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This document contains validated activities and campetencies needed
by information professionals working in a special library. The following
operational definition of campetency was developed:

A ompetency is a generic knowledge, skill or attitude of a person
that is causally related to effective behavior as demonst.ated
through external performance criterja, where:

e FKnowledge is havir~ information about, knowing, understanding,
being acquainted w2 4, being aware of, having experience of, or

being faxiliar with something, someone, or how to do samething.
e Skill is the ability to use ane's knowledge effectively.
® attitude is a mental or emotional approach to something, or
somecne.

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

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

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

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

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

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




There appear to be three kinds of skills necessary to perform
iaformation work satisfactorily including:

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

e kills related to each specific activity being performed such
as negotiation of reference questions, evaluation of search
wtputsl ac.

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

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

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

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

e Attitudes related to icb/work/organization such as willingness
to accept responsibility, willingness to learn, desire to grow,
etc.

The activities and competencies are organized according to the
functions which information professionals perform, and by professional
level as displayed in Figure 1. The competencies are cunulative across
professional level, i.e., campetencies of mid-level professionals include
entries shown at the mid-level as well as those at the entry level, etc.

It is inmportant to understand the distinction between func.ions
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 unit therefore,
the information professional will undoubtedly perfc'm more than a single
function. In using and interpreting the competency data in this document ,
it is important to consider the functions being performed by
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ACTIVITIES
Eseential | More versus
Versus Less Important
Desirable in Puture
ENTRY LEVEL | ENTRY LEVEL
MID LEVAL MID LEVEL
SENTOR SERTOR
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ENOHLEDGE
Bssential More versus
Versus Less Important
Desirable in puture
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professionals and the activities being performed to determine which
conpetencies are appropriate. The functions identified for information
professionals working in special libraries are:

acquisitions

cataloging

circulation and user services
collection maintenance
interlibrary loan

management

reference

serials control.

Three professional levels were defined as follows:

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

The activities performed are listed first and nu.bercd sequen-
tially. The actual assignment of individual activities to subcategories of
the major activities and to the functious 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,
gkills 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

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

iv 11




*** denotes each competency rated as essential ot desirable by
85-100 percent of the validatcrs of that campetency.

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

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

** Gdenotes each campetency rated by 21-40 percent of those who
validated it (as essential, desirable, .r not arplicable) as
becoming more or less inportant in the future

*** senotes each competency rated by 41-100 percent of those who
valideced it (as essential, desirable, or not applicable) as
becoming more or less important in the future

e denotes campetencies rated as currently not applicable which

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

Selection

1,

2.

3.

4.

5.

6.

7.

8.

9.

10.

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

Receive requests fraom organization staff for purchase of materials for
the collection(s) or for office use

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

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

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

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

Evaluate discarded office copies for possible addition to the library's
collection(s)

Assign processing priorities to all material selected for the
collectixn(s)

Maintain a statistical r- ;. Jf selection and the usefulness of
various selection tools

Supervise bihliographic soacching and verification:

search in-pro~ess file(s) (items on order, want lists, and re-
ceived .tems not yet cataloged) and library's catalog(s) to
Ster(:mine if the cited titles are needed for the collec-

on(s)

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

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

maintain record of searching and verification statistics

11. Search for trade and non-trade bibliographic information that

technicians are unable to locate; refer problems to higher level staff,
as appropriate

1
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AOQUISTTIONS ENTRY LEVEL

Selection (cont'd)
12. Determine source of procurement (jobber, direct, gift, exchange, etc.)

13. Prioritize recamended 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/réquest processing:

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

prepare purchase orders, if required

prepare order/request documentation for mailing

claim outstanding orders

cancel orders, as required

re-issue orders to different sources, as required

maintain statistical record of order/request processing operations

Receipt Procesging

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

open packages and retain sender information

check shipments against packing lists/invoices

check shipments for dam.ge

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

imperfect materials

annotate packing slipe/invoices for damaged/imperfect materials,
incorrectly supplied materials, and umanted materials

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

annotate packing slips/invoices to certify receipt of all
materials reta‘ned

deljver packing slips/invoices to invoice processor

insert and/or pdate processing slipe for materials to be retained

mark materials retained for t>e collection as required (invoice
nunber, date of receipt, etc.)

place materials to be cataloged on the appropriate book trucks

forwvard any serials/numbered series received to the serials
control section

2 15
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AQQUISITIONS ENTRY LEVEL

Receiot Processing (cont'd)

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

process office coples as required and send to the appropriate
staff members

send form letters to acknowledge gifts, if appropriate

prepare damaged/imperfect materials, incorrectly supplied
mteriali:, and wwanted materials for return to suppliers, if

opriate

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

maintain statistical reccrd of receipt processing operations

16. Supervise the delivery of library materials to the catalonli.; section
at regular intervals

17. Supervise preparation and disposal of uwanted library materials

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

input orders/requests, went list items, unsolicited receipts

update ecords based on correspondence received and actions taken

update records with receipt, return and disposal infomation

update records with cataloger assigment, if appropriate

update records vhen cataloging has been ccmpleted and items are no
longer in process

delete records at appropriate intervals, maintaln statistical
records of file creation and maintenance operations

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

Qther

20, Handle problems related %o the selecticn and acquisition of library
materials; refer special problems to hicher level staff, as app-opriate

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




AOQUISITIONS ENTRY LEVEL
QOther (cont'd)
23. Supervise the preparation of exchange lists for items selected by

24.

27,
30.

31.
32.
33.

34.

35.

36.

8.

39.

senjior librarians

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

Conduct library business by phone, when appropriate

Write menos and letters, as required

Prepare manuals of procedures

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

Attend and participate in staff meetings

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

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

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

Asaist section manager in developing performance standards for self and
for stafi supervised

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

Assig” in the selection of new technicians and paraprciessionals

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

gtt:fend professional meetings and prepare reports for dissemination to
f

Develop professional contacts both within and outside the library

17



AQQUISTTIONS

Selectiop

40. Keep abreast of the information needs of the parent organization so
that selection of library materials may be made to support new areas of
interest/activity

41. Select materials which are to be placed on the want list based on
recamendations of entry level staff

Yerification and Ordering
42. Supervise the maintenance of an address file of procurement sources

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

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

45. work with contract and/or purchasing department(s) of the parent
organization to identify requirements and develop draft procedures for
purchasing library materials

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

Eiscal Control

47. Work with the finance and accounting department of the parent organiza-
tion to idert. iy requirements and develop draft procedures for process-
ing invoices for payment

48. Supervise invoice processing for acquisition of library materials

receive and log in packaging slips/invoices fram acguisitions and
serials control staff with receipt information noted

receive and log in original invoices

match co%riighal invoices with annotated packaging slips/invoice

es

convert currency to U.S. dollars, if required

search/request searcn of aogquisition und serials control files to
verify receipt, if necsssary

maintain record of expenditures by account, including office copy
charges to individual departments

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

process purchase order documents as required

receive correspondence fram suppliers

. 5 18
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Eiscal Control (cant'd)

48. Supervise invoice processing for acquisition of library materials
(cunt'd)

draft replies to correspondence concerning payment problems

prepare prepayment statements if required
maintain files of imvoices 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
manage. 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. Detemmine the average cost of each type of library material purchased

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

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

56. Recarmend 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 eguipment/systems

59. Gather information for maintenance contracts on equipment/systems

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

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

19
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Elscal Control (cont'd)
63.

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

64. Write articles for professional journals/rewsletters when appropriate

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

66.

68.

69.

70.
71.

72.

73.

aids to bihliographic verification

Together with reference and interlibrary loan section staff members,
analyze library resources in the area and make recammendations con-
cerning the degree to which duplication of collections should occur.
Identiicff subject areas in which resource sharing may be mutually
beneficial

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

Prepare draft selection guidelines to be used by section staff as an
aid to interpreting selection policies

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

BEvaluate the existing collection(s) and identify areas of weakness
Prepare lists of materials to be purchased in order to upg.ade areas of
weakness in the collection(s)

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

Together with refezrence staff, select materials for a small collection
to support organizational staff who may be located in a raemote facility




Selection (cont'd)

74.

75.

76.

77.

78.

9.

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

Select materials to be weceded from the collection; coordinate
procedures for this periodic activity with circulation, collectior
maintenance, and catalog file » intenance staff wambers

Select. items to be replaced wh .n have been reported as missing follow-
ing an inventory of the colleccion

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

Select items which have been weeded or set aside for disposal which may
be offered to exchange pertners

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

Qther

8.

gl.

82.

Function as a technical expert in all matters of selection and .
acquisition of library materials

Work with senior cataloging and serials control staff members to
identify proccessing prio..ties and draft gquidelines for priority
assigment to all incoming library materials

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

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

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

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

Ccaft a gift acceptance policy statement




ACTIVITIES
AQQUISITIONS SENIOR LEVEL
Qther (cont'd)
87. Identify potential exchange partners

98.
99.

Draft an excnange policy statement

Draft documentation to establish an exchange program
Mupervise the exchange program

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

Draft documentation to set up disposal program, including special
provisions for disposal of classified materiais

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

Flowchart and dociment selection and acguisition procedures
Assist section manager in on-going systeme analysis of the section

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

Train and supervise mid level staff

Function as section manager in his/her absence







ACQUISITIONS ENTRY LEVEL

Basic knowledge
#&¢ knowledge related to literacy, mmeracy, coommications, etc.
Subject knowledge

* knovledge of the primary subject field of users served (e.g., medicine,
chenistry, law, etc.)
*** knowledge of foreign languages

Library & Information Science Knowledge (Generic)

**:hwvldga::fmum, structrere, -ﬂﬂ!:mtsotinﬁo:um
knowledge temative approaches to organization information
* knovledge of altermative apprcaches to retrieval of information
* knowledge of altemative approaches to information management
* lmwledg:ca o& availahle and emerging infommation technologies and their
appl ons
* knowledge of completed and ongoing research in the field amd its
to practice

* knowvledge of career opportanities
** knowledge of how to learmr on an angoing basis

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

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

* knowledge of the functions perfommed within the warious wozk settings
and the services and offered

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

Enovledge of what work is done

ot knovledge of the acguisitions function, the range of services and
products offered (both actual and
** knovledge of the activities that are required to offer the services and

produce the prodicts
*& know of the waricus rescurces that are necessary to support the
¢s+ knovledge of aoguisition tools and sources of bibliographic information
;mm:mm-:‘uu be
knowledge of performance can be measured
*** knowledge of job and working conditions (e.g., range

of duties, probahle compsnmation, benefits, etc.)

0 24
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ACQUISITIONS ENTRY LEVEL

Enowledge of how to do work

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

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

*** knovledge of the mission, goals and objectives of the organization

*** knowledge of the structure of th® organimation and the role of the
library (or information centoer) within the orgmmimation
* knowledge of the various projects and key personnel within the

t** knovledge of the policies and procedures relevant to the library (or
information center)

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

*¢ knowledge of the users' informstion nzeds ad

** knowledge of the collection, and of related collections

ACQUISITIONS _ MID LEVEL

*** greater depths of knowledge specified above

* knovledge of evaluation methods and teciniques to evaluate systems,
sezrvices and products

- ERIC n 25



AQUISITIONS . SENIOR LEVEL

2 greater depths of knowledge specified above
* nowledge of relations techniques
* knowledge of statistical description, amalysis, intezpretation and

presentation
*** knowledge of the costs associated with libeary rescurces (materials,
persannel, space, etc.)
“hmlmectoostmm-ﬂimimm
*** mowledge of methods of rescurce allocation
** knowledge of standards, measures and methods for evalmting personnel
* knovledge of altemative mamagement structures and their implications
for the operation of the library
¢ gtate-of-the-art knowledge of library research and practice

Q 12
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AOQUISITIONS ENTRY LEVEL

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

Subject knowledge

** knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knovledge of foreign languages

Library & Information Science Knowledge (Generic)

** knovledge of altermative appruaches to the orgmnisation of information
** knowledge of altemative approaches to r<crieval of information

*** knowledge of altemative approaches to information msnagement

*2 knowledge of available and emerging information technologiec and their

appl
** knowledge of campleted and angoing research in the field and its
to

. applicability to practice
knowledge of career opportunities
** knowledge of how %7 leam on an ongoing basis

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

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

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

Enowledge of what work is done

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

* knowledge of the

produce the products
*hmledg:;f;innrimmﬂntuemwmthe
** knowledge of and how it can be measured

* knowledge of job ties »od working conditions (e.g., range
of duties, probahle compensation, benefits, etc.)

13
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AMQUISITIONS ENTRY LEVEL

Knowledge of how to do work

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

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

* tnowledge of the structure of the organization and the role of the
(or information center) within the
** knowledge of the various projects and key personnel within the

organization

* knowledge of the policies and procedures relevant to the library (or
information center)

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

* knowledge of the users' information needs and

* knowledge of the collection, and of related collections

AOCQUISITIONS MID LEVEL

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

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

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

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




AQQUISTITIONS SENIOR LEVEL

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

precentation
* knowledge of the costs associated with library resources (materials,
persomnel, space, stc.)
*hule@eotcoatmmmmmm
* knowledge of methods of resouxce allocation
* knowledge of standards, measures and methods for evaluating personnel
* knowledge of altermative management structures and their implications
for the operation of the library
*t gtate-of-the-art knowledge of library research and practice




COMPETENCIES VALIDATED AS
[SSENTIAL VERSUS DESIRABLE
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ACQUISITIONS ENTRY LEVEL
Basic Skills
**¢ ]iteracy, mmeracy, cognitive, amalytical, commmications, etc.
Skills Related to Specific Activities

Ability tos

* perform @gach activity
* establish rapport with users and colleagues

* conduct meetings with individuals and groups

* collect, analyze and interpret data

* make decisions and recoomendations based on available information
supervise staff

* work independently and in groupe
develop criteria for evaluation

Ability to:

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

ACQUISITIONS MID LEVEL

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

nmnmmwmuznmmummmnm
Wwﬂmm liboary

*¢ design systems and to imsprove library operations

* arbitrate and

16 32
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ACQUISITIONS

SENIOR LEVEL

¢ttt gkills listed above are developed to a greater extent
Bbility to:
*t¢ apnly methods of measurement and exduation

il and make projections
ekl the use of lihrary resources
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ACQUISITIONS ENTRY LEVEL
Bagic Skills
* literacy, mmeracy, cognitive, amalytical, cammications, etc.
Skills Related to Specific Activities
Ability tos

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

** conduct an interview

* conduct meetings with individmls and groups

* make decisions and recommendations based on availabl: infommation
* supervise staff

* work independently and in groups

* develop criteria for evaluation

Ability to:
* manage time effectively

ACQUISITIONS MID LEVEL

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

Ability to:

:Mnﬂnmﬁﬁmu::intmmujmtthem
anticipate long-range needs of library

** degign systems and procedures to improve library operations

* arbitrate and negotiate

ACQUISITIONS SENIOR LEVEL

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

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







Respect
t Like to work with others/as a temm
Like to work on own
* willingness to draw upon and share knowledge and experience with
others

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

Personal Oualities

*& Alertness
* Assertiveness
* Campassion/Kindness
* Confidance
“: Cheerfulness

. Deteminat:lg/‘mucity

Diplosacy
* Enotional stability
* Paimess
* Plexibility/Versatility
* Imagination
* Inquisitiveness




AOCQUISITIONS

Personal Qualities (cont'd)

* Leadership ability

* Neatness

* Need for achievement
: Gbjectivity

Open-aindedness
* Optimiam/Positive attitude
¢ Organization

Patience

Physical endurance
*¢ Ragourceful
** Sensgitive/Thoughtful
* Sense of humor
*tt Senge of ethics

* Tolerance

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

*++ yillingness to take/accept responsibility

* Willingness to take initiative

*¢ yillingness to respond to authority, apply and follow policy
*¢ Dagire to learn/try

* Wllingness to fail
4% Millingness to ask questions

*¢ Desire to work to best of ability
.:wmwmmm

Accuracy
* wWillingness to get hands dirty
hid to detail

* Willingness to do clerical tasks

*

* Political sense
* Curiosity
* Variety of interests
« Desire £ yoow boofeasially
grow
* Degire 0 ramain current in specific and general subject field
¢ Pogitive attitude toward job

0. 20
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* Like to work an omn
== yillingness to draw upon and share knowledge and experience with

* Supportive of co-workers .
**m:ioynz:sins/awvisimotm

Personal Oualities

* Alertness

* Confidence

* Dependabdlity

* Determination/Tenacity
* Diplamacy

* Pmotional stability

* Pairness

Leadership
* Objectivity
* Open-mindedness
** Orgmiszation
* patience
* Resourceful
* Sense of humor

* Sense of ethics
* Tolerance




AQQUISITIONS

Attitudes Related to Job/Work/Organization
Individual should d~nonstrate:

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

* Desire to learn/try
* to fail

2 to ask
* Regponsiveneas to time constraints
* Accur

acy
* Willingness to get hands dirty

* Attention to detail

* Willing.eg8 t~ do clerical tasks
* Desire to follow-through

** Desire to grow personally

* Desire to grow professionally
** Desire to reamain current in specific and general subject field
* Pogicave attitude toward job
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SPECIAL LIERARIAN (OMPETENCIES
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CATALOGING ENTRY LEVEL

1.
2.

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

9.

10.

11,

12,

13.
14.

Supervise and perform, as required, pre-cataloging searching

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

Determine main and added entries

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

Establish cross reference data

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

Recatalog and reclassify materials already in the collection, as
required

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

Refer cataloging problems to higher level staff

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

Maintain a record of cutaloging statistics

i
15. Write memos and letters 28 required

16.
17.
18.

19,

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

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

Attend and participate in staff meetings




CATALOGING

Other (con®'d)

20.

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

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

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

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

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

Assist in the selection of new technicians

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

Attend professional meetings and prerare reports for dissemination to
staff

Develop professional contacts both within and cutside the library

CATALOGING MID LEVEL

30.
31.

32,

33.

Perform cataloging and classifici.tion of Aifficult materials

Supervise limited cataloging of certain types of library materials and
titles for which network supplied cataloging will be accepted

Supervise Quttering, as reyuired

Bandle cataloging problems encountered by entry level staff; refer to
higher level staff, if necessary
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CATALOGING MID LEVEL

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

36. Mmaintain a record of Cuttering statistics

Eibliograghic Files

37. Supervise maintenance of accession records, if appropriate

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

39. Supervise proofreading of corouter printouts of cataloging data, if
apprepriate

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

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

r ce cataloa cards, guide cards, and drawer labels
gh cards

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

add/correct locator data

indicate number of copies mwned

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

44. Supervise production of lists of new accessims; forward them to the
circulation section for distribution

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




CATALOGING MID LEVEL

Materials Processing

46. Supervise the physical processing of all items to be added to the
librarv's coliection(s):

mark materials with the library's identification

affix security labels

type and apply classification labels

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

affix date duve 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
derignated lomations in library

47. maintain statistical records of operations relating to the physical
processing of materials

Other

48, Prepare manuals of procedures for limited cataloging, Cuttering,
creation and maintenance of bibliographic files, and for physical
processing of library materials

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

50. Work closely with collection mairtenance staff and selection staff
dud:gui med tories and/or weeding so bibliographic files may be updated
asr r

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

52. Recormend acquisition of new/additional equipment/systems

‘ 53. Train staff in operation and in-house maintenance of equipment/systems
54. Supervise in~house operation and maintenance of equipment/systems
55. Gather information for maintenance contracts on equipment/systems

2€ 46




CATALOGING MID LEVEL

Other (cant'd)

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

57. Evaluate contractors' proposals

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

59. 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

60. Train and supervise entry level catalogers

61. Train and supervise technicians and paraprofessionals

62. Assist in the selection of new professional staff

63. Write articles for professional journals/newsletters when appropriate

CATALOGING SENIOR LEVEL

Qataloging
64. Function as a technical expert in the cataloging section

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

66. Assion materials to each cataloger

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

68. Revise all catAloging performed in section and/or under contract to
ensure cmsdi:tency of interpretation of library's cataloging policies
and standar

69. Maintain a statistical record for each cataloger indicating guantity
and quality of cataloging produced

70. Maintain a sumary record of revision statistics
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CATALOGING SENIOR LEVEL

Other

71.

72.

73.
74.
75.

76.

77.

78,

79.

8l.

82.

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

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

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

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

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

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

Keep abreast of the information needs of the parent organization so
that proper assigment of subject headings and classification numbers
may provide users with ready access to topics of special importance

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

Reconmend expansion of the library's standard list of subject headings,
as required

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

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

Recommend participation in bibliographic network (s)/projects

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

Flowchart and document all cataloging section procedures
Assist section manager in on-going systems analysis of the section
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Other (cont'd)

67. Mmalyze cataloging section statistics and prepare draft statistical
reports

88. Train and supervise mid level staff

§9. Function as section manager in his/her absence







CATALOGING ENTRY LEVEL

Baaic knowledge
*o¢ kmovledge related to literacy, mmeracy, cammmications, etc.

Subject knowledge

* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
*t knowledge of foreign languages

Library & Information Science Xnowledge (Generic)

t knowledge of altermative to information management
* knovledge of availahle and emerging information tecimologies and their

applications
* knowledge of campleted and ongoing research in the field and its
applicability to practice
knowledge of career opportumities
*ot knovledge of how to leam on an angoing basis

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

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

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

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

Enovledge of what work is done

** knoyledge of the cataloging function, the range of sexrvices and
products offered (both actual and potential)

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

uwmmmmmtmmumm

mmw:mmumdwm

.:demn:ﬂw be measured
oan
** knowledge of jJob and working conditions (e.g., range

of aties, probable compensation, bmnefits, etc.)
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CATALOGING ENTRY LEVEL

EKnowledge of how to & work

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

*%* knowledge of hcw to apply the cataloging methods and tecinigues
** knowledge of personnel procedures

* lumledg":d of the mission, goals and objectives of the organization
se
* knowledge of the structure of the organization and the role of the
(or information ceater) within the orgmnimation
* knowledge of the various projects and key personnel within the

organimtion

%t knowledge of the policies and proceduves relevent to the library (or
information ceter)

** knowvledge of the various rescurces awvailable within the library (e.g.,
personnel, scuipment, etc.)

¢ knovledge of the users’ information needs and reguirements

** knowledge of the collection, and of related collections

CATALOGING MID LEVEL

*:gratetdqunot lqbeq:aciﬂd
halubcctthem other sections in the library and how
. they relate to cataloging

knowledge of awailable vendor-muyplied 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

3l
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CATALOGING

mmmammmm
* knovledge of public ralations techniques
* knovledge of statistical description, analysis, interpretation and

*mmdtbecnt;:)-od“mnbn:ymmhh,
space, o
of cost anal and nethods
by % }d- u:a:mim
evaluating personnel

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







CATALOGING ENTRY LEVEL

* knowledge related to ) .ceracy, mmeracy, ccommications, etc,
Subject knowledg :
** knowledge of the primary subject field of users s. red (e.g., medicine,

chenistry, law, etc.)
** knovledge of foreign languaces

Librarxy & Information Science Knowledge (Generic)
* knowledge of defiuition, structure, and fornmats of information

* knowledge of the espanding information commmity, :I.tsparucipmtsmd
their interrelationships (social, economic, technical, etc.)
** knowledge of tle wariety of work settings and their organizational

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

* knowledge of the users of the services and pcoducts, their character-
istics and informe’:ion habits

Enovwledge of what work ie done

* knowledge of the cataloging function, the range of services and
products offered (both a~tual and potartial)

*hule@eﬁga&iﬂuuﬂntammhoo&ettbemud

*m:godleumiousmthntmmtomttthe

* knowledge of cataloging tools and sources of bibliographic infomation

* knowledge of cataloging wethols and

* knowledge of performence expected and how it an be measured

* knowledge of job regponsibilities and working conditions (e.g., range
of duties, probablu compensation, be-efits, etc.)
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CATALOGING

Knowledge of how to do work

* knowledge of how to perfomm the various activities
* knowledge of how to use the cataloging tools and sources of
information :

to apply the cataloging msthods and techniques
procedures

** knowledge of the missiocn, goals and cobjectives of the orgamization

** knowledge of the structure of the orgnization and the wle of the
library (or infomation center) within the organizaticn
** knowledge of the various projec:s and key personnel within the

organization

* knowledge of the policies and procedures relevant to the library (or
information center)

* knowledge of the various resources awvailable within the libraiy (e.g.,
persamnel, equirment, etc.)

* knowledge of the users' information needs and

* knowledge of the collectin, and of related collections

CATALOGING

*graterdqths edgemeciﬂedahon

* knowledge of the q:mtims other cxctions in the library anC how
they relate to cataloging

* l:mu%::be ﬁﬁmmmmd gystens, services and products

*hmledgei:ut‘!:cutueumm,mmgumlmutmnthe
o

-mﬁ:'eotmmmmmtommm.
services and products




m of knowledge specified above
* tmvleﬂge public relations technigues
* 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 personnel

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

* gtate-of-the-art knowledge of library research and practice
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CATALOGING ENTRY LEVEL
Basic Skills
*t% )iteracy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

* perfomm each activity

* establish rapport with users and colleagues

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

* conduct meetings with individuals and groups

* collect, analyze and interpret data

* mnke decisions and recommendations be.sed an available information

* gsupervise staff
* york independently and in groups
develop criteria for evaluation
Ability to:

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

*2 jgolate and define problems and develop the neceseary criteria and
action for their solution

** panage time effectively

CATALOGING MID LEVEL

Skills Related to Each Specific Activity
**t gkills listed above are developed to = greeter crremt
Ability to:
“pucdvethembofﬂnminﬂmmdmtjmttheuhnry
long-range neeas of

* anticipate library
% dagion syntems and procedures to improve library operations
* arbitrate and negotiate
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CATALOGING SENIOR LEVEL

ttt Skills listed above are developed to a greater extent
Ability to:

¢ apply methods of measurement and evaluation

** budget and make projections
“*q*.hhethet:ectnbuxym
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CATALOGING ENTRY LEVEL

Baaic Skills
t literacy, mmeracy, cogaitive, amalytical, coommications, etc.
Skills Related to Specific Activities
Ability to:

* perfora gach activity
* establish rapport with users and colleagues

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

* conduct an interview

* conduct mestings with individmls and groups

** collect, analyze and interpret data

t pake decisions and recommendations based on available information
* supervise staff

* work independently and in groups

* develop criteria for evzluation

Ability tos

t make effective, timely, and well-informed decinions

** {golate and define problems and develop the nicessary criteria and
action for their solution

* manage time effectively

CATALOGING MID LEVEL
Skills Related to Each Specific Activity
® 8k "~ listed above are developed to a greater extent
Ability to:
'pucdnthenutotunmtimmmtjutthelm

t anticipate long-range needs of libcary
t design systems and procedures to improve library operations
* arbitrate and negotiate




CATALOGING

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

* apply methods of measurement and evaluation
* budget and make projections
* optimize the uese of library resources
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COMPETENCIES VALIDMTED AR
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Respect
* Like to work with others/as a tesm
++* Like to work on own

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

** Spportive of co-workers
Enjoy nm'\:ging/supervising others



** Sensitive/Thoughtful
* Sense of humor

* Sanpe of ethics

* Tolerance

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

oo+ willingness to take/accept responsibility
* willingnese to take initiative
*++ yillingness to respond to authority, apply and follow policy
‘**Duizeholnm/t:y
** willingness to

mmwa‘m

4+ Dasire to work to best of ability
“:mvmhothem
*unim-togu:lmubdhty
**% Mtention to detail

Curiosity
*¢ \ariety of interests
e+ Desire b0 grow peceesaicoally
to grow
* Desire to remin current in specific and general subject field
*t% pogitive attitude tovard job

41
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COMPETENCIES VALIDATED AS BBOUMING
NORE VERSUE LESS IMPORTANT
IN THE FUTURE




* Regpeut co-workars
* Like to work with others/as a temm
* Like to work oan on

* willingness to draw upon and share knowledge and experience with

* Supportive of co-workers
'mioy-::sim/awvwmotbeu




CATALL SING

* Neatness
* Need for achievement
: Ubjectivity
Open-aincsdness
* Optimism/Positive attitude
* Orgenization
* fatimce
* Fhysical endurance
* Resourceful
*¢* Sensitive/thoughtful
* Sense of hamor
* Sense of ethics
* Tolerance
Attitudes Related to Job/Work/Organization
Individual should demonstrate:

* “fillingness to take/accept responsibili
* willingness to take initiative i

* Degire to

* T

Accuracy
* Attention to dxtail

*Mretot-.inmmtinqec:lﬂcuﬂgumlabjwtﬁeld

* positive attitude towurd job

 ERIC “ 69

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




SPECIAL LIBRARIAR (OMPETENCIES
CIRCULMTION AND USER SERVICES




CIRCULATION AND USER SERVICES ENTRY LEVEL

1.

2.

3.

4.
5.

6.

7.
8.
9.

Supervise daily operation of the circulation desk:

receive requests for materials

fulfill requests for materials

issue, renew, receive materials

examine re“vrned materials for dsmage, proper markings, etc,

discharge materials

maintain circulation files for regular and long-temm loan periods

reserve books for individual users

follow-up overdues

collect overdue fines, if appropriate

collect funds for lost materials or charge losses to the
respective organizational departments

maintain record of funds collected and charges assessed

register users

maintain registration file

provide ucers with information on circulation policies and
procedures

place returned materials on appropriate book trucks

forward damajed materials to the collection maintenance section

maintain record of circulation and user statistics

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

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

Attempt to locate request>d materials that technicians report as "not
found cn shelf"

Refer user to interlibrary loan section to obtain materials that are
needed before purchased copies could be received

Perform ~irculation procedures when necessary

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

Assist users in locating materials in the catalog and in the
collecticn(g)

Monitor uvse of rare, valuable, or classified materials
Assist users in the operation of 2-V and other equipment

Supervise the distribution of new accessions lists to organizational
staff
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ACTIVITIES

CIRCULATION AND USER SERVICES ENTRY LEVEL

10, Set up and maintain display of new books in the reading roam
11, Supervise shelving of the current journal issues in the reading roam

12, Supervise orderly maintenance of the reading roam (clearing tables,
- re=-ghelving newspapers, etc.)

13, Handle user complaints; refer to higher level staff if appropriste

14, Check circulation files for materials issued to departing staff; notify
manager of circulation section of users' status

15, Keep informed of current copyright legislation and its impact on
libraries and users

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

19, Make recommendations to the section manager for improvement in
operations of the unit/section and for improvement in services to uvsers

20, Attend and participate in staff meetings

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

22. Train and supervise technicians and cther paraprofessional staff
23, Work to develop "esprit de corps" among staff supervised

24, Rssist section manager in writing job & scriptions for self and for
staff supervised

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

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

27. KReep abreast of developments in the information field, library

practice, or legislation that affects circulation and use of library
materials
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CIRCULATION AND USER SERVICES ENTRY LEVEL

28.

29.

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library

CIRQULATION AND USER SERVICES MID LEVEL

30.

31.

32.

33.
34.

35.

36.

37.

38.

39.

40,
41.

Forward requests for "not found" and "not owned"” materials to the
acquisitions section

Notify aoquisitions section of library materials which have been lost
by users

Ensure proper posting of copyright legislaticn notice on all copying
machines

Oonduct library orientation sessions for new organizational staff

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

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

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

possible weeding

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

Work with collection maintenance and cataloging stnff members to
recoomend changes in supplies/methods for sical processing of
library - cials when current pro.2ssing is inadequate

Assess performance of existing equipment/systems used in circula' ‘on
and investigate capabilities of other equipment/systems

Recommend aoquisition of new/additional equipment/systems
Tr.in staff in operation and in-house maintenance of eguipment/systems

46
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CIRQULATION AND USER SERVICES MID LEVEL

42.

43.
4.

45,
46.
4.
48.

Supervise in-house operation and maintenance of eguipment/systems
(including AV hardware)

Gather information for maintenance contracts on equipment/systems

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

Bvaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

CIRCULATION AND USER SERVICES SENIOR LEVEL

49.
50.

.

Function as a technical expert in .e circulation section

Draft procedures to exped:te return of circulated materials to the
collection (£)

Make inquiries and recommendations concerning the advertigement,
publication, and distribution of print and non-print materials prepared
by section staff

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

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

Supervise mid level staff

Function as section manager in his/her absence







Basic knowledge

¢+ mnowledge related to literacy, mmeracy, coommications, etc.
Subject knowledge

* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)

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

* knowledge of altermative approaches to the ovganization of information
ve approaches
* knovledge of available and emerging informastion tecknologies and their

applications

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

* knowledge of career opportunities

** knovledge of how to leam on an ongoing basis

knowledye of the expanding information commnity, its participants and
their interrelationships (social, econamic, technical, etc.)
knowledge of the variety of work settings and their organizational
structures
* knovledge of the functions performed within the verions work settings
and the services and products offered
*t imovledge of the users of the services and products, their cheracter-
istics and information habits

Enowledge of what work is done
*t* knowledge of the circulation function, the ranse of services and

products offered (both acttal and potential)
¢t knovledge of the activities that are required to offer the services and

producs the products
bl of the various rescurces that are necussary to support the
il of circulation




CIRCULATION AND USER SERVICES

* knowledge of the mission, goals and cbjectives of the organization

*¢ knovledge of the structure of the organ'‘sation and the role of the
library (>r information center) within the orgmisation
* knowledge of the various projects and| key personnel within the

organization

*4* knovledge of the policies and procedures releveamt to the library (or
information center)

“*hulenbed&ontlmsmmmmnmu.gu

persomnel, equipment, etc
#%%* knowledge of the users’ infomtimnnbnﬂw
¥4+ knowledge of the collection, and of related collections

CIROILATION AD USER SERVICES MID LEVEL

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

*3* knowledge of evaluation methods and tecimiques to evaluate systems,
services and products
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CIRCULATION AND USER SERVICES SENIOR LEVEL

*t¢ greater depths of knowledge specified above
** knovledge of statistical description, analysis, int.:rpretation and

presentation
2% knowledge of the costs associated with library rescurces (materials,
puuml.m,wc.)
*** knowledge of cost analysis and wm
* knowledge of methods of resource allocation
2% knowledge of standards, measures and methods for evaluating persa... .
** knovledge of alternative managmment structures and their implications
for the operation of the library
* gtate-of-the-art knowledge of 1library research and practice







CIRCULATION AND USER SERVICES ENTRY LEVEL
Subject knowledge
bad l:n:nle@edtbepdn:y subject field of users served (e.g., medicine,
chemistry, law, etc.)
*knade@edfore:lgllm

Library & Infommation Science Knowledge (Generic)
* knowledge of definition, structure, and formats of information

* knowledge of altemative approaches to the organization of infomuation
** knowledge of altermative approachas to retrieval of information

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

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

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

Knowledge of what work is done

*** knowledge of the circulation function, the range of services and
products offered (both actual and potential)
“*hn'le&pcttheacuvitisﬂutuemnuedtoo&etthemicesmd

the products
“M&dt&mﬁmm&tmm&mﬁt&

*&* knowledge of circulation systess
*** knowledge of circulation methods and techniques
** knowledge of marketing technigues and public relations
** knowledge of performance and how it cen be measured
* knowledge of job ities and working conditions (e.g., range
of Aities, probable compensation, bmnefits, etc.)




CIRCULATION AND USER SERVICES ENTRY LEVEL

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

* knowledge of the structure of the organization and the iole of the
library (or information center) within the orgamization

* knowledge Ofimthe various projects and key personnel within the

organizat
*hmigeofthzmlwesmmtdmttothenmu (or
*lnwule@eofthemimmmﬂablewltuntheubnty (e.g.,
persomnel, equipment, etc.)
* knowledge of the users’ information needs and
* knovledge of the collection, and of related collections

CIRCULATION AND USER SERVICES MID LEVEL

* greater depths of knowledge specified above
* knowledge of ‘he operatims of other sections in the library and how
they relate to circulation and user services
*lmwledgeotmﬂmhwm services and proaucts
circuli.tion and user services
*mmammmm.mmmmnmm

organisation
** knovledge of ewaluation muthods and technigues to cwluate systems,
services and prodts




CIRCULATION AND USER SERVICES SENIOR LEVEL |

* Jreater depths of knowledge specifled above
* knowledge of statistical deecription, analysis, interpretation and

presentation

‘ :nual:‘lm etc.) als,

spece, .

* knowledge of cost analysis and intuprataumm

* knowledge of methods of resource allocation

* knowledge of standards, measures and methods for evaluating persannel

* knowliedge of altemative management structures and their implicetions
for the cperation of the library

* gtate-of-+he-art knowledge of library research and practice




ESSENTIAL VEFrSJUS DESTRABLE
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CIRCULATION AND USER SERVICES ENTRY LEVEL

Basic fkills
*¢ )iteracy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

* perform each activity
**% esqtal’i ish rapport with users and colleagues
4t commmicate well by written, verbal and non-vertal asans
* conduct an interview
*% conduct meetings with indisiduals and groups
* collect, analyze and interpret data
* sxke decisions and recommendatioax bused on available information
* supervise staff
* work independently and in groups
** deveiop criteria for evaluatio

Abil 'y tos

* make effective, timely, and well-.nformed decisions

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

* manage tine e£fectively

CIRCULATION AND USER SERVICES MID LEVEL

£kills Related to Each Specific Act'vity
#** Skills listed above are developed to a greater extemt
Ability to:

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

* design systems and procedures to improwve library operations

* arbitrate and negotiate




CIRCULATION AND USER SERVICES SENIOR LEVEL

*+¢+ gkills listed above are developed to a greater extent
Ability to:
*%% a2pply methods of csurement and evaluation

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

Aruitoxt provided by Eic:
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COMPETENCIES VALIDATED AS BEOOMING
MORE VERSUS LE5S IMCORTANT
IN THE FUT'RE
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CIRCULATION AND USER SERVICES ENTRY LEVEL

Skills Related to Specific Activitics

Ability to:
* collect, analyze and interpret data
* pake decisions and recommendations based on available information
« supervise staff
* develop criteria for evaluation
Ability to:

* manage time effectively

CIRCULATION AND USER SERVICES MID LEVEL
Skills Related tc Each Specific Activity
Ability to:
*puceivethenee&oftheo:gmnummnotjmtheubnty
lung-range needs of library
* design systems and procedures to improve library operations
* arbitrate and negotiate
CIRCULATION AND USER SERVICES SENIOR LEVEL
Ability to:

* optimize the use of library resources

ERIC * 87







CIRCULATION AND USER SERVICES

4 i
8
g

ve of co-workers
* Enrjoy menaging/mpervising others

Personal Oualities
2% Alertness

* Assertiveness

* Compassion/Kindness
** Confidence

57 89




CIRCULATION AND USER SERVICES

Persanal Oualities (cont'd)

* Leadership ability

* Neatness

* Need for achievement
hadad a:jectivity

** qthimttive attitude

Individaml should dmmonstrate:

mwmwmt&e/awqtrmdmuy
* Wiliingness to take initiative
*4¢ willingness to respond to authority, apply and follow policy
*'*md.tetolnm/tty
to fail
mwmmmuwm
*** Degire to work to best of ability
“Wmtothecmﬂ:mm
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CIRCULATION AND USER SERVICES

Dispogitional Attitudes
Attitudes Toward Other People

Toward Others in the Workplace

* Like to woik an o
* Enjoy —naging/supervising others

Personal Oualities

* Aspertiveness
* Flexibility/Versatility
* Imagination

|
* Mysical Endurance

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

* Service ocientation

* View of library as part of a larger information envirorment
* Viaw of library as an organization

* Ability to see broad picture

* Ability to sacrifice short-temn gains for long-cem goals
* Positical sense

* Quriosity

* Variety of interests

* Desire to grow personally

Full Tt Provided by ERIC.
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SPECTNI, LIBRARTAN COMPETENCIES




ACTIVITIES

OOLLECTION MAINTENANCE ENTRY LEVEL

Storage Maintenance

1,

2.

3.

4.

Supervise orderly maintenance of shelves and storage areas

place bookends where needed

place unbound serial issues in boxes/holders

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

Schedule and supervise shelf reading

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

Supervise data collection to support planning for shifting the
collection

measure present collection by categories
measure shelving/storage equipment capacity

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

adjust h2ight of shelves
prepare shelf lables and stack quides

Preservation of Materialg

J.

6.

7.

d.

Receive materials for repair, cleaning, binding ~r replacement as
identified by circulation staff

Receive materials fram cataloging which require repair, reinforcement,
special containers or binding

Supervise in-house treatment of materials

repair pages

clean pages

reinfo?ce bindings

laminate book jackets and paperbacks

puepare containers for periodicals, AV materials, pamphlets
make oovers

clean and repair AV materials

Supervise procedures to oxtain photocopies of miseing pages and have
them bound into the prope: items
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(OLLECTION MAINTENANCE 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 incamplete volumes and notify serial records section of
gaps; send for binding when volume is complete

prepare binding specifications for each serial title, if not on
file with binder

prepare materials for shipment/pick-up

update binding records with dlipnmt/pidt-m date

update circulation records for materials sent to bindery
receive materials fraom binder

inspect materials for confommity to requirements

check shipmen* against binder's packing slip/invoice

update binding records with date of return

update circulation records for materials returmned fram bindery
forward invoice to proper office for payment

maintain file of invoices and other documents related to binding
maintain a statistical record of binding operations

Inventory and Weeding
10. Suy ‘rvise inventory-taking

assign portions of the shelfist to each technician

identify materials which are missing

identify materials which lack shelfist 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 acquisitions
section for possible replacement action

forward materials to cataloging section which require record
creation/correction and/or labeling correction

11. Supervise identification of items for possible weeding

flag library rzgerials that have not circulated during a specified
time per

notify acquisitions section that selection action is needed

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

12, Maintain a statisti.al record of inventory-related operations and
weeding operations




(OLLECTION MAINTENANCE ENTRY LEVEL
Other
13, Handle problems related to collection maintenance operations; refer

14.

16.

17.

18.

20.
2l.

23.

24.

25.
26.

28,

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

Prepare manuals of procedures

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

Attend and participate in staff meetings

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

Supervise technicians and other paraprofessicnal staff
Work to develup "esprit de corps" among staff supervised

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

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

Assist manager in the review and performance evaluation of staff
supervised

Assist in the selection of new tachnicians and paraprofessionals

Keep abreast of Jevelopments in the infoomation fild, and library
practics, binding, and storage and preservation of library materials

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library




ACTIVITIES

COLLECTION MAINTENANCE MID LEVEL
Sorage Miintenance
29. Work with senior staff to develop procedures for shifting the

30.

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

Preservation of Materjalg

31.
32.
3.

34.
35.
36.
37.

38.

39.

41.

Supervise the proper storage and handling of classified materials
Supervise the preservation treatment of rare/older materials

Identify serials and other materials available on commercially-produced
microforms which should be acquired for oreservation purposes; request
order action by the acgquisitions sect:on for selected titles

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

Notify acquisitions section of material which needs replacement

Gather information on contract repair and preservation treatment of
materials

Investiqate the capabilities of various library security systems and
make a recammendation for purchase

Train section staff and circulation staff in the operation and
maintenance of the library's security system

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

Examine library regularly for sources of moisture, fire or unauthorized
entry
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QOLLECTION MAINTENANCE MID LEVEL

Binding

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

43. Prepare draft binding specifications

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

45. Prepare draft procedures for in-house binding preparation

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

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

Inventory and Weeding

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

49. Wwork with acquisitions and circulation staff members to draft
procedures for identifying materials which should be reviewed by
selection staff for possible weeding

Other

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

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

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

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

54. Supervise in-house operation and maintenance of eguipment/systems
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Other (cant'd)
55. Gather information “or maintenance contracts on equipment/systems

56. Draft statements of w for contact proposals for services, systems,
equipment and/or maint.nance

57. Braluate contractors' proposals

58. Train and supervise entry level staff

59. Assist in the selection of new profescional staff

60. Write articles for professional journals/newsletters when appropriate

QOLLECTION MAINTENANCE SENIOR LEVEL

Storage Maintenance

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

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

63. Draft a shelving plan to provide adequate space for growth of the
collection(s)

Preservation

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

65. kecommend 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

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




QOLLECTION MAINTENANCE SENIOR LEVEL

Preservation (cont'd)

68. Draft a policy statement concerning the preservation versus the
replacement of library materials

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

70. Work with selection staff to identify materials which should be
retained in microform for preservation

71. work with selection staff to identify valuable/rare materials in tae
collection which require special treatment

Binding

72. Evaluate the performance of the binder (s)

Inventory and Weeding

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

75. Frepare a draft final report on the status of the collection(s)
following inventory

Other

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

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

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

80. Analyze collection maintenance statistics and prepare draft statistical
reports

81. Analyze financial data and prepare draft financial reports on
expenditures for collection maintenance

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

Bagic knowledue
%t knowledge related to literacy, mmeracy, commmications, etc.

Subject knowledge

knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
** knowledge of foreign languages

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knovledge of altemative approaches to the organization of inxormation

* knowledge of altermative approaches to retrieval of information

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

gpplications
* knowledge of campleted and ongoing research in the field and its
applicability to practice
* knowledge of career opportuni.ies
*4* knowledge of how to leam on an ongoing basis

* knowledge of the expanding information commumnity, 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 witnin the various work settings
and the services and products offered

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

Knowledge of what work is done

mmw&mmmmm.mmwm
offered (both actmal and potential)
“hul@edmmmmtmwwo&ummm

produce the products
* knowledge of the various rescurces that are necessary to syport the
activities

** knowledge of collection maintensnce tools and sources of information
** knowledge of collection maintenance methods and technigues
* knowledge of performance expected and how it can be aeasured
mmmijmmm-ummm (e.g., range
of duties, probable compsnmation, bmefits, etc.)

% 102




*¢ knowledge of the mission, goals and objectives of the organization

*t knowledge of the structure of the organization and the role of the
library (or infommation center) within the
* knowledge of the various projects and key personnel within the

organimation

*2* knowledge of the policies and procedures relsvant to the library (or
information ~enter)

“hnvledgeotthemimmmﬂnhleﬂtﬂntheﬂbnry (e.g.,
persamel, equipaent, etc.)

*¢ knowledge of the users’ information needs and requirements

22 knowledge of the collection, and of related collecticns

COLLECTION MAINTENANCE MID LEVEL

**t greater depths of knowledge specified above
st* knowledge of the cperations of other sections in the library and how

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

o
*t knoyledge of evaluation methods and techniques to evaluate systems,
services and products

68
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COLLECTION MALNTENANCE SENIOR LEVEL
bbbl chs of knowledge specified above
* hmledje relations

techniques
* knowledge of statistical description, amalysis, interpretation and

*‘*hml@e&thecot;cu;nochtdﬂthnbutym (materials,
** knowledge of cost amalysis and interpretation methods
** knowledye of methods of resource allocation
** knovledge of standards, measures and methods for evaluating persomnel
* knovledge of altemative management structures and their implications
for the operation of the library
** gtate-of-the-art knowledge of library research and practice
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QOLLECTION MAINTENANCE ENTRY LEVEL
Subject knowledae
* knowledge of the primary subject field of users served (e.g., medicine,

chemistry, law, etc.)
* knowledge of foreign languages

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of infonmation
* knowledge of altemative approaches to the organization of informxtion
* knowledge of altemative approaches to retrieval of information
* knowledge of altemative approaches to information management
knowledge of aveilable and emerging infomt:lmtednologieamdtbeir

applications

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

** knowledge of career opportunities

* knowledge of how to leam an an angoing basis

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

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

* knculedge 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

Know.edge of what work ig done

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

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

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

activities
* knowledge of collection maintenance tools and sources of information

* knowledge of collection maintenance methods and teciniques
* knowledge of performance and how it can be measured
* knowledge of job ities and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)



Knowledge of how to do work

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

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

* knowledge of the structure of the organization and the role of the
library (or infommation center) within the o

* knowledge of the various projects and key personnel within the

organization

* knowledge of the policies and procedures relevant to the library (or
infomation center)

*hmledgeoftbemiammmihhlewitbinﬂ:enbmzy (e.g.,
personnel, s €tc.)

* knowledge of the users' information needs and requirements

* knowledge of the collection, and of related collections

COLLECTION MAINTENANCE MID LEVEL

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

COLLECTION MAINTENANCE SENIOR LEVEL

* knowledge of altemative management structures and their implications
for the operation of the library
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#t¢ literacy, mmeracy, cognitive, analytical, cor:umications, etc
Skills Related to Specific Activities
Ability to:

* perform epzh activity
* establ!=X rapport with users and colleagues

** conduct meetings with individuals and groups
* collect, analyse and interpret data
“ﬂemdtw_mtimbmdmmﬂmemm

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

Ability to:

* make effective, timely, and well-informed decisiae

* isolate and define problems and devel.p the necessary criteria and
action for their solution

** ssnage time effectively

Shills Related to Each Specific Activity
¢ gxills listed above are developed tc a greater extent
Ability to:

“petcdnthem&dthemmmtjmttheuhnzy
** anticipate long-range needs of library

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




CQOLLECTION MAINTENANCE SENIOR LEVEL

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

*tt apply methods of measurement and evaluation
*&* hudget and make projections
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COLLECTION MAINTENANCE ENTRY LEVEL

Ability tos

% collect, anulyze and interpret data
* mnke decisions and recammendations based on available information
* supervise staff

OQOLLECTION MAINTENANCE MID LEVEL

COLLECTION MAINTENANCE SENIOR LEVEL

Ability to:

Q 74
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QOLLECTION MAINTENANCE

rs feel camfortable

*&* Ragpect co-workers
¢t Like to work with others/as a tesm
* Like to work on omn
*¢ ¥illingness to draw upon and share knowiedge and experience with

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

Personal O, .iies

*2t Alertness
* Agsgertiveness




(QOLLECTION MAINTENANCE

Personal Oualities (cont'd)

* Neatness
* Need for achieveant
:(bjecuvity

* Optimisn/Positive attitude
*¢* Organization

* Patience

* Physical endurarce
#% Regourceful

* Sensitive/Thoughtful

* Sense of humor

* Senge of ethics

* Tulerance

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

** yillingness to take/accept responsibility
* Willingnres to take initiative
** Willingness to respond to authority, apply and follow policy
* Degire to leam/try
* Willingness to fail
**¢ Willingness to ask questions
*¢¢ Degire to work to best of ability
“:mqmsimtothecmstnim:s

Accuracy
* Willingness to get hands &' rty
** Attention to detail

Organizational ty

* Willingness to pramote library and its services

* View of library as part of a larger informa’:ion environment
** View of library as an

* Ability to see broad picture

* Ability to sacrifice short-tem qains for long-tem goals
* Political sense

* Quriosity

* Variety of interests

* Desire to grow personally

** Desire to grow professionally

* Dasire to remain current in specific and general subject field
#t¢ pogitive attitude toward job

Q. 7¢
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COLLECTION MAINTENANCE

Dispositional Attitudes
Attitudes Toward Other People

Toward Others in the Workplace

* Like to work on omn
t Enjoy managing/supess 3ing others

Perponal Oualities
* Flexibility Versatility
* Orgenization

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

EK&; | A17




SPECIAL LIBRARIAN (DMPETENCIES
INTERLIBRARY LOAN
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INTERLIBRARY LOAN ENTRY LEVEL

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

2. Discuss cost considerations and time constraints with users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Detemmine best source for obtaining materials

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

canplete loan forms, including copyright compliance notice

trananit loan requests (by phone, mail, courier, teletyre, or
camputer. network)

re-issue loan requests as required

receive materials

notify users of receipt of materials

circulate materials to users

update circudation/ILB files for circulated materials

receive materials fram users

examine materials for damage, proper markings, etc.

update circulatior/ILB files for returned materials

prepare borrowed materials for mailing/delivery

follow-up overdues

collect/charge overdue fines, if appropriate

maintain record of IIB statistics

maintain reco.d of funds collected or charges assessed to
organizationa® departments 1

maintain files of miterials obtained and not obtained on loan |

8. Perform processing of ILB requests when nececsary o
Interlibrary Lending (ILL)

9. Receive ILL requests

10. Examine ILL forms for copyright compliance
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ACTIVITIES

INTERLIBRARY LOAN ENTRY LEVEL

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

return ILL forms lacking proper copyright campliance notice

detemmine location of material in library

locate material in the collection

photocopy journal articles and portions of printed materials

prepare library materials/photocopies for mailing/delivery

update circulation/ILL files for loaned materials

examine returned materials for damage, proper markings, etc.

update circulation/ILL files for returned materials

shelve retumed 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
avuilable for loan

maintain record of ILL statistics

maintain record of funds collected or charges assessed to
organizational departments

maintain tempurary files for ILL requests for mater!ils owned but
not found in the collection

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

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

13. Perform processing of ILL requests when necessary

Other

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
interlibrary loan

16. Conduct library business by phone, when appropriate
17. Write memos and letters, as required
| 18. Prepare manuals of procedures
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INTERLIBRARY LOAN ENTRY LEVEL
Other (cont'd)
19, Make recommendations to the section manager for improvement in

20,
2l.

22.
23.
24.

25.

25,

28.

29.

30.

operations of the unit/section and for improvement in services to users
Attend and participate in staff meetings

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

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

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

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

Assist manager in the review and performance evaluation of staff
supervised

Assist in the selection of new technicians and paraprofessionals

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

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library

INTERLIBRARY LOAN MID LEVEL

31.

32.

33.

Forward ILL "not found" and "r.t owned” requests and ILB reguests to
acjuisitions section

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

Work with circulation section staff to develop procedures and resolve

problems relatea to use of the circulation files/system for
interlibrary loan purposes
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INTERLIBRARY LOAN MID LEVEL

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

35. Recormend acquisition of new/additional equipment/systems

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

38. Gather information for maintenance contracts on equipment/systems

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

40, BEvaluate contractors' proposais

41. Train and supervise entry level staff

42. Assist in the selection of new professional staff

43. Write articles for professional journals/newsletters when appropriate

INTERLIBRARY LOAN SENIOR LEVEL

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

45. Work with serials control and cataloging staff to develop a serials
holdings 1list

46, Make inquiries and recommendations concerning the advertisement,
publication, and distribution of the serials holdings list

47. Work with reference and acquisitions staff to analyze library resources
in the area and make recammendations concerning the degree to which
duplication of collections should occur. Identify subject areas in
which -esource sharing may be mutually beneficial

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

49. Draft ILL/ILB procedures and policies; draft revisions as required
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INTERLIBRARY LOAN

50. Flowchart and document ILL/ILB procedures
51. Assist section manager in on-going systems analysis of the section

52. Analyze ILL/ILB statistics and prepare draft statistical reports
53. Analyze €inancial data and prepare draft financial reports

54, Supervise inid level staff
55. Function as section manager in his/her absence
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INTERLIBRARY LOAN ENTRY LEVEL
Basic knowledge

*t* knowledge related to literacy, mmeracy, canmmications, etc.
Subject knowledge

knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knoyledge of foreign lanquages

Lirrary & Information Science Knowledge (Gemeric)
:huhﬂ;ect«hﬂniﬂm, tnntnn,::lﬁomtsdlnﬁomﬂm
* knowledge of altemmative approaches to retrieval of information
* knowledge of altemative approaches to information management
* knovledge of available and emerging information tecinologies and their
halo@odqu:udnda@hg research in the field and its

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

- knowledge of the infoomation commmity, its participmts and

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

structures

* knowlea,: of the functions performed within the various work settings
and the services and products offered

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

Enovledge of what work is done

** knowledge of the interlibrary loan function, the range of services and
products offered (both actual and potential)
*t¢ tmovledge of the activities that are reguired to offer the services and

produce the products
bl of the wvarious resocurces that are necessary to support the
st kyowledge of interlibeary loan tools and sources of information
‘:mw:m o -ulh:ditmbm
*¢ knowledge of job and working conditions (e.g., range

of datins, probable compsnsation, benefits, etc.)
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INTERLIBRARY LOAN ENTRY LEVEL

* knowledge of the mission, goals and cbjectives of the orgmization

* knowledge of the structrre of the organimtion and the role of the
1library (or infomiation center) within the ovgmnization
knowledge of the various projects and key persomnel within the

organisation

** mowledge of the policies and procedures relevemt to the libeary (or
inforsation center)

** knowledge of the various rescurces available within the 1library (e.g.,

o aquipment, etc.)

*& know. of the users' information needs and reguirssents

#t¢ knowledge of the collection, and of related collections

!

INTERLIBRARY LOAN MID LEVEL

t4¢ greater depths of knowledge specified above
*t knowledge of the operations of other sections in the library and how

they relate to interlibeary loan

*¢ knowledge of evalmation methods and teciniques to ewaluate systems,
services and products




INTERLIBRARY LOAN SENIOR LEVEL
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INTERLIBRARY LOAN

Subject knowledge
* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.
* knowledge of foreign languages
Library & Information Science Rriowledge (Generic)
* knowledge of definition, structure, and formats of information

* knowledge
* knowledge approaches
tmmwmmmmmmwr

applications
** knowledge of campleted and ongoing research in the fleld amd its
to

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

*hmldgeofthewwmc_nity, its participants and
(social, economic, technical, etc.)

“hnle@ecfthemi&yctm-ttmmthdrwm
structures

* nowledge 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

Rnowledge of what work is done

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

*mm«gmutmmtmwwo&ummvmm

“M&ﬁﬂ&mmmummmwrtm

* knowledge of interlibrary losn tools and sources of information

* knowledge of interlibrary losn methods ard technigues

* nowledge of performsnce and how it can be measured

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




ERIC

INTERLIBRARY LOAN ENIRY LEVEL

Enovwledye of how to dc work

* knowledge of how to perform the various activities

* knowledge of how to uee the interlibrary loan tools and sources

* knowledge of how to apply the interlibrary loan methods and techniques
* knowledge of persomel procedures

EKnowledge of the organization gerved and its library (or infommation
center)

* knowledge of the mission, goals and cbjectives of the organization

* knowledge of the structure of the organiaation and the role of the
library (or information center) within the
* knowledge of the various projects and key personnel within the

organimation

* knowledge of the policies and procedures relevant to the library (or
infomation center)

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

personnel
“hule@eof‘hemem' information needs and requirements
* knowledge of the collection, and of related collections

INTERLIBRARY LOAN MID LEVEL

* greater depths of knowledge specified above

* xnowledge of the oprrations of other sections in the library and how
they relate to interlibrary loan

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

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

*mg@eﬁmmmmmmmmmqm,
services and products
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INTERLIBRARY LOAN

greater depths of lmouledge specified above
* hmle@e of public relationg techniques
* knowledge of statistical description, analysis, interpretation and

presentation

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

*lumledgeotcoutmlysismdm:wmm

* knowledge of methods of resource allocation

* knowledge of standards, measures and methods for evaluating personnel

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

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

[Kc 88 13]

Aruitoxt provided by Eic:
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INTERLIBRARY LOAN ENTRY LEVEL

Baaic Skills
“*% literacy, numeracy, cognitive, analytical, conmunications, etc,

Skills Related to Specific Activities
Ability to:

*petfon acti
%:t':lt{hmaﬂ

* conduct meetings with indivianlsmdgrwps

* collect, amalyze and interpret data

* pake decisions and ~ommendations based on available information
supervise staff

* work independently and in qroupe
develop criteria for evalmation

Ability tos

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

** igolate and define probless and develop the necessary criteria and
action for their solution

* sanaqge time effectively

INTERLZBRARY LOAN MID LEVEL

Skills Related to Each Specific Activitv
*¢ gkills listed above are developed to a greater extemt
Ability to:

“pucdnthembcttheocgﬂntimuﬂmtjutthenhnry
* anticipate long-range nesds of library

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

133




INTERLIBRARY LOAN SENIOR LEVEL

m&msustedabweare&velqedhoa.gtutetm
Ability to:
*t* apnly methods of measurement and evaluation

el and make
bl the use of library resources
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INTERLIBRARY LOAN

Skills Related to Specific Activities
Ability to:
* conduct meetings with individmls and groups
Ability to:

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

Skills Related to Fach Specific Activity
Ability to:

* arbitrate and negotiate




COMPETENCIES VALIDATED AS
S0 TAL VERSTS DESIRAMLE




A “ITTTUDES

INTERLIBRARY LOAN

* Like ¢to0 work with others/as a tesm
* Like to work an omn
** Willingness to draw upon and share knowledge and experience with

** Suppoctive of co-workers
* Enjoy managing/superviaing others

Flexibility,

* Imagination

-~ Inquisitivenees
Leadership ability
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Personal Oualities (cont'd)

* Neatness
* Need for achievement
: Objectivity

Opan-aindedness
* Optimism/Positive attitude
* Organisation

* Tatience
*= Physical endurance
*&% Rasourceful

** Sensitive/™oughtful
* Senpe of hunor

*¢ Sense of ethics
* Tolerance

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

** willingness to take/accept responsibility
;ngmthn ty v and
.:mumg;.:astofan '

s+ willingness to ask

*4¢ Dagire to work to best of ability
“:Wtothnmm

* Orqanizational identity

* Willingness to pramote library and its services

* View of library as part of a larger information enviromment
*¢ View of library as an organisation

** CQuriosity
:g::i.etyofinteruts
re to grow personally
* Desire to grow y
* Desire to remain current in specific and general subject field
** Positive attitude toward job
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COMPETENCIES VALIDNTED AS BICOMIN
LJ
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Individual should demonstrate:

* View of library as part of a larger information enviromsent

* View of library as an

* Ability to see broad picture

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

* Political sense

* Variety of interests

* Degire to grow personally

* Degire to remain current in specific and general subject fleld







SENIOR LEVEL

MANAGEMENT (Section Manager)

General Adninistration

1.

2.
3.

4.
5.
6.

7.

Work with library/library system director and other section/branch
managers to formulate and/or interpret library c.jectives

Prepare written pection/branch objectives

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

Evaluate current activities in tems of the section/branch's objectives
Identify required statistics and reports

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

Supervise clerical staff who

type correspondence, reports, etc,
answer phones

sort and route mail

maintain section/branch files and records
input and maintain payroll data

Planning

8.

9.
10.

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

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

Financial Management

11,
12.
13.
14.

15.

Prepare cperating and capital budgets, both short- and long-temm
Justify the section's/branch's budgets
Control expenditures and operate withirn the budgets

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

Establish costs for services, if appropriate




SENIOR LEVEL
MANAGEMENT (Section Manager)

Einancial Management (cont'd)

16. Supervise charging for services, if appropriate

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

18. Supervise the deposit of any funds received

Policies and Procedures

19. Revigv and approve/modify section/branch policies as drafted by senior
staf;

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

22, Revise policies and guidelines as required

23, Review and approve/modify procedures recamnended by staff
Management of Activities

24. Supervise overall operation of the section/branch

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

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

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

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

Systems Analysis and Design
29, Perform on-going systems analysis of section/branch activities

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

31, wort with systems staff/representatives and section/branch staff to
resolve problems with operation of automated systems, if applicable
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SENIOR LEVEL

MANAGEMENT (Section Manager)

32.

33.
34.
35.
36.

37.
38.

29.

40.
41.

42.

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

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

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

Recammend and support acquisition of selected items
Arrange for purchase of approved items

Maintain inventory listings of furnishings and equipment in section/
branch

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

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

BEvaluate contractors' performance

Personnel Management and Staff Development

43.

44.

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

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

Request and justify new positions
Initiate staff recruitment after staffing requests are approved
Interview and select candidates fo.' positions

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

Review personnel records of staff
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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 discusr
performance evaluations and other matters as appropriate

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

54. Approve library-funded training for staff

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

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Sonmunications

61. Oonduct staff meetings

62. Pnsure that camumication is maintained withir. 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
system

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

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

other libraries in the area

Communicate with other libraries regarding any difficulties associa*tad
with cooperative activities

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

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

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

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

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

Regearch and Development

74.

75.

7.
77.

Identify problem areas related to the section's/branch's activiti:s/
objectives which require further study

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

Evaluate the recanmmendations of the studies
Implement new programs/procedures as appropriate

, 147




SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

General Adninistration

1,

2.
3.

4.

5.
6.

7.

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

Supervise the preparaticn of written library/library system objectives

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

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

Identify required statistics and reports

Prepare final version of library's/library asystem's annual reports and
other reports

Supervise clerical staff who

type correspondence, reports, etc.
answer phones

sort and route mail

maintain files and records

input and maintain payroll data

Planning

8.

9.
10.

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

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

Einancial Management

11.

12.

13.

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

and long-term

Justify the library's/library system's budgets to institutional adnin-
istrators

Supervise expenditure control and operatation within the budgets
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

Elnancial Management (cont'd)

14. Establish financial policies and procedures in keeping with the
institution's overali financial operations

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

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

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

Policies and Procedures

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

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

24. Supervise overall operation of the library/library system

25. Coordinate library/library system activities with the insitution

26. Supervise the establishment of work schedules to ensure adeguate
staffing of the library/library system

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

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




SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

Systems Analveis and Design

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

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

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

32, Select and justify locations of new facilities and collections

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

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

37. Review and approve/modify staff recommendations for aocgquisition of
equipnent, forms, supplies and systems

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

40. Supervise maintenance of inventory 1listings of furnishings and
equipment in the library/library system

4l1. Review and approve/modify major contract documentation
42. Supervise in-house management of contract activity
43. Supervise the evaluation of contractors' performance
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ACTIVITIES

SENICR LEVEL
(Library Direct: '

MANAGEMENT Library System Dir- ctor)

Persapnel Managenr..t and Staff Development

44,

9.

50.
51.

52,

53.

54,

55.

57.
58,
59,

60.
61.

Supe :vise staff review ~f staffing and work lcads to ensure that
amployees are properly utilized

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

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

In~=rview and select candidates for senior staff positions and for
director's staff

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

Review personnel records of senior and direntor's staff

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

Prepare written performance evaluations for seuior and director's
staff

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

appropr iate

Suggest. ways in which individial members of senior and director's
staff may improve pertormance and/or became eligible for proamotion

Approve library-funded training for senior and director's staf’

Review/prepare &:cumenta:ion for awards, grievance actim .
separations, etc.

Preses.t awards
Jiscipline senior anu director's staff as required

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

Approve leave for senior and director's staff
Approve vacation schedules for senior and director's staff
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Directo.)

Camunicationg

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

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

64. Ensure that camunication is maintained within the library/library
system so that staff will know what is happening in the library, the
llorary system, the advisory groups, the network(s), and in the
information world in gezeral

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

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

67. Represent the library/library system or designate representative{s) for
joint projects with other libraries/library systems and/or with
1'brary/bibliographic networks

Mark

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

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

70. Establish and maintain working relationships with librarians fram
other libraries/ayst tworks

71. Communicate with cther libraries/systems/networks regacding any
difficulties associated with cooperative activities

72. Jo.n/participate in forming l1ibrary networks/consortia and support
network goals and activities

73. Receive official visitors to the library/library system

74. Supervise arrangements for overviews/tours of the library/library
system
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SENIOR LEVEL
(Library Director/
MANAGEMENT Library System Director)

Marketing and Public Relations (cont'd)

75. Supervise the coordination of production of publications/information
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/recammended arrangements for advertisement, publication,
and aistribution of documents/information products produced by
library/library sys’am

Besearch and Development

78. Identify and/or review prc.lem areas related to thé library's/library
sys-em'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’
recammendations

82. Approve and supervise implementation of new programs/procedures as
appropriate
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MANAGEMENT SENIOR LEVEL

Basic knowledge
**t mowledge related to literacy, mmeracy, cammnications, etc.
Subject knowledge

* knowledge of th;.-'m)-bject field of served (e.g., medicine,

etc.
knowledge of Eorei&n languages
Library & Information Science Knowledge (Generic)
*¢ knowledge of definition, structure, and formats of information

¢ imowledge of altemative approaches to the organization of infomation
bkl WMM alternative apprcaches to retrieval of management

**t* mowledge of altermative approaches to information management
**¢ knowledge of availabhle and emerging information technologies and their

“hale@edeu;::lotdﬂmgoingmmthtmd-ﬂits

*¢ knowledge of carcer opportunities
**¢ knowledge of how to leam on an angoing basis

mmmwmmmmq,mwm
(social. aconcmic, technical, etc.)

***hoﬂe@eofthemitycthkutﬂngnﬂﬂdrwm
structures

** knowledge of the functions perfoomed within the various work settings
and the services and products offersd

% knowledge of the users of the swvices and products, their character-
istics and information habits

Knowledge of what work is done

st knowledge of the management tm:;lm, the)tmge of services and

*tt novledge of the activities that are required to offer .bhe services and
produce the products

*** knovledge of the warious resources that are necessary to suport the

*t% knovledge of managment tools: and sources of informstion

**¢ knovledge of management methols and

stt knowledge of pecformance ted and how it can be msasured

stt imwledge of job 3 and working conditions (e.g., range
of Juties, probable compmnsation, benefits, etc.)
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Aruitoxt provided by Eic:

MANAGEMENT SENIOR LEVEL

Enowledge of how to do work

** mowledge of how to perform the warious activities

*** novledge of how to use the mamagement tools and sources of management

&4 knowl of how to apply the management methods and technigues

“*hmlgofmlm
*mggootmt?umatmmmmumum
* knowledge of awvailable vendor-supplied syctems, services and products

to support managment

**% mnovledge of ewlumation methods and to ewaluate
- techniques systems,

** knovledge of public relations techniques
*% knowledge of statistical description, amlysis, interpretation and
*** knosiedge of the costs associated with library resources (materials,

persomnel, space, etc,)
*** movledge of cost amalyxis and interpretation methods
% allocation

*** knovledge of the mission, noals and objectives of the organization

**% mnovledge of the structure of the organisation and the role of the
library (or information center) within the organimation
**¢ knowledge of the various projects and key persomnel within the

mmﬂammummwmm (or
information center)

*** inowledge of the varicus resources availahle within the libeary (e.g.,
persamel, equipment, etc.)

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

** kn'wledge of the cullection, and Of related collections
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MANAGEMENT SENIOR LEVEL
Subject knowlegae
* knowledge of th;.'pd-xy)ntject field of users served (e.g., medicine,
” y GtC,

Library & Information Science Knowledge (Generic)

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

** knowledge of altemmative approaches to information management
** knowledge of available and emerging infomation technologies and their

applicatins
*Mwle@eofeq&eudmmgohng research in the field and its
* knowledge of career opportunities

* knowledge of how to learn on an ongoing beusis

*hmle@eotthemﬂnginfomuma—nlty, ita participants and
(social, economic, technical, etc.)
*mmmmq&mumum:ww

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

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

Enowledge of what work is done
* knowledge of the msnagement function, the range of services and

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

produce the products
*mwﬂg“thmmthtmmtomthe
* knowledge of managment tools and sources of information
* knowledge of aanagesent methods and
* 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.)
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MANAGEMENT SENIOR LEVEL
Enowledge of how to do work
* knowledge of how to perfomm the various activities
* knowledge of how to use the management tools and sources of management
* knowledge of how to apply the management methods and techniqgues
* knowl of persconel es

they management
*t ¥nowledge of availabie vendor-eupplied systems, services and products
to support msnagement
* knowledge of the contracting process, both in general and within the
*m:e@dmmmmmwmlmm,

services and products

* knowledge of public relations technigues

* 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 personnel

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

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

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

* knowledge of the structure of the organization and the role of the
library (or information center) within the organization

* knowledge of the various projects and key persomnel within the

orgenization

* knowledge of the policies and procedures relevant to the library (or
information center)

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

* 'nowlcdge of the users' information needs and

* knowledge of the collection, and of related collections
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MANAGEMENT SENIOR LEVEL
Bagic Skills
**t literacy, mmeracy; cognitive, analytical, cammmications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
*** egtablish rapport with users and colleagues
*** coommicate well by written, verbal and non-verbal means
** conduct an interview

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

*t% york independently and in groups

*tt develop criteria for evaluation

Ability to:

*% pake effective, timely, nd well-informed decisions

*tt {polate and define problems and develop the necessary criteria and
action for their solution

**% panage time effectively

Skills Related to Each Specific Activity
Ability to:

*“pemdnthemehcttbemmmdmtjuuﬁ»nm
*t¢ anticipate long-range needs of library
¢ design systems and procedures to improve library operations
*t¢ arbitrate and negotiate
t¢t applv =ethods of measurement and evalmtion
*t¢ budget and make projections
%% gptimize the use of library resources
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MANAGEMENT SENIOR LEVEL

Skills Related to Specific Activities
Ability to:
* panage time effectively
Skills Related to Each Specific Act vity
Ability to:

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

163

111




164




MANAGEMENT
2ispopitional Attitudes
Attitudes Toward Ivstitutions
4% Regpect for pcofession
*** R gpect for the 2ibeary

*** Regpect co-workexrs
t4% Like to work with others/as a tesm
** Like to work on oo

*&¢+ Willingness to draw upon and share knowledge and experience with

4+ Supportive of co-workers
2% Enjoy menaging/supervising others

112
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Individual should demonstrate:

**%* yillingness to take/accept respomsibili
“*Iﬂllinmhoﬂeinithtive o

to rcapond to authority, apply and follow policy
“nui.nto

;Wmﬂm

to

++% Dasire to work to best of ability
“meﬂnmm

mlnlintor-inMMQr,cﬂicuugoemmﬂud
**% Pogitive attitude toward job

Aruitoxt provided by Eic:







Individual should demonstrate:

* Organizational identity
* Willingness to pramote library and its eervices
* View of library as part of a larger infonmtion enviromnment
* Ability to see broad picture
% Political sense
:mletyotm
Desire to grow personally
* Pogitive attitude toward job
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SPECIHL LIBRARIAN TOMPETENCIES
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REFERENCE ENTRY LEVEL

Solicited Searches

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

2. Counsel clients on specifying information requirements

3. Develop and implement strateqy for obtaining, evaluvating, and packaging
information and data to meet vsers' needs

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

5. Detemine appropriate source (e.g., databascs, printed publications,
experts, etc.)

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

8. Provide information for users in the form of references or sourc.
é wuments

9. Translate titles and abstracts

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

11. Refer users to other information services, as appropriate

insolicited Searches

12. Perform online searches according to SDI profiles.

Other

13. Answer ready reference questions

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

17. Reconmend aocquisition of materials for the reference and general
collections

18. Recomnend materials/data for inclusion in reference source files
(vertical file; in-house indexes)
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REFERENCE ENTRY LEVEL
Other (cont'd)
19. Supervise orderly maintenance of the reference roam and re-shelving/

20.
21.

22.

28.

29.
30.
31.

32.

33.

34.

35.

re-filing of reference materials

Maintain a record of reference seaching statistics

Maintain a record of financial data (funds received/charged to organi-
zational depatments in payment for computerized retrieval, packaged
litexature searches and other products, or services for which charging
may be authorized)

Conduct library business by phone, when appropriate

Write memos and letters, as required

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

Prepare manuals of procedures

Make recommendations to the section manager for improvement in
operations of the section and for improvement in services to users

Attend and participate in staff meetings

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

Supervise techniciars and other paraprofessional staff
Work to develop "esprit de corps” among staff sup  sed

Assist section manager in writ'ng job descriptions for self and for
staff supervised

Assist section wanager in developing performance standarde for self and
for staff supervised

Assist manager in the review and performance evaluation of staff
supervised

Assist in the selection of new technicians and paraprofessionals
Keep abreast of new and changing reference sources, services and tocls
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REFERENCE ENTRY LEVEL

Other (cont'd)

36. Keep abreast of new and developing technologies applicable to reference
searching

37. Attefad professional meetings and prepare reports for dissemination to
staf

38. Develop professional contacts both within and outside the library

REFERENCE MID LEVEL

Solicited Searches
39. Perform more camplex searches

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

Insolicited Searches

41. Assist in developing broad-scope, published literature searches with
executive analyses, resulting from anticipation and recognition of
other information needs

42. Identify topics and develop search strategies

43. Oonduct searches

44. Bvaluate search results

45. Prepare searches for publication

46. Distribute published literature searches

Qther

47. vork with users to develop SII profiles

48. Interact with users to sucgest changes in SDI profiles

49. Supervise the maintenance of the file of SDI profiles

50, 0rganiz)e and maintain reference source files (vertical file, in-house
indexes
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REFERENCE MID LEVEL
Qther (cont'd)
51. Inform organizational staff of books and articles related to their

52.
53.

54.
55.

58.

59.

61.
62.
63.
64.

interests
Schedule and supervise shelf reading of the reference collection

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

Identify and evaluate camercially available information seivices
Assess performance of existing exuipment/systems/services used in
referesce and investigate capabilities of other equipment/systems/
services

Recamend acquisition of new/additional equipment/systems/services

Tra;h;ce staff in operation and in-house maintenance of equipment/systems/
services

Supervise in-house operation and maintenance of er~ipment/systems/
services

Gather information for maintenznce contracts on equipment/systems

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

Bvaluate contractc :8' proposals

Train and supervise entry level staff

Asgist in the selection of new professional staff

Write articles for professional journals/newsletters when approp.iate

REFERENCE SENIOR LEVEL

Solicited Searches

65.

€6.

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

Refer users to subject experts as appropriate

us 173




REFERENCE SENIOR LEVEL

67.

68.
69.
70.
71.
72.

73.

4.

75.

76.

77.

78.

79.

80.

81.
82.
83.

Insolicited Searches

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

Prepare executive analyses for published searches

Arrange for puhlication

Develop a public relations strateqy for marketing the publication
Develop distribution list

Develop announcement of publication

Qther

mnct;ion as a technical expert in all matters relating to reference
service

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

Review and weeC the reference collection on a regular basis

keview and weed reference source files on a regular basis

Work with interlibrary loan and selection staff members to analyze
library resources in the area and to make recommendations concerning
the degree to which duplication of reference collections should occur
Work with selection staff to compile lists of reference books and
standard works which comprise a basic collection in each major subject
area, New editiuwic of these materials are acyuired when published

Work with selection staff to select materials for a amall collection to
support organizational staff who may be located in a remote facility

Draft reference service procedurez and policies; draft revisions as
required

Flowchart and docunent reference service procedures
Assist section manager in on-going systems analysis of the section
Analyze statistics and prepare draft statistical reports
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REFERENCE SENIOR LEVEL

Other (cont'd)

84. Develop charging strategies

85. Analyze financial data and prepare draft financial reports
86. Bandle deposit of funds/assesament of charges

87. Supervise mid level staff

88. Function as section manager in his/her absence

ERIC =175
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REFERENCE

Basic knowledge
% knovledo= related to literacy, mmeracy, cammmications, etc.

Subject knowledge

* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knowledge of foreign languages

Library & Information Science Knowledge (Generic)

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

* knowledge of altemative approaches to the organization of informatica
** knovledge of altemative approaches to retrieval of information

* knovledye of altemative approaches to informstion management

* knowledge of available and emerging information technologies and their

applications
* knowledge of completed and angoing research in the field and its
to

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

*tnaldgeoftheupndlnginfomﬂmc_nﬂ:y, :ltsputicipmtsmd
their interrelationships (social, economic, technical, etc.)
knovledge of tle veristy of work settings and their organizational

* knovleds: of the finctions performed within the variocus work settings
and the services and products offered

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

Enowledge of what work is depe

*“Mc:beﬁthﬂtdmmtm.themormuﬂm
oifer " (both actial and potentisl)

mm1m¢t:emmmmmmtoc&ummm

* ¥ knw of the various rescurces that are necessary to support the




*t kn_wledge of the mission, goals and objectives of the organization

** knowledge of the structure of the organisation and the role of the
ubn:y(orinfomtimemtu)vithinﬂnomhuum

* knowledge of the various projects and key pomonnel within the

organizaticn

** knowledge of the policies and procedures relevant to the library (or
information center)

*¢ knowledge of the various resources available wi{ 1 the library (e.g.,
persamnel, equiment, etc.)

*% knowledge of the users' information needs and requirements

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

REFERENCE MID LEVEL

%t* greater depths of knowledge specified above
knowledge of the operations of other sections in the library and how
they relate to reference
**%* knowledge of awailable vendor-supplied systems, services and products
to support. refiérence
*huled:eotthmlngm,mmmmﬁmm

“Ml@edmmmmmwwmm
**havlabectpbucmm




REFERENCE SENIOR LEVEL

#t* greater ¢ +he of knowledge specified above
** knovledge of statistical description, amalysis, interpretation 1d

ot knovledge of the costs associated with library resources (materials,

2% knowledge of methods of resiurce allocation

2% knoyledge of standards, mmmsures and mst™ Vs for ow

*¢ knovledge of zltemative tnctmmuﬂthd:w
for the .peration of the

“tt gtate of —ue-ert knowledge of library research and practice

o
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REFERENCE ENTRY LEVEL

Bagic knowledge
* knowledge related to literacy, mmeracy, commmications; etc.
Subject knowledge

* inowled~ of the priwary subiect field of users served (e.g., medicine,
cheustry, law, etc.)
* knowledge of foreign languages

Library & Information Scie~.e Enowledge (Ga.eric)

* knowledge of definition, structure, and forsets of infon -ion

* knowledge of altemative acproaches to the organization of information
** knowledge of altemative approaches to retrieval of infoovation

** knowledge of altemative approaches to information msnagement
***knowledgeofmﬂnhleud.zgingmudmlogimmdtheh

agplications

“Mled;ecteuplutodmdmgoing research in the field and its
applicability to practice

** knowledge of career ties

*¢ knowlerige of how to leam an an angoing basis

* knowledge of the expanding infomation commmity, its participants and
their interrelationships (social, ecanmmic, tech-ical, etc.)

* knowledge of the variety of work settings and the'r organizational
structures

** knowledge of the functions perforaed within the various work settings
and the services and producte offered

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

Enwledge of what work is done

* xnowledge of the reference function, the range of services and prodte
offered (both actual tgmunl
“ knowledge of the activities required to offer the services and
produce the products
“mhmﬂgwmmwtmmwmm
o8
* knowledge of referance/refermal tools and sources of information

> knowledge of reference/referral methods and techniques
* knowledge of performance and how it can be measured
* knowledge o job lities and working conditions (e.g., range

of &t ies, probable oor ‘asstim, benefits, etc.)




REFERENCE ENTRY LEVEL
Enowledge of how to do work
* knowl of how to perform the various activities
* knowl of how to use the reference/referral and other sources
* knowl of how to apply the reference/referral methode and techniques
* knowledge of personnel procedures

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

* knoxledge of the structure of the organization and the role of the
library (or isformation center) within the organization
** knowledge of the varions projects and key personnel within the

~rganization

* knowledge Of the policies and procedures relevant to the librzs; (or
information center)

*luuledgecfthemiommmﬂablewithlntbenbnzy (e.g.,
persamel, equipment, etc,)

** knowledge cf the uwsers’ information needs and reguirements

* knowledge of the collection, and of related collactions

REFERENCE MID LEVEL

* greater depths of knowlodge gpecified above

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

*t knovledge of available vendor-supplied systems, services and prodicts
to support reference

* knowledge of the comtracting process, both in general and withir e

nm‘f‘mammmu&mmmm.
oe:viees;:lzcdm
** knowledge of relations techniques




REFERENCE SENIOR LEVEL

greater depths nf knowleiye specified above

** knowledge Mm dercription, analysis, interpretation and

*hwwled;eottheantsaasodatedvith library resources (materials,
pexrsannel, space, etc.)

* knowledge of cost analysis and interpretation methods

* knowledge of methods of resource allocation

* inowledje of standerds, measures and methods for evaluating per

* knowledge of altermative managerent structures and their m‘atims
for th~ operation of the library

* gtate-of-the-art knowledce of library researcn and practice
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REFERENCE ENTRY LEVEL

Baric Skills
*¢¢ 2{teracy, mmeracy, cognitive, analytical, coommications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
** eptahlish with uveers and colleagues
*** commmicate well by written, verbal and non—verbal meanc
** conduct an interview
* conduct meetings with individals and groups
* collect, amalyze and interpret data
&t pake decisions and recommendations based on available information

* gupervise staff

* ywork independently and in groups

» develop criteria for evaluation
Ability to:

¢ pake effective, timely, and well-informed decisions
* isolate and define prchlems and develop the necessary criteria and
action for their solution
Za we time effectively

REFERENCE MIL LEVEL
Skills Related to Each Specific Activity
**+ gkills listed above are developed to a greater extent
Ability to-
umnmmdmmmmmmm

¢ anticipate long-raige needs of library
*t Gesign systesc and procedurcs to improve library operations
arbitrate and negotiate
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REFERENCE

SENIOR LEVEL

**t 5kills listed above are developed to a greater extemt
Ability to:
y methods of measurement and evaluation

and make projectiorn
m thomeotnbu:ym
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REFERENCE ENTRY LEVEL
Basic Skills
* literacy, mmeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities
Ability to:
* coommicate well by written, verbal and nuarverbal means
* conduct an interview

* conduct meetings with individmls and groups
* collect, amalyze and interpret data
¢ develop criteria for evalmation

Ability to:

REFERENCE MID LEVEL

Skills Related to Each Specific Activity
Ability to:

¢ perceive the needs of the organization and not just the library
* anticipate long-range needs c© libeary

REFERENCE SENIOR LEVEL

Ability to:

* apply methods of measurament and evalmation
* budget and make projections
* optimize the use of library resources
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12* Ragpect co-workers
* Like to work with others/as a temm
* Like to work on own

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

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

Personal x@lities

*&% Alertness

* Asgertiveness

* Campassior/Kindness
*¢ Confidence

* Inquisitivenesn
Leadership ability

Q 1 9 O
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REFERENCE

* Sensitive/Thoughtful
* Sense of lamor

*% Sense of ethics
* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrates

mmniwwmq/weqtmsibmq
** Willingneas to take initiative
¢ Willingness to respond to authority, apply and follow policy
“'naimholum/uy

mmwu
*#* Deaire to work to best of ability
“mvmtotheeautnmts

g R

Willingness to do clerical tasks

Organizational ty
** willingness to promote library and its services
*¢ View of library as part of a larger infomation enviromment

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

* Political senee

*¢ CQuriosity

* variety of inte sts

* Desire to grow personally

** Desire to grow professionally
nmwmmmwxmmmarw
#tt Pesitive attitude toward job
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* Like children

* Like to help people

* Like to meet pecple

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

Townrd Others in the Workplace
* Enjoy —mg:lng/upuviaim others

Personal Oualities

* Oonfidence
* Faimess
* Optimism/Positive attitude

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

Organizational identity
* Willingness to promote 1libriry and its services
* Viaw of library as part of a larger inform~tion envirament
* Ability to see broad picture
* Variety of interests
* Degire to grow personally
* Desire to ° main current in specific and general subject field
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ACTIVITIES
SERIALS CONTROL ENTRY LEVEL
Verification and Orderina
1. Receive citations for selec u serials/numbered series from the

2.
3.

4.

5.
6.

7.

8.

aoquisitions section
Receive citations fram organization staff for office copy subscriptions

Receive issues/parts of serials/numbered series fram the acyuisitions
section which were received on approval, as gifts, etc.

Develop a working knowledge of the library's collection development
policies and guidelines

Refer questionable citations/items to supervisor for selection review

Determine source of procurement for each title ordered (jobber, direct,
gift, exchange, etc.)

Supervise ordering of serials/numbered series:

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

search serial records to detemmine 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 serial records for titles to be ordered

prevrare subscription orders, including the proper “"ship :"
addresses for office copies

prepare purchase orders, if required

prepare order documentation for mailing

forward order documentation to the acguisitions 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 reguired

order replacement copies of damaged/lost issues

process renewals

maintain a statistical record of ordering operations

Search for trade and non-trade bibliographic information that techni-
cians are unable to locate; refer problems to higher levei staff, as

appropriate
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SERTALS QONTROL

Receipt Processing (

9.

Supervise receipt processing of serials/numbered series:

sort incaning items, if appropriate

search serials file to locate the records

update records with receipt of individual issues/numbers/parts

flag records for gap filling

record/affix locator data on each piece (classification number,
special collection symbol, etc.)

mark materials with the library's identification

affix security labels

place issues in special binders, if appropriate

affix routing slips or photocopy tables of contents and send to
proper staff, if arpropriate

place new serial titles on the appropriate truck for delivery to
the cataloging section

place items which have title changes on the truck for cataloging

place new issues for the reading roam on the appropriate truck

place issues for the stacks on the appropriate trucks

deliver trucks to proper locations

annotate receipt on packing slips/invoice copies, if received, and
forward to the acyuisitions section

annotate packing slips/imvoice copies for damaged/imperfect or
wwanted hardbound series; forward documentation and pieces
to the acquisition3 section for processing

place surplus materials in specified area to await proper disposal
by the aoquisitions section

maintain record of receipt processing statistics

10. Assign processing priorities to new serial titles and to other series

regniring update of cataloging records

File Maintenance
11. Supervise creation and maintenance of serial records:

input records for library and office 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,
change in addressee for routing piece/table of contents
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SERIALS CONTROL

Elle Maintenance

11.

12,

Supervise creation and maintenance of serial records (cont'd):

input new records for newly changed titles

update records with binding control data if serial records are
automated

input cross reference records as required

remove records fram the active file when appropriate

delete records when appropriate

maintain statistical records of file creation and maintenance
operaticns '

Supervise the forwarding of correspondence re: cessation/campleticn of
series to the cataloging section following maintenance of serial
records

Other

13,

14.
15.
16.
17.

Randle protlems related to ordering and receipt processirg of serials/
nunbered series and to overall maintenance of the serial records; refer
problems to higher level staff, as appropriate

Oonduct library business by phone, when appropriate

Write memoe and letiers, as required

Prepare manuals of procedures

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

Attend and participate in staff meetings

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

Supervise technicians and other paraprofessional staff
Work to develop “esprit de corpe” among staff supervised

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

Assist section manager in developing performance standards for self and
for staff supervised
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SERTALS CONTROL ENTRY LEVEL

Other (cont'd)

24.

28,

Assist manager in the review and perfcrmance evaluation of staff
supervised

Assist in the selection of new technicians and paraprofessionals

Keep abreast of developments in the information field, library
practice, or legislation that affect library processing and control of
serials/numbered series

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the library

SERIALS CONTROL MID LEVEL

Yerification and Ordering

29.

30.

k)

32.

3.

34.

35.

Develop procedures for the verification and ordering of serials/
nunbered series

Supirvise the maintenance of an address file of procurement sources for
serials

Draft form letters for ordering serials, claiminy/cancelling orders,
claiming missing issues, ordering lost/damaged issues, etc.

Work with the acquisitions section to schedule purchases of serials in
order to operate within the budget

Work with the acquistions section to develop procedures for the
handling of the final steps in serials ordering and invoice processing

Identify sources for f£illing gaps when the required issues are wnavail-
able fram the publishers

Orordinate gap £illing as gaps are reported by collection maintenance
staff as part of binding preparation and inventory operations

138

136




SERIALS CONTRO3, MID LEVEL
Receipt Processing

36. Develop procedures for receipt processing of serlals/numbered series
Elle Maintenance

37. Develop procedures for maintenance of the serial records

39. Make preliminary selection of forms and/or develop draft record formats
for all serial record files

39, Work with collection maintenance staff to develop procedures and record
formats for including binding control data in autamated serial records

Elscal Cantrol

40. Together with the acquisitions section, work with the contract and/or
purchasing department (s) of the parent organization 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 aocgquisitions section in resolving any problems related to
payment for serials

43. Remain aware of the expenditures and balances in the serials
account (8) 3 notify the section manager of situations which may require
special action

44. Project budget requirements for purchasing serials for the new fiscal
year

Qthe:

45. Assess parformance of existing equipment/systems used in serial records
and investigate capabilities of other eguipment/systems

46. Recommend acquisition of new/additional equiprent/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 eguipment/systems
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Other (cont'd)

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

51. Bvaluate contractcrs' 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

Selectjon

55. Review items identified by scaff as being of questionable suitability
for the collection; concur with the selections and/or refer the
remaining questionable items to senior acyuisitions staZf for review

56. Work with senior acguisitions staff to fommulate draft selection
policies for serials/numbered series

57. Work with senior acquisitions staff to prepare draft selection
guidelines for serials/numbered series to be ut2d by selection staff as
an aid in interpreting selection policies

Contact organizational staff conceming the advisability of purchasing
expensive serials for office collections versus placing them in the
library's collection

Ooordinate the annual review by orcanizational staff of the list of
serials/numbered series currently acquired for the library's
collection(s)

Coordinate the annual review by organizational staff of the 1list of
perial titles which they cu rently receive as office copies, on routing
and/or as photocopied tables of contents

Verification and Ordering

61. Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data
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SERTALS CONTRCL SENIOR LEVEL
Receipt Procegsing
62. Work with senior acquisitions and catalcging staff members to identify

processing pziorities for various categories of serials and to draft
guidelines for priority assigment

Other

63.

64.

65.

66.

68.

69.

70.
7.
72.

73.
74.

Function as a technical expert in all matters related to processing of
serials/numbered series

Interview Gealers' representatives to learn about thi. perticular
services they offer

Identify dealers who have a good performance record in supplying
irregular serials, ocongress/conference proceedings, and other series
which are difficult to acquire on subscription

Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in acquiring and/or processing
serials

Bvaluate dealers' performance and revort to section manager

Work with interlibrary loan and cataloging section staff members to
produce and/or update the library's serials holding list

Draft serials records procedures and policies; draft revisiong as
required

Flowchart and document ‘serial records procedures
Assist section manager in on-going systems analysis of the section

Aalyze serials processing statistics and prepare draft statistical
reports

Train end supervise mid level staff
Function as section manager in his/her absence
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Basic knowledge

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

Subject knowledge

* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knowledge of foreign languages

Iibrary & Information Science Knowledge (Generic)

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

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

*¢ knowledge of altemative ipproaches to information management

* knowledge of available and emerging information tecimologies and their

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

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

*knavle@eotﬂ:ewnginfomumc_n:lty, its participants and
(social, economic, tecimical, etc.)
*mwmmmqwmmum:mm

* knovledge of the functions performed within the variocus work settings
and the services and products offerad

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

Knowledge of what work is done

*t¢ knowledge of the serials omtrol function, the range of services and
products offered (both actual and potemtial)

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

*t* knovledge of the various rescurces that are necessary to support the

*t¢ knowledge of serials control tocls and sources of bibliographic

information
*t¢ knowledge of serials control methods and techniguos
*t¢ knoviedge of performance and how it can be measured
* knowledge of job and working conditions (e.g., range
of dities, probable compensation, benefits, etc.)
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SERTALS (ONTROL

Enowledge of how to do work

*¢* knowledge € how to perform the varioue activities
*¢* knowledge of how to use the serials control tools and sources of
bibliographic infommation
** knowledge of how to apply the serials control methods and techniques
* knowledge of persomnel procedures

*** knovledge of the mission, goals and objectives of the organization

* knowledge of the structure of the organization and the ro'e of the
library (or information center) within the organiszation
* knowledge of the various projects and key personnel within the

% knowledge of the policies and procedures relevart to the library (or
irformation center)
t¢* knowledge of the wvarious resources available within the library (e.g.,

persomnel
nmm&&em'mmuw
* knowledge of the collection, and of related collections

SERIALS (QONTROL MID LEVEL

*¢¢ greater depths of knowledg: specified above

*** knowledge of the cperations of other sections in the library and how
they relate to serials control

% knowiedge of awailable vendor-supplied systems, services and products
to support serials control

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

** knovledge of evaluation methods and techniques to evaluate systess,
services and products
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SEKIALS QONTROL SENIOR LEVEL

mmmtwmm
* knowledge of public technigues
*¢ knowledge of statistical description, amalysis, ir srpretation and

presantation

*¢ mowledge of the costs associated with library resources (materials,
persannel, space, etc.)

*¢ kowledge of cost amalysis and interpretation methods

%+ knowledge of methods of Zesource allocation

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

*** knowledge of altizmeiive structures and their implications
for the operation of the

*t% state-of-the-art knowledge of library research and peactice
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SERIALS CONTROL ENTRY LEVEL
Subject knowledge
* knowledge of the primary subject field of users served (e.g., medicine,
chemistry, law, etc.)
* knowledge of foreign languages

Library & Informatjon Science Knowledge (Generic)

* knowledge of definition, structure, and formats of information

* knowledge of altermative approaches to the organization of information
t2 knovledge of altemative approaches to retrieval of information

* knor.ledge of altemative approaches to information management

** knowledge of aveilable and emerging information technologies and their

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

applicability to
** knowledge of career opportunities
** knowledge of how to leam or an angoing basis

*hmle@eofthequﬂlngmfomumc-nity, its participants and
(social, economic, technical, etc.)
*lumldgedthevuityﬁvotkuttmgsaﬂthdrotmiml

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

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

Enowledge of what work is done

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

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

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

* knowledge of serials control tools and sources of bibliographic
infomation

* knovledge of serials cancrol methods and techniques
* knowledge of yperforsance and how it can be measured
* knowledge of jJob ties and working conditions (e.g., range

of Qities, probsble compensation, benefits, etc.)

207

143




SERTALS CONTROL ENTRY LEVEL

Knowledge of how to do work

* knowledge of how to perfoms the various activities
* knowledge of how to use the serials control tools and sources of

* knowledge of the mission, ooals and objectives of th¢ organization

* knowledge of the structure cf the organization and the role of the
library (or information center} within the orgamization
* knowledge of the various projects and key peorsonnel within the

organization

* knowledge of the policies and procedures relevant to the library (or
information center)

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

* knovledge of the users' information needs and rezuireaents

* knowledge of the collection, and of related collections

SERIALS CONTROL MID LEVEL

* greater depths of knowledge specified above

* knowledge of the operatians of other sections in the library and how
they relate to serials control

* knowledge of available vendor-sapplied systems, services and products
to support serials control

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

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




SERIALS CONTROL

* greater depths of knowledge specified above
* knowledge of public relations techmiguee
* mmovledge of statistical description, amalysis, interpretation and

presentation
* knowledge of the costs associated with library resources (materials,
*luuledgeofaostm;l;:;)uﬂwmm
:midgegm&m

edge of standards, measures and methods for evaluating personnel
* knowledge of altemative structures and their

ey dt:ng-mt implications
* gtate-of-the-art knowledge of library rescarch and practice







tt% literacy, mmeracy, cognitive, amalytical, commmnications, etc.

Skills Related to Specific Activities
Ability to:

* perform each activity
** establish rapport with users and colleagues
** coommicate well by written, verbal and non-verbal means
* conduct an interview
* conduct meetings with individuals and groups
* collect, amalyse and interpret data
¢ wake decisions and recommendations based on available information
* gupervise staff
* work independently and in groups
develop criteria for evaluation

Ability to:

*4% anke effective, timely, and well-informed decizions

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

** sanage time effectively

SERIALS CONTROL MID LEVEL

Skills Related to Each Specific Activity
t4¢ Skills listed above are developed to a greater extent

Ability to:

ﬂmnmmwunmmmtmmm
long-range needs of library

mhdg: to improre library operations
* arbitrate and nagotzm-
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SERTALS QONTROL

SENIOR LEVEL

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

* budget and make projections
*4t optimize the use of library resources
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SERIALS QONTROL ENTRY LEVEL
Ability to:
* ccllect, amalyze and interpret data
¢ gupervise staff
|
i
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SERIALS CONTROL
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SERTALS CONTROL

Individual should demonstrate:

*&¢ Jillingness to take/: respansibility
:m:miﬂb ndty nd
*4¢* Degire to leam/try ’ Y

* Millingness to fail

s+ yillingness to ask guestions
*&¢ Desire to work to best of ability
;wmuomemmm

*mmn::- mimuynmzy-ﬂmm
-mxnmumaanmmmmm
*¢ View of libeary as an organiszation

* Ability to see broad

* Ability to sacrifice short-tem gains for long-tem goals

: Political sense

Curiosity
* Variety of interests

* Desire to grow personally
* Desire to

-mmgmwmmummfm
*¢ pogitive attitude toward job
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Dispositicnal Aititudes

Attitudes Joward Other People
Tovard Users
* Like to help pecple

* Like to meet pecple
¢ Like to makc others feel comfortable

* Ability to sacrifice short-tem gains for long-temm goals
* Variety of interests
* Desire to grow personally
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