonaticcuankAn

** knowledge of the expending information calamity, its partictents and
their interrelationships (social, economic, technical, etc.)

** luiowledge of the variety of um settings and their orgrnmizaticral
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 informatics) habits

Frodledgft_dadat work is &et

* knowledge of the management function, the range of services and
ixoducts offered (both actual and potential)

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

* knowledge of the varia is resources that are necessary to support the
activities

* knowledge of omegas* tools mid sources of informatics
* bade* of monagement methods and
* knowledge of performed, expected and hawitilsain be measured
* knowledge of job responsibilities and working conditions (e.g., range

of duties, preamble copensmalat, benefits, etc.)



ENONLEDGE

MR54E14E471' SENIOR LEVEL

Dowledge of how to Ab wok

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

information
** knowledge of how to apply the menagement methods and techniques
* kncmledge of personnel procedures
* knowledge of the cgeratians of other sections in the library and how

they related to manageent
** knowledge of available vendu-supplied systems, services and products

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

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

services and products
** knowledge of public relations techniques
** knowledge of statistical description, analysis, interpretation and

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

personnel, spice, etc.)
** knowledge of cost analysis and interpretation methods
** knowledge of methods of resource ..Vocation
** knowledge of standards, measures and methods for evaluating personnel
** knowledge of alternative amnagement structures and their iaplicaticns

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

InarlesbestthancLtheilbriva
* knowledge of the mission, goals and objectives of ltbrary
* knowledge of the policies andlprocedbres relevant to the library
* knowledge of the various resources available within the library (e.g.,

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



CCMPErENCIES vAtsrramp AS
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SENIOR LEVEL

1311 L ailla
*as literrcy, numeracy, cognitive, analytical, communiz-1ms, etc.

Ability to:

* perform Bea activity
*** establish rappo with users and colleagurt es
** coommicate well by written, verbal and Aca-verbel mans
*** conduct en interdet
*** conduct meetings with individurds and grays

*** sake Oscillate and recomeendatims based on available information
** collec, analyse ancl interpret data

*** supervise stafcf
*** work independently and in groups
** develop criteria for evaluatice

Ability to:
uv,* Enke effective, timely, and well-informed declaims

criteria* Isolate and define problems Lod develop the necessary cr ia
"Aim for their solution

** memage time effectively

fikillajelar231"2/4"22ratfirjk2f4Ltrj.
Ability to:

*** perceive the Hof tbe monist:tem and not lust the library
** anticipate long-rabge needs of library
* design irystems and procedures to improve librauy °P sans

*** arbitote av3 negotiate
** apply methods a measalseet and evaluaticn

*** takjet and sake projections
** cptimise the use of library resources



COIEWENIZIES VALTEATED AS BEIMING
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SENIOR LEVEL

Buie
* literacy, numeracy, cognitive, analyti^al, ooumicatices, etc.

Skills Related to Specific Activities

Ability to:

* redone sea arttOty
** establish zappoL_ with users and callagues
** communicate well by written, verbal and non-verbal means
** =Oat as intervier
** or-.. pct meetings with individuals and groups
**. collect, analyze and interpret data
** make decisions and recamendaticne based on available information
** supervise staff
*a work independently and in groups
** devel,'n criteria for evaluation

Ability to:

** make effective, timely, and well-informed dearth=
** leolate and define problque and develop the necessary criteria and

action for their solution
** menage time effectively

Skills Related to ach Specific Activity

Ability to:

** perceive the needy. of the orgenivtion and not just the library
** anticipatekng-rmagelameds of library
** desigm systems and procedures to improve library operations
** arbitrate and negotiate
** apply methods of aeasuremint and evaluation
** bet cod make projetic.as
** optiaiz.) the um of library resources

165
113





I tin



Personal Qualities fiDont'd)

* Neatness
* Need for achievement

*** Objectivity
*** Open-mindedness

* Optimdam/Positive attitude
* Organisation
* Patience

irnysical endurance
** Reecurceful
* Sensitive/Thoughtful
* Sense of humor

*** Sense of ethics
** Tolerance

Attitudes Related to Jab/ fork/Oronization

Individual should demonstrate:

*** Willingnems to take/accept responsibility
***Willingnems to take initiative
** Willingness to respond to authority, apply and follow policy

*** Desire to learn/try
**Willingness to fail
***Willingness to ask questions
*** Desire to work to beet of ability
** Responsiveness to tine constraints
* Accuracy
* Willingness to get hands dirty
* Attention to detail
Willingness to do clerical tasks

** Desire to follow-through
** Service orientation
** Organizational identity
** Willingness to promote library and its semioes
** View of library as pert of a larger informatimu environment
*** Vies of library wan organization
*** Ability to see broad picture
** Ability to sacrifice short-tens gains for long-tens goals
** Political sense
* Curiomity
* Variety of interests
* Desire to gm personally
** Desire to grow profaisioadly
* Desire to remain current in specific and general subject field

*** Positive attitude toward job

168
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Personal Qualities

* Neatzsess
* Need for achievement
* Objectivity
* Open-minclethess
* Optimism/Positive attitude
* Orgenisatica
* Patience
* Physical endurance

** Resourceful
** Sensitive/Ihoughtful
* Same of humor
** Sense of ethics
* Tolerance

Attitudes Related to Job/Workft)ronization

Individual should demonstrate:

** Willingness to take/accept responsibility
** Willingoess to take initiative
* Willingness to respond to authority, apply and follow policy
* Desire to learn/try
* Willingness to fail
* Willingness to ask questions
* Desire to work to best of ability
* Reeponsiveness to time ocntraints* may
* Willingmess to get hands dirty
* Attention to detail
* Willingness to do clerical tasks
* Desire to follow-through
* Service orientation
* Organisational identity
* Willingness to pamote library and its services

** View of library as part of a larger information environment
* View of library as an orguttsatial
* Ability to see brood picture
** Ability to sacrifice shoLt-tom gains for long-tam goals
** Pbolitiasl aeon
* Curiosity
* Variety of interests
* Desire to gran personally
* Desire to grow professionally
* Desire to remain =rent in specific and general subject field
* Positive attitude toward job



POILIC LIBRARM CDPPETENCIIE

IGIFIRMICZ



ACITVI'ITES

REFERENCE EERY LEVEL

,Solicited Searches

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

2. Counsel users on specifying information requirements

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

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

5. Determine appropriate source (e.g., databases, printed publications,
experts, czc.)

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

7. Review retrieval output for relevancy

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

9. Translate titles and abstracts

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

12. Refer users to other information services, as appropriate

12th2L

12. Answer ready reference questions

13. Instruct users in reference methods, sources, services and policies

14L Alert users to non-print and in-house developed sources of information

15. Perform bibliographic verification as required

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

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

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

19. Maintain a record of reference searching statistics

118 173



NYIVITIES

REFERENCE Et IW LEVEL

Other (ocrtND

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

21. Conduct library business by phone, when appropriate

22. Write memos and letters, as required

23. Prepare an information package for mars to describe reference services
and policies

24. Prepare manuals of procedures

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

26. Attend and participate in staff meetings

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

28. Supervise technicians and other paraprofessional staff

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

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

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

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

33. Assist in the selection of new technicians and paraprofessionals

34. Keep abreast of new and changing reference sources, services and tools

35. Keep abreast of new and developing technologies applicable to reference
searching

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

37. Develop professional contacts both within and outside the library

119 174



Solicited Searches

38. Perform more complex searches

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

Unsolicited Searches

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

41. Identify topics and develop search strategies

42. Cbnduct searches

43. Evaluate search results

44. Prepare searches for publication

45. Distribute published literature searches

ZIRK

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

47. Schedule and supervise shelf reading of the reference collection

48. Make preliminary selection of forms and/or develop dh.....ft record formats
for all reference files and operations

49. Identify and evaluate amnercially available information services

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

51. Recarnend acquisition of new /additional equipment/systems/services

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

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

120175



ACFIVITTES

REFERENCE MID LEVEL

Other (cont' d)

54. Gather information for maintenance contracts on equipment/systems

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

56. Evaluate contractors' proposals

57. Train and supervise entry level staff

58. Assist in the selection of new professional staff

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

REFERENCE SENIOR LEVEL

Solicited Searches

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

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

lituidicitfsUsimghtli

62. Review unsolicited searches performed by others and suggest additional
sear& strategies as appropriate

63. Prepare executive analyses 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



REFERENCE SENIOR LEVEL

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

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

70. Review and weed the reference collection on a regular basis

71. Review and weed reference source files on a regular basis

72. Work with reader services, interlibrary loan and selection staff mem-
bers to analyze library resources in the area and to make recommenda-
tions concerning the degree to which duplication of reference
collectices should occur

73. Work with reader services and selection staff to ccalpile lists of
reference books and standard works which comprise a basic collection in
each major subject area. Ni e editions of these materials are acquired
when published

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

75. Draft reference service procedures and policies; draft revisions as
required

76. Flowchart and document reference service procedures

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

78. Analyze statistics and prepare draft statistics' reports

79. Develop charging strategies

80. Analyze financitl data an_i prepare draft financial reports

81. Handle deposit cf funds/assessment of charges

82. Supery 4e mid level staff

83. Motion as s,..4..on manager in his/her absence

i77
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Basic knowledge

*** kncwledge related to literacy, noseracy, coenniontions, etc.

21b.iflallladedge

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

**x knowledge of foreign languages

Liblialinfamict) E(1210212112dgE (Generic)

* knowledge of definition, structure, and forests of information
* knowledge of alternative azzproaches to the organization of infornation
* knowledge of alternative ap2rasches to retrieval of nfornatian
* knowledge of alternative approaches to information management

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

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

** knowledge of career opportunities
** knowledge of how to '!".9Ers an an ongoing bags

ingdosigeabotjamatjanjarli environmente

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

* knowledw of the variety of work settings a7i their organizational
structures

* knowledge of the functions perfor within the various work settings
and the services and prodtcts o.,ered

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

ISZtagginALzheanJUILdraft

fra* knowledge of the refererce fanatics, the range of services and products
offered (both actual and ratential)

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

* knowledge of the various realuroew `tat art necessary to rapport the
activities

*** knowledge af refltrace/referral tools and sources of infolmaticn
** knowledge of reterenceireferral methods and techniques
* bowleige rf perfomence eapected and how it can be measured

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

of &t es, probable m.:mnratice, benefits, etc.)

123 179



=FOAM e...batlAktMVIA

*** knowledge of how to perform the various activities
" knowledge of how to use the reference /referral and other sources
** knowledge of haw to apply the referee referral methods and tedmiques
* knowledge of persamel procedures

e of the aonrmaiity served and the library

* knowledge of the mimics, goals and objectives of the library
`** kisowlage of the policies and procedures relevant to the library
** knowledge of the various resources available within the library (e.g.,

personnel, equipment, etc.)
** kinglet* of the mem' informatial needs and requiremeitl

imowledge of the collectice, and cif related collections

REFEP-10E KED LEVEL

** greater depths of knowledge specifieC 3bove
* knowledge of the cperatices of abler sections in the library and huw

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

to support reference

* know:ledge of the contracting process, both in general and within the
organization

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

* knowledge of public relation techniques

180
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REFERDCE SENIOR LEVEL

*** greater depths of knowledge specified above .

** lacy ledge of statistical description, analysis, interpretation and
presentation

knowledge of the costs associated with Library. resources (materials,
personal, space, etc.)

* knowledge of -oot analysis and interpretation methods
knoodedge of ...Abode of resource allocatiai

** knowledge of standards, measures and methods for evaluating perm:nal
* knowledge of alternative management structures and their implications

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

125
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Buie knowledge

it* knowledge related to literacy, numeracy, commicatials, etc.

aibject knualedge

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

** thOwledge of foreign languages

Libuzy_Linfonnation Science Dow],facigg(Generic)

knowledge of definition, etructure, and forams of information
*** knowledge of alternative approaches to the organisation of information
*** Imowledge of alternative apixoadmes to retrieval of infonmation
** knowledge of alternative approaches to information management
*** knowledge of available and merging information technologies and their

applications
** knarledie of completed and ongoing i Amearcb in the field and its

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

SnirdledgKALOLLinfatmatiCAUGUI env cti is

**'' knowledge of the expanding information cossanity, its participants and
their interrelationships (social, economic, tachnicml etc.)

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

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

** knowledge of the users of the services and Products, their character-
istics and infomaticri habits

Knowledge of what work is time

** knowledge of the referenoa 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 reference/referral tools and mouroes of informatial
** knowledge of reerence/referral methods and techniques
** knowledge of peofkremnot sweated end hew it can te memured
** knowledge of job responsibilities and untie; conditions (e.g., range

of duties, probable opensation, benefits, etc.)
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CDIVEIINCIES VALIDIEISD AS
assErmx, VERSUS DESIRABLE
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***literacy, numeracy, cognitive, analytical, ccamicatims, etc.

Ocilla Related to Specific Activities

Ability to:

* perform each activity
*** establish rapport with users and colleagues
** cmomunicatelmell by written, verbal and noa-verbal seams
** i..-caduct an Interview

** conduct meetings with individuals and groups
* collect, analyze and interpret data
* make declaims and reocamerlations based a. available informaticm
* supervise staff
* work Iiimmxler*.ly and in groups
* develop criteria for evaltatim

Ability to:

* sake effective, timely, and well -informed lecisicos
isolate and define problems and develop the necessary criteria and

action for their solution
** manage time effective4

PEIERENCE MID LEVEL

Skills Related to Bich Specific Activity

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

Ability to:

* perceive the needs of the orgenizatial and not just the library
* anticipate long-range needs of librar
* design systems and procedures to improve library operations
* arbitrate and negotiate

1281 86



slams

REFERENCE SENIOR LEVEL

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

Ability to:

** apply methods of seasurenent and evaluation
** budget and sake projections

*** optimize the use of library resources

187
129
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,5 MIRY LEVEL

&Ws Skills

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

Skills Related to Specific Activities

Ability to:

** perfom fat activity
** establish rapport with users and colleagues
** comuni.cate well by written, verbal and non-verbal means
** conduct an interview
** conduct meetings with Inclivianls and groups
** collect, analyze and interpret data
** sake decisions and reommendations bawd 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 criteria and

action for their solution
** menage time effectively

REF EREICE MID LEVEL

Ocilla Belated to Each Specific Activity

** Skills listed above are developed to a greater extent

Ability to:

** perceive the neede 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



REFERENCE SENIOR LEVEL

* Stills listed above are developed to a greater extent

Ability to:

** apply :methods of measurement and evaluation
** budget and make projections
** optimise the use of library resources

190
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REFERENCE

Dispositional Attitudes

ittitalskiaaarialnatitilti2n6

** Respect for profession
*** Respect for the library
* Respect for Or parent orgmmbention

Attitudes VIdsrd Other People

Toward Users

*** Respect users
** Like people in general
* Like Children

** Like to help people
* Lake to meet people
* Like to make others feel comfortable

*** Sensitive to others' needs

Toward Others in the Workplace

** Respect coovorkers
* Like to work with othere/as a team
* Like to work an umn

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

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

Personal Cualities

** Alertness
* Assertiveness
* Ccmpassion/gincbes6
* COnfidemce
* Cheerfulness

*** Dependability

* Detemeinatial/Ifenacity
rdpiamy

** Rmoticmal stability
** Fairness

** nexibility/Versetility
* lmeginetiam

**inquisitiveness
*** Leadership ability

192
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REFERENCE

$= _Qualities (cont'd)

** Neatness
** Need for achievement
** Objectivity
***Open-mindedness
* Optiaiin/Positive attitude
* Organization
* Patience
* Physical endurance

*** Mesommcefb1
* Sensitive/Thoughtful
* Neese of humor

** Sense of ethics
*** Molezonce

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 learn/try
Willingness to fall

** Willingness to ask questicas
** Desire to work to best of ability
** Responsiveness to time constraints
** Accuracy
* Willi:140ms to get hands dirty
* Attention to detail
* Willingness to do clerical tasks

** Desire to follow-through
** Service orientation
** Organizational identity
* Willingness to promote library and Its services
* View of library as part of a larger information environment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice shortterm gains for long-term goals
* Political sense
** Cbriosity
* Variety of interests
* Desire to grow personally
* Desire tog= professionally
* Desire to remain current in specific and general subject field
** Positive attitude toward job

1331 9 3





Diewsitional Attitudes

AttitalCigra Toward Ir latit jib

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

Attitudes Toward Other People

Toward Users

** Respect users
** Like people In general
** Like children
** Like to help people"
** Like to meet people
** Like to weft others feel comfortable
** Sensitive to others' needs

Toward Others In the Workplace

** Respect co-meters
** Like to work with others/as a teas
* Like to work an an

** WiLlincpess to drier urn and share knowledge and espy ience with
others

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

EsumnalClualitiou

** Alertness
** Assertiveness
** aspassionikincbess
** Catidence
** Cheerfulness
** Dmpendebility
* Deterainaticatrenacity

" DIPlalacY
** Motional stability
** Fairness
** FleacibilityMersatility
** Imagination
** Inquisitiveness
** Leadership ability

195
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Verification_and_Orderrnq

1. Receive citationa for selected serials/numbered series from the acqui-
sitions section

2. Receive citations from professional staff for subscriptions for the
professional collection

3. Receive issues/parts of serials/numbered series from the acquisitions
section which were received on approval, as gifts, etc.

4. Develop a working knowledge of the library's collection development
policies and guidelines

5. Refer questionable citations/items to supervisor for selection review

6. Determine source of procurement for each title ordered (jobber, direct,
gift, exchange, etc.)

7. Supervise ordering of serials/numbered series:

verify and locate additional bibliographic deta 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
prepare subscription orders, including the proper "ship to"

addresses for branch copies, 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-issue orders to different sources as required
order replacement copies of damaged/lost issues
process renewals
maintain a statistical record of ordering operations

8. Search for trade and non-trade bibliographic information that techni-
cians are unable to locate; refer problems to higher level staff, as
appropriate
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sERT.ALscornam MIR/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 cn each piece (classification number,

special collection symbol, etc.)
mark materials with the library's identification
affix security labels
place issues in special binders, if appropriate
place new serial titles on the appropriate truck for delivery to

the cataloging maim
place items which have title changes on the truck for cataloging
place new issues for the reading room on the appropriate truck
place issues for the stacks on the appropriate trucks
place iSSUS for brandies on appropriate trucks if check-in is

performed centrally
deliver trucks to proper locations
annotate receipt on packing slips /invoice copies, if received, and

forward to the acquisitions section
annotate packing slips/invoice copies for damaged/imperfect or

unwanted hardbound series; forward docimentation and pieces
to the acquisitions section for processing

place surplus materials in specified area to await proper disposal
by the acquisitions section

maintain record of receipt processing statistics

10. Assign processing priorities to new serial titles and to other series
requiring update of cataloging records

File Maintenance

11. Supervise creation and maintenance of serials records:

input records for central library and branch copies ordered
update records with data re: cancellations, reissues, claims, and

gap filling
update records with shelving location data for newly-cataloged

titles
update records with data re: change in frequency, change of title,

change in publisher, cessation, Change of shelving location,
etc.

input new records for newly changed titles
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ACTIVITIES

SERIALS CONI'ROL ENTRY LEVEL.

File Maintenance (cont'd)

11. Supervise creation and maintenance of serials records (cont'd):

update records with binding control data if serials records are
autanated

input cross reference records as required
remove records from the active file when appropriate
delete records when apropriate
maintain statistical records of file creaticn and maintenance

operations

12. Supervise the forwarding of correspondence re: cessatian/canpleticn of
series to the cataloging section following maintenance of serials
records

Qtbu

13. Handle problems related to ordering and receipt processing of serials/
numbered series and to overall maintenance of the serials records;
refer problems to higher level staff, as appropriate

14. Conduct library business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

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

18. Attend and participate in staff meetings

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

20. Supervise technicians, paraprofessional staff and volunteers

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

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

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

SERIALS ODNI'ROL REV LEVEL

Cher tcont! d1

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 affect library processing and control of
serials/numbered series

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

28. Develop professional contacts both within and outside the library

SERIALS CDNIWL MID LEVEL

Verification and Ordering

29. Develop procedures for the verification and ordering of serials/
numbered series

30. Supervise the maintenance of an address file of procurement sources for
serials

31. Draft form letters for ordering serials, claiming/canceling orders,
claiming missing issues, ordering lost/damaged issues, etc.

32. Work with the acquisitions section to schedule purchases of serials in
order to oprate 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 from the publishers

35. Coordinate gap filling as gaps are reported by collection maintenance
staff as pert of binding preparation and inventory operations

peceipt Processing

36. Develop procedures for receipt processing of serials/numbered series
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ACTIVITIES

SERIALS Ct3N11ROL MID LEVEL

File 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,ca data in automated serials records

fiscal Control

40. Together with the acquisitions 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 acquisitions 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

Sher

45. Assess performance of existing equipment/systems used in serials
records and investigate capabilities of other equipment/systems

46. Recommend acquisition of new/additional equipment/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 maintenance contracts on equipment/systems

50. Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance
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SERIALS ODNTROL MID LEVEL

Other (canted)

51. Evaluate contractors' proposals

52. Train and supervise entry level staff

53. Assist in the selection of new professional staff

54. Write articles for professional journals /newsletters when appropriate

SERIALS ODNTROL SENIOR LEVEL

Selection

55. Review items identified by staff as being of questionable suitability
for the collection; concur with the selections and/or refer the
remaining questionable items to senior acquisitions staff for review

56. Work with senior acquisitions staff to formulate draft selection
policies for serials/numbered series

57. Work with senior acquisitions staff to prepare draft selection guide-
lines for serials/numbered series to be used by selection staff as an
aid in interpreting selection policies

58. Coordinate the annual review by reference and reader services staff and
advisory group(s) of the list of serials/numbered series currently
acquired for the library's collection(s)

59. Cbordinate the annual review by library staff of the list of serial
titles which they currently receive for the professional collection

Verification and Ordering

60. Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data

Receipt assamang

61. Work with senior acquisitions and cataloging staff members to identify
processing priorities for various categories of serials and to draft
guidelines for priority assignment
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SERIALS CONI'RCL KED LEVEL

rithia

62. Function as a technical expert in all matters related th processing of
serials/numbered series

63. Interview dealers' representatives to learn about the particular
services they offer

64. Identify dealers who have a good performance record in supplying
irregular serials, conference/congress proceedings, and other series
which are difficult to aoguire on subscription

65. Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in aoguiriny and/Or processing
serials

66. Evaluate dealers' performance and report to section manager

67. Work with interlibrary loan and cataloging section staff members to
produce and/or update the library's serials holding list

68. Draft serials records procedures and policies; draft revisions as
required

69. Flowchart and document serials records procedures

70. Assist section manager in on -going systems analysts of the section

71. Analyze serials processing statistics and prepare draft statistical
reports

72. Train and supervise mid level staff

73. Function as section manager in his/her absence
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Basic knowledge

knowledge related to literacy, nmeracy, ccemnicatia.s, etc.

Zukigialnatlecb2

knowledge of the primary subject Geld of users served (e.g.,
literature, mimic, etc.)

** knowledge of foreign languages

LibUlalanfaMtit2111g121301bitaidge (Generic)

* knowledge of definition, structure, and founts of information
* knowledge of alternative approaches tr the orgonizatian of information
* knowledge of alternative approaches to retrieval of information
* knowledge of altemativo approaches to information nanagenent
* knowledge of available and merging infoznation 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 leans on an ongoing basis

iincedleftAlnatlafamaticsumrkenximuntota

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

knowledge of the variety of wcrk settings and their organizational
structures

.-Acwledge of the fury performed within the various work settings
and the service- .oducts offered

* knowledge of the 7.ses... ut the services and products, their character-
istics and information habits

EnotamlithdmbaLmuLationt

** knowledge of the aeria's control fanatical, tie range of services and
products offered (Loth actua) and potential)

** e of the activities that are required to offer the services and
prod= the products

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

** knowledge of aerials control tools and sources of bibliographic
information

** knowledge of serials control methods and techniques
* knowledge of Planizimoo no ted and how it cm be mewed
* knowledge of job responsibilities and working conditions (e.g., range

of duties, probable comensatics, benefits, etc.)



SMALLS CONIS3L DEW LEVEL

InailgdgeCLINKlasistazli

** know ledge of how to peaces the various activities
** knowledge of how to use the serials control tools and sources of

bibliograrbic informatics
* knowledge of how to apply the serials control !methods and techniques
* knowledge of personnel procedures

Thawl a of the comity served and the library

* Imarledge of the missies, goals and objectives of library
I law ledge of the polio'ss and procedures relevant to the library
* lumwleclge of the various resources available within the library (e.g.,

personnel, equiinent, etc.)
t knowledge of the users' information needs and requirements

** knowledge of the collection, and of related cuilocticas

SERIALS WNIR)L MID LEVEL

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

they relate to serials control
** knowledge of available vendor-supplied system, services and products

to support serials control
* knowledge of the contracting process, both in general awl within the

organisation

* knowledge of evaluation methods and techniques to evaluate systems,
services and products
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SERIALS coma. SENIOR LEVEL

*** greater depths of lmowledge specified above
* knowledge of public relations tedmiques
* knowledge of statistical description, analysis, interpretation and

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

personnel, Race, etc.)
* knowledge of cost analysis and interpeetatial methods
* Imowledge of nethods of resource allocation
** lmowledge of standards, measures and methods for evaluating personnel
* knowledge of alternative senagatent structures and their implications

for the operation of tbe library
* state-of-the-art ken/ledge of library research and practice



CDMEIINCIIS VALIIATED AS BECCOUNG
WIRE VERSOS LISS INPORINfr

IN THE FINTIRE
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SERIALS CONIS.A. Eta Rt LEVEL

BabieZUSII2idesige

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

** knowledge of foreign languages

LibriuyianfarmatigLITanacnszedido (Generic)

** knowledge of definition, structure, and faints of inforsatiat
*** luxmledge of alternative approaches to the orgrnizatim of information
*** knowledge of alternative approaches to retrieval of infoneation
*** !ma/ledge of alternative approaches to information management
*** knowledge of available and emerging information technologies and their

applicatims
** irnarledge of ccwileted and ongoing research in the field and its

applicability to practice
** knowledge of career opportunities
** knowledge of bow to learn an an ongoing tads

Siadedge about information work environments

** knowledge of the emending infonefttion ocominity, its participants and
their interrelationships (social, eccnaric, technical, etc.)

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

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

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

Enadedge of what work is done

** knowledge of the serials control foictial, 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

** laiowledge of the various renames that are necessary to support the
activities

** knowledge of serials control tools and sources of bibliographic
infoinatica

** knowledge of serials control methods and techniques
** knowledge of performance expected and km it can be measured
** knowledge of job responsibilities and working condition; (e.g., range

of duties, probable cimpansation, benefits, etc.)



SERIALS CONTROL ENTRY LEVEL

knowledge of how to do work

** knowledge of how to perfoam the various activities
** knowledge of how to use the serials control tools and sources of

bibliographic inforsatial
** knowledge of how to apply the serials control methods and techniques
** knowledge of personnel Procedures

Znowledge of the community served and the library

** knowledge of the mission, goals and otdectives of library
** knowledge of the policies and prommlares relevant to the library
** knowledge of the various resources availablewithin the library (e.g.,

personnel, equipment, etc.)
** knowleOge of the users information needs and requirements
** knowledge of the collection, and of related collections

SERIALS CONTROL MID LEVEL

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

they relate to serials control
* knowledge of available vendor-surclied systems, services and products

to support serials control
** knowledge of the rratracting process, both in general and within the

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

services and products

SERIALS CONTROL SENIOR LEVEL

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

prey
* knowledge of the oasts associated with library resources (materials,

pereonnel, space, etc.)
** knowledge of cost anslymis and interpretation methods
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** knodadje of methods resource allocation
** knowledge of standards, assairas and methods for evaluating personnel
* knowledge of alternative structures and their **cations

for thsoperation of tbs
* state-of-the-art knowledge of library resairdh and practice



COMPESNCIES VALIDATED AS
ESSINIZL WOWS DESILIBLE
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SERIALS CONIRDL Ni'(EC LEVEL

Basic Scil le

* literacy, nmeracy, cognitive, analytical, orsouniattiass, etc,

Sallalelatecttatecificilativitito
Ability to:

* parlous geb activi'

* establish rapport 1 ch users and colleagues
* comasicate well t* written, verbal and nao-verbal means

condor' an interview
* conduct meetings with individuals and groups
* collect, analyse and interpret. data
* Enke decisions and recomendations lased on available information
* supervise staff
* work independently awl in groups

develop criteria for evaluation

Ability to:

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

action for their solution
** manage time effectively

SERIALS CONITOL MID LEVEL

fikillalelateslisUracklowificliatiiiti
*** Ekilts listed above are developed to a greater este*

Ability to:

* perceive the needs Cl the orgenisatico and not just the library
* anticipate long-range needs of library
* design arstale and procedures to improve library operations
* Pirbitrate and negotiate
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SERIALS CDNIFOL SEMIOR LEVEL

*kik Skills listed above are developed to a greater extent

Ability to:

thl awly methods of measurement and evaluaticn
** budget and "'eke projections

use of resue***optimise the library orcs
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CM/TIMES MIMED AS BBCOPCING
IMRE VERSUS LESS INPORIIII1T

IN ISE PIRINIE
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SERIALS CONTROL ENTRY LEVEL

skills Related to Specific Activities

Ability to:

** perform /Kt activity
** establish rapport with users and colleagues
** ammunicate well by written, verbal and non-verbal amens
** conduct an intents,
** conduct meetings with individuals and groups
** collect, analyze and interpret data
** alike decisions aid recamesxlations based on available information
** supervise staff
** work independently and in groups
** develop criteria for evaluation

Ability to:

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

action for their solution
** menage time effectively

SERIALS CONTROL MID 'LEVEL

fikillaaeleaslisLEssthARecifiglativiti
Ability to:

** perceive the needs of the orginizatices and not just the library
** anticipate long-range needs of library
** design systems and procedures to improve library operation's
** arbitrate and negotiate

SERIALS 03NIROL SENIOR LEVEL

Ability to:

* apply methods of mesmurement and evaluation
* budget and mike projection;
** optimize the use of library resources
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COMPETENCIES 'VALIDATED AS
assztava, VERSOS INEIRABLE
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SERIALS COMIC('

Ditoffitimallittitaidta
Attitudes Toward

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

AttituctaivialLathaitat

Toward Use

** Respect users
* Like people in general
* Like children
* Like to help people
* Like to meet people
* Like to make others feel canfortabYe
* Sensitive to others' 'reds
2...uthaabthejtakau,

** Respect co-workers
* Like to work with others/as a te
* Like to work on tem

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

** Sul:portlye of co- workers
* Enjoy neneging/superviaing others

*** Alertness
Assertiveness

* Canpessice/Kindness
** Clonfidinoe

* Cheerfulness
** Empendabllity
ma Deteamitionmnscity
* Ellplommoy

*
*

Emotional stmblliby
Painless

* nedbilitY/VallatilitY
* imagination
* Inquisitiveness
* Leadership ability
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SERIALS DNL

Anciagsuattinuont
* Naei.ness

* Need for achievement
* Objectivity
* open-mindedness

* Optimism/Positive attitude
** Ozgemisation
** gatience

Physical endurance
** Ikeourcelbl
* Sensitive/lboughtfui
* Sense of hum
* Sense a ethics
* Tolerance

Attitudes Related to Jcb/Wc ArganizatisZt

Individual should demonstrate:

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

*** Willingness to raw ' to authority, apply and folks policy
** Desire to lam/try

Willingness to fail
*** Willingness to ask questions
** Desire to work to beat of ability
** liesponsiveness to tine constraints

*** Accuracy
** Wilingness to gat hands dirty
** 'attention to detail
* Willingness to do clerical tasks

** Desire to fall arthrougb
* Service orientation
* Organisatic_ml identity
* Willingness to pros to library and its services
* View of library as part of a larger information environment
* View of library as an organization
* Ability to see broad picture
* Ability to sacrifice short-tene gains for long -flea goals
* Political same
* Curiosity
* Variety of interests
* Desire to grow personally
Desire to gr patessionelly

* Desire to rosin current in specific and general subject field
* Positive attitude toward job
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