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This document contains validated activities and competencies needed

by information professionals working in a special library. The following

operational definition of competency was developed:

A crapetency is a generic Imarledge, *ill or attitude of a person

that is causally related to effective behavior as demonstated

through external performance criteria, where:

Knowledge is howls+, infoontion about, knowing, understanding,
being acquainted rs al being mare off, having esperience of, or

being feather with something, someone, or haw to do Koothing-

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

attitude is a natal or enoticatl approach to something, or
someone.

We have identifier' several types of knowledge that are necessary to

perform information work satisfactorily as follows:

Basic knowledge in such areas as language, communication,

arithmetic operations, etc.

Sublectknoiledge of primary subject fields of users served

such as medicine, chemistry, law, etc.

labrAmandbicamationwathemrinanmenta such as the
information community, its participants and their social,

economic and technical interrelationships, etc.

BacallectealhatWorkilLACIN such as the activities required

to provide services and produce products, etc.

Enfaaefteanizsticin or user ccassiityselyed such as
the mission, goals, and objectives of the user or the
organization, user's information needs and requirements, etc.

i 7



There appear to be three kinds of skills necessary to perform

iaformation work satisfactorily including:

IhfiicAkilla such as cognitive, communication, analytical, etc.

EinszmIatedtdIndLigmcificactimit.qy being performed such

as negotiation of reference questions, evaluation of search

outputs, etc.

other skills such as managing time effectively, budgeting and

making projections, etc.

Attitudes of information prof?ssionals are found to be extremely

important co work performance. We have found it useful to subdivide

attitudes into:

Digglositionalattitudes toward one's profession, the organiza-

tion served, one's work organization, and other people such as

users and co-workers.

Permanalitytraitagialities such as confidence, inquisitive-

ness, sense of ethics, flexibility, etc.

Attitudes related_totion 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 corpetenciel are cumulative across

professional level, i.e., competencies of mid -level professionals include

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

It is important to understand the distinction between functions

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

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

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

the information professional will undoubtedly perfcm 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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professionals and the activities being performed to determine which

carpets ties are apprcpriate. The functions identified for information

professicmais 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:

entry level (up to 3 years of professional experience)

mid level (4-9 years of professional experience)

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

The activities performed are listed first and nuwbered sequen-

tially. The actual assignment of individual activities to subcategories of

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

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

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

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

professionals.

The activities are followed by the validated sets of knowledge,

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

first set have those competencies designated by the validators as essential

in bold face print, and those designated as desirable in regular face

print. The level of emphasis is denoted by asterisks as follows:

* *

denotes each competency rated as essential or desirable by

50-70 percent of the validators of that competency

denotes each competency rated as essential or desirable by

71-84 percent of that validators of that competency



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

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

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

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

*

* *

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

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

becaning more or less important in the future

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

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

becoming more or less **Mutt in the future

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

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

becoming more or less important in the future

denotes competencies rated as currently not applicable which

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

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

2. Receive requests from organization staff for purchase of materials for
the collections) or for office use

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

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

5. FOrward bibliographic citations for selected serials/numbered series
and any such materials received in the section to the serials control

section for processing

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

7. Evaluate discarded office copies for possible addition to the library's

collection (s)

8. Assign processing priorities
collection (s)

9. Maintain a statistical r-
various selection tools

to all material selected for the

Jf selection and the usefulness of

10. Supervise bibliographic catching and verifimtion:

search in-port-eves file(s) (items on order, want lists, and re-
ceived .tams not yet cataloged) and library's catalog(s) to
determine if the cited titles are needed for the collec-
tion(s)

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

verify and locate additional bibliographic dotal 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 whims to higher. level staff,

as appropriate



Belectice (ccet ' di

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

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

14. Supervise order/request processing:

prepare records (manual or automated) 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

RegeibtProcessing

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 damwge
examine received items for imperfections
for unsolicited shipments, search in-process file(s) and library's

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

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

damaged/imperfect materials
annotate packing slips/invoices for damaged/isperfect materials,

incorrectly supplied materials, and unwanted materials
annotate packing slips/invoices to indicate materials which are

office copies
annotate packing slips/invoices to certify receipt of all

materials Letatned
deliver packing slips/invoices to invoice processor
insert and/or update processing slips for materials to be retained
mark materials retained for the collection as required (invoice

number, date of receipt, etc.)
place materials to be cataloged on the appropriate book trucks
forward any serials/numbered series received to the serials

control section

2 15



ACQUISITIONS ENTET LEVEL

Heceivt agesingjont141

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

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

send form letters to acknowledge gifts, if appropriate
prepare damaged/imperfect materials, incorrectly supplied

materials, and unwanted materials for return to suppliers, if
appropriate

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

maintain statistical record of receipt processing operations

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

17. Supervise preparation and disposal of unwanted library materials

blealiaMeng0

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

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

longer in process
delete records at appropriate intervals, maintain statistical

records of file creation and maintenance operations

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

be added to the library's collections, if required

Mbar

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

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

process

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

3 16



Other lcont'd)

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

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

25. Cbnduct library business by phone, when appropriate

26. Write memos and letters, as required

27. Prepare manuals of procedures

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

2!. Attend and participate in staff meetings

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

as requested

31. Supervise technicians and other paraprofessional staff

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

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

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

for staff supervised

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

staff supervised

36. Assie. in the selection of new technicians and perapraessionals

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

materials

38. Attend professional meetings and prepare reports for dissemination to

staff

39. Develop professional contacts both within and outside the library



ACTIVITIES

ACQUISITIMIS MID LEVEL

Selection

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
recommendations of entry level staff

YerificaticnAndiksksing

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

Fiscal Control

47. Work with the finance and accounting department of the parent organiza-
tion to idertA4 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 fran acquisitions and
serials control staff with receipt information noted

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

copies
convert currency to U.S. dollars, if required
search/request search of acquisition and serials control files to

verify receipt, if necessary
maintain record of expenditures by account, bawling office copy

charges to individual departmental
process approved invoices for payment and forward than to the

appropriate fiscal office
process purchase order documents as required
receive correspondence fran suppliers



ACQUISITIONS MID LEVEL

zacauketrauszetsil.

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 invoices and other documents related to the

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

49. Maintain control of the library materials budget; notify the section
managel of situations which may require special action

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

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

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

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

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

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

56. Recommend acquisition of newiaclational equipment/systems

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

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

59. Gather information for maintenance contracts on equipment/systems

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

61. !Valuate contractors' proposals

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



ACITVITIES

ACQUISITIONS MID LEVEL

Fiscal Control

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

64. Write articles for professional journalsimewsletters when appropriate

ACQUISITIONS SENIOR LEVEL

Selection

65. Select and maintain an up-to-date collection of selection tools and
aids to bib/Uwe/ilia verificati3n

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

67. Pormulate draft selection and retention policies for all types of
library materials

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

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

70. Evaluate the existing collectionls) and identify areas of weakness

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

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

73. Together with reference staff, select materials for a small collection
to support organizational staff who may be located in a remote facility

7
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ACQUISITIONS SENIOR LEVEL

istaacticiajortal

74. Develop guidelines for identifying materials in the collectica(s) which
Should be retained in microform for preservation

75. Select materials to be weeded from the collection; coordinate
procedures for this periodic activity with circulation, collection
maintenance, and catalog file rintenance staff members

76. Select items to be replaced * .n have been reported as missing follow-
ing an inventory of the collection

77. Bevis/ 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

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

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

Ltbm

8C. Function as a technical expert in all matters of selection and
acquisition of library materials

81. Work with senior cataloging and serials control staff members to
identify proccessing priorities and draft guidelines for priority
assigmtent to all incoming library materials

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

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

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

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

86. Craft a gift acceptance policy statement



ACQUISITIONS SENIOR LEVFL

Other (cat' d1

87. Identify potential exchange partners

88. Draft an emu/lenge policy statement

89. Draft documentation to establish an exdhange program

90. ,'supervise the exchange program

91! Appraise the value of highly specialized and rare materials

92. Identify sources for disposal of unwanted materials

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

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

95. Flowchart and document aelecticm and acquisition procedures

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

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

98. Train and supervise mid level staff

99. Fiction as section manager in his/her absence





Basic knowledge

*** !marls:* related to literacy, mammy, ameanications, etc.

Eiubleaangeleite

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

*** knew/ledge of foreign languages

Likraciianfizatticalicissainagedge (Generic)

e** knowledge of definition, structure, and !bluets of information
* knowledge of alternative approaches to the organisation of information
* lmowledge of alternetive wreathes to retrieved of information
* knowledge of alternative approaches to information management
* knowledge of available and emerging information technologies and their

applications
* knorledge of completed and camping research in the field and its

arplicability to peactice
* lmowledge of career cpriorlzinities

knowledge of bow to le .n an an ongoing basis

En2eIesteabGULinfa:Matifilatakfirli1=111Le

* Icnow ledge of the expanding information con unity, its participants and
their interrelationships (social, amnesic, technical, etc.)

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

* knowledge of the functions perfoned within the various work settings
and the services and poodle*. offered

* knowledge of the taws ot the services and prodmcts, their dame:ter-
lake and informatics Whits

/210eledgeDtaibitMIAIACS

*** knowledge at the acquisitions function, the range of services and
pcorbacts offered (both actusl and potential)

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

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

*** Imowledge of ampisitial tools and sources of bibliogragbic infomatien
** Imowledge of empzisition methods and teclniquss

*** knowledge of petfannoe ed and bow it can be measured
*** knowledge of job and working conditions (e.g., sage

of duties, probelale ompeneation, benefits, etc.)
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SENIOR LEVELicouLsrnoNs

*** =eater depths at knowledge Keane above

* knowledge at statistical deacription, analysis, intexpretation and
inowledge of public relations tectokines

*** ledge at the casts associated with library moutons (materials,lareontetion,

pommel, space, etc.)
** knowledge et cast analysis awl interpretation methods

** knowledge at standards,des sad methods for ml uersannel
*** knowlsdge of astir& at sesonrce

* knowledge of alternative asnagesint structures and their iiplicattans
for the oporation at the library

* state-of-the-art at library researdl and practice
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Basic knaw
* kneeler:be related to literacy, numeracy, cammonicatials, etc.

Subject naided=

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

* knowledge of foreign languages

LibiguaklafareitiaLkizzaigniladge (Generic)

** knowledge of alternative approaches to the orgenisaticn of Infoaatial
** knowledge of alternative approaches to m.dcrieval of infountian
*** knowledge of alternative approaches to information =news*
** knowledge of available and emerging informaticn technologies and their

applications
" knowledge of ccapleted and ongoing research in the field and its

applicability to practice
* knowledge of career opportunities

** knowledge of hat to learn on an ongoing basis

Easaalte,..01mUntoadlimustramirszsenta

** knee/ledge of the expending informatics community, its participants and
their interrelationships (social, economic, technical, etc.)

** knowledge of the variety of mock settings and their organisational
structures

* knowledge of the functions perfacmed*mithin the various mock settings
and the services and products offered

** knowledge of the users of the services and products, their Character-
istics and infoamtiam habits

ExtriledgeafathatamainA2ne

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

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

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

** knowledge of performance 'Whew it can be measured
* knowledge of job reeponsii ties rend working conditions (e.g., range

of duties, probebleampensatian, benefits, etc.)



ACQUISITIONS ENTRY LEVEL

EncEdlisbeQUaLiacialata

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

Ezraedge of the organization served and its library for information
2112t2r1

* knowledge of the mission, goals and objectives of the arganizatia)
served

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

" knowledge of the various projects and key personnel within the
organisation

* knowledge of the policies and proceires relevant to the library for
informatial canter)

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

the
el:pigment

infer
etc.)

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

ACQUISITIONS ED LEVEL

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

** knowledge of available vendor-supplied systems, services and predate
to acport acquisitions

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

* Icnowledge of evaluation methods and tedniques to evaluate systems,
services and products

14



ACQUISITIONS SENIOR LEVEL

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

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

mama, space, etc.)
* knowledge of cost analysis and interpretation methods
* knowledge of methods of resource allocation
* knowledge of standards, measures and methods for evaluating personnel
* knowledge of alternative meriagment structures and their implications

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

30



ASS MIMED AS
UMBEITML VAMPS DISIRABLE
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*** literacy, nineracy, cognitive, analytical, camnicatian, etc.

likillallelatesthaRecifiractiYities
Ability to:

* perform Al& activity
* establish rapport with users and colleagues
* connicate well by written, verbal and non-verbal means
conduct an interview

* conduct meetings with individuals and groups
* collect, analyze and interpret data
* make decisions and recammodetiams beset] am available information

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

Ability to:

* mike effective, timely, and well-infoneed decisions
isolate and define problems and develop the necessary criteria and

actin: for their solution
** menage time effectively

PlZ.ILSITIOR5 MID LEVEL

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

Ability to:

** perceive the needs at the cagenizatica and not just the library
* anticipate long-nage needs of library

** design evistannaziometbres to imam library :vacation
* arbitrate and



ACQUISITIONS SENIOR LEVEL

dee* Skills listed above are developed to a greater extent

Ability to:

*** apply methods of neasureeent and Ifffiluatiat
INht
ea*

= and sake projections
the use of litcary resources





Big& Skills

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

Iikil1iitgliliediSabrakiktiYiti28
Ability to:

* amunicate well by written, verbal and non-verbal means
** conduct an int:swim
* conikact meetings with individuals and grays
* ado decisions and recamendations bused an availahli: infoznation
* supervise staff
* work indegendently and in groups
* develop criteria for evaluation

Ability to:

* menage tine effectively

ACQUISITIONS ED LEVEL

fikillailelatedtiLackluidlicaatiiity
* Mills listed above are developed to a greater extent

Ability to:

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

** design vistas and procedures to I. library operations
a arbitrate and negotiate

ACQUISITIONS SENIOR LEVEL

* Skills listed above are developed to a greater extent

Ability to:

a apply methods of nessureent and evaluation
a budget and sake projections
a optimise the nee of library resources

18
35
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WISEITIAL VIM= EMBIRABLE
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TRITITICS

ACQUISITIONS

Iltemaitionallittitazioa

AttiLu- dasilataallnatituticos

*** inspect for pagesion
*** Mempect for the library
** lempect for the parent organization

AttitaclealgaardOthalgele

ICalrdDana

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

Like to meet people
Like to make others feel comfortable

* Sensitive to others' needs

27daraDgraiL111th2italatifa

** Respect co./moans
* Like to work with otheaWasetess

Like to work on own
* Willingness to draw upon and share knowledge and experience with

others
* Supportive of coieadbers
* Enjoy managing/supervising others

** Alertness
* Assertiveness
* Ctopession/kindness
* Confidence
* Cheerfulness

*** Dependability
Detersination/Tanacity

* Diplomacy
* Macticnel stebility
* Painless
* Flexibility/Wrsatility
* imagination
* inquisitiveness

19

37



MITAIDES

PCQUISITIONS

Animal Dualities locat,d1

* Leadership ability
* Neatness
* Need for achievement
* Cirjectivity
* Open-mindsdness
* Optimiao/Positive attitude

** Organisation
Patience
apical endurance

** lissoorceful

** Sensitive/Thoughtful
* Sense of tumor

*** &nee of ethics
* 'Menem

AttitudealektuLtsulciaedgrIVOrmaizatign

Individual should demonstrate;

*** Willingness to tate/accept responsibility
* Willingness to take initiative
** Willingnees

ryto l
to respond to autiority, apply and follow policy

** Desire earn/t
* Willingness to fail

*** Willingness to ask gnestkos
** Desire to work to best of ability
** Wesponsivesess to tine constraints

*** Accuracy
* Willingness to get hands dirty
Nbtentian to detail

* Willingness to do clerical tasks
*** Desire to follaw-tbamagb
* Service orientation
* Organisational identity
* Willingness to izcsote library and its services
** View of library as pert of a larger I:donation environment
** View of library as an organization
* Ability to see bawl picbze
* Ability to sacrifice short-tern gains for kortera goals
* Political more
* Curiosity
* Variety of interests
* Desire to grow personally
* Desire to cp;ow penfessionally
* Desire to main current in specific and general subject field

** Positive sttittda tas:d job

&As

20
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AO3u1smoNs

ittitudeLEakteat1210amismxodzwo

Individual should dononstrate:

* Willingness to take /accent respcnsibility
* Willingness to take initiativa
* Desire to learn/try
* Willingness to fail
* Willingness to ask (pentium
* Bespcasiveneas to tine constraints
* Accuracy
* Willingness to get hands dirty
* Attention to detail
* Willingness t:. do clerical tasks
* Desire to follow-through
* Service oriatatiun
* Orgenisaticnal identity
* Willingness to promote Mazy and its sereles
* Vim of library as pert of a larger inforsatiA envirament
* View of library as in orcsnisatiai
* Ability vo see broad picture

** Ability 411Crifice sbort-ter gains for long -tens goals
* .ense
* Curiosity

** Desire to gra, peruonaily
* Desire to grcer professionally

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

22 41



SPECIAL LIBRPRIAN CDOPEIIMICIES

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

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

3. Determine main and added entries

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

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

6. Establish cataloging authority data

7. Establish cross reference chta

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

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

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

11. Refer cataloging problems to higher level staff

12. Keep abreast of changes relating to cataloging procedures (e.g.,
in-house memos, LC rule interpretations of AACR 2, new subject terms,
updated instructions for searching/updating online files, etc.)

13. Maintain a record of pre - cataloging searching statistics

14. maintain a record of cataloging statistics

L'.110E

15. Write memos and letters as required

16. Prepare manuals of procedures for pre-cataloging searching

17. Select/develop a processing form to be use in pre-cataloging searching

18. Make recommendations to the section manager for improvement in
operations of the unit/section and for improvement in bibliographic
access to the collection(s)

19. Attend and participate in staff meetings

23 43



ACTIVITIES

CATALOGING EERY LEVEL

Other jam=

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

21. Train and supervise pre-cataloging searchers

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

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

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

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

26. Assist in the selection of new technicians

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

2a. Attend professional meetings and proTare reports for dissemination to
staff

29. Develop professional contacts both within and vitside the library

CATALOGING =LEVEL

30. Perform cataloging and classification of difficult materials

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

32. Supervise Cuttering, as required

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



34. Maintain a statistical reJord of cataloging difficult items

35. Maintain a record of limited cataloging statistics

36. Maintain a record of Glittering statistics

Biblimaibig.11126

37. Supervise maintenance of accession records, if appropriate

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

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

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

41. Supervise and revise filing of cards, if required

42. Supervise physical maintenance of the card catalog, if required

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

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

add/correct locator data
indicate number of copies owned
indicate holdings data for multi-volume sets
indicate withdrawal or loss of materials
delete/correct incorrect records

44. Supervise prediction of lists of new accessions; forward then to the
circulation section for distribution

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



Mtarialailagefiging

46. Supervise the physical processing of all items to be added to the
library's collectionls):

mark materials with the library's identification
affix security labels
type and apply classification labels
prepare item cards for circulation, or affix circulation bar

oode/OCR labels
affix date due slips, if required
open new books
apply purchased covers
mount pamphlet-type materials in special binders
place AV materials in proper storage containers, if required
segregate materials requiring special treatment or repairs and

deliver to collection maintenance section
place new materials on appropriate book trucks and deliver to

designated locations in library

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

ahrs

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
during inventories and/or weeding so bibliographic files may be updated
as required

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

52. Recommend 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



Dther (cont' d)

56. Draft statements of work for contract proposals for ser7ices, systems,
equipment 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

("CALMING SENIOR LEVEL

LegalMiD9

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. Assign 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 consistency of interpretation of library's cataloging policies
and standards

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

70. Maintain a summary record of revision statistics



CATALOGING SENIOR LEVEL

War
71. Maintain an up-to-date collection of reference works necessary to

support cataloging and creation of authority records

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

73. Select/develop cataloging input forms

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

75. Craft guidelines for determining level of cataloging to be given to
various categories of library materials

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

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

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

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

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

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

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

83. Recommend participation in bibliographic network(s)/projects

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

85. Flowchart and dbcumant all cataloging section procedures

86. Assist section manager in cm going systems analysis of the section



012ALOGII3 SENIOR LEVEL

Other (aunt' dl

87. Analyze cataloging section statistics and prepare draft statistical
reports

88. Train and supervise mid level staff

69. Ebncticn as section manager in his/her absence

29
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1017ALEDGE

anrixam DM LEVEL

EaCKIedgLaLliZataskai2/1

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

bibliographic information
*** komaledge ot hcw to apply the cataloging method, and tedmiques
** boo/ledge of personnel procedures

, 4. =-., '.
X31

. ,

* 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 information center) within the organisation

* knowledge of the various projects and key personnel within the
°Rani:tics

*** knowledge of the polio's' and Frameless relseent to the library (or
infonatical center)

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

*** knowledge of the peers' informatics needs and requirements
** knadedge of tha collection, and of related collection

CATAIDGIIC MID LEVEL,

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

they ridatelocetaioging
** knowledge of asellible lemdbevapplied systems, services and Foldouts

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

31
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CZTAIDGINS SENIOR LEVEL

*** greater depths at knowledge specified atom
* Impeded/a of public teatime techniques
* knowledge of statistical descriptione analysis, interpretation &z

premntation
* knowledge of the oasts emaciated with library resources (material.,

mama, space, etc.)
* Imadedge of oast melyais and interpretation methods

*** knowledge of methods of resource allocation
** bladed'e of standards, measures and methods for evaluating personnel
** knowledge of alternative structures and their isplicatiale

for the operation of le
*** state-of-the-art knowledge of library smear& and practice
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CATAIDGME ENrFet teal,

Basigincaltdo

* knarledge related to 7 Iceracy, numeracy, commicatices, etc.

BublaGtkaCkledSJ

** luso/ledge of the primary artrject field of users a._ fed (e.g., medicine,
chemistry, lam, etc.)

** knowledge of foreign languages

Library & Information Science Knowledge (Generic)

* kncwledge of deflation, structure, and formats of info tiara
** knowledge of alternative approaches to the organisation of information
** knowledge e e altmative approaches to retrieval of informatics
** knarledge ce. alternative approaches to InIonation ammagement
** knowledge of available and emerging information technologies and their

4plicaticso
* knarledge of completed end ongoing research in the field and its

applicability to practice
*** knowledge at career opportunities

* knowledge of bar to learn on an ongoing basis

ISInaitCbCaUSILklatrIeltiMULUILIDYILCIEMta

* loicarledRe of the 'spending informatics 'calamity, its participants and
their interrelationships (social, economic, technical, etc.)

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

* knowledge of the function; perforned within the various work settings
and the services and products offered

* knowledge of the users of the services and izoducts, their character-
istics and informatics habits

gpexyledge of what wojiLiguigne

* knowledge of the cataloging function, the range of services and
products offered (both aztual and potential)

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

* knowle of sase various resources that are necessary to effort the
activities

* bawled%) of cataloging tools and sources of hibliocpapirdc informatial
* knarleige of cataloging &ethyl. and
* knowledge of pet:foam= sweated aktelezirren be measured
* knowledge of job responsibilities and working conditions (e.g., range

of duties, probabl.2 oar sensation, benefits, etc.)



Encw ledge of how to do work

* knowledge of how to perform the various activities
* knowledge of how to use the cataloging tools and sources of
* knowledgbibTogrerto *ply the cataloging methods and techniques

information

** knowledge of personnel prof-Adores

Inowledge of the organization served and its library for information
central

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

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

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

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

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

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

CATAIDGIM MID LEVEL

* greater depths of knowledge specified above
* knowledge of the operations of other rutions in the library anC how

they relate to cataloging
* knowledge of available vaidor-supplied systems, services and prodUcte

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

organisation
* knowledge of evelation atbuds and techniques to evaluate systems,

services and products



OLTALOGIN3 SENIOR LEVEL

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

preeentaLion
* knowledge of the costa associated with library resources (materials,

personnel, space, etc.)
* knowledge of cost analysis and _r ion methods

* knowledge of methods of resource Lion
* knowledge of standards, measures and methods for evaluating personnel

* luecwledge of alternative smnagement structures and their implications

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



'81 66 MIMED AS
ESSENTIAL VIEWS 11EURABLE
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BASLicAsillit

*** literacy, numeracy, oognittwa, analytical, oanamicatials, etc.

Skills Related to Sbecific Activities

Ability to:

* perform sub activity
* establish rapport with users and colleagues
* canunicate wall by written, verbal and non-verbal means

conduct an interview
* conduct meetings with individuals and groups
* collect, analyse and interpret data
* make declaims and recommentletions bEsed on available infonsation
* supervise staff
* work independently and in grays
develop criteria for evaluation

Ability to:

** make effective, timely, and well-informed decialcns
** isolate and define problems and develop the necessary criteria and

action for their solution
** menage time effectively

CATALOGING MID LEVEL

fikillaJklatiLtsillachSocificActlyitt
*** Skills listed above are developed to a greeter anent

Ability to:

** perceive the needs of the orgenisatiam and not just the library
* anticipate law-range news of library
** den..4^n write= and procedures to improve library operations
* arbitrate and negotiate



*** &ins Listed above are developed to a greater attest

Ability to:

** apply methods of casesurasent and evaluation
** bu33et and sake projections

*** optimise the use of library resources





Basiralalla

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

fikillaaglAtatirehatiiitial

Ability to:

perform nob activity
establish import with wars and colleagues
oammicate well by written, verbal and non-verbal means
=duct an intends,
canduct meetings with individuals and groups
collect, analyse and interpret data
lake decisdass and reamendations beamed on available information
supervise staff
wort independently and in groups
develop criteria for aelnatian

Ability to:

mike effective, timely, and well- informed declaims
isolate and define problems and develop the necessary criteria and

action for their solution
me age time effectively

CATALOGIM MID LEVEL

jails Relattd to Each Specific Activity

* Ek- -. listed above are developed to a greeter extent

Ability to:

perceive the needs of the ongenisation aid not just the library
anticipate long-range needs of library
design sisters and peacetimes to improve library operations
arbitrate and negotiate
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CICALOGIN3 SENIOR LEVEL

* Skills listed above are developed to a greater extent

Ability to:

* apply netball: of seasnraant and evaluation
* buctjft and mete projections
* optimize the nee of library resources
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Id MUM

CATALOGUE

DismaiticaalAtitudisi
Pitt tulles Zbrrard Inetit

** Respect for profesidan
** Respect for the library
** Respert for the parent orgenisatice

Attitudesilanaltlesiessle
=sus Ulna

*** Respect users
Like people in general
Like to help people
Like to nest people
Like to sake others feel comfortable
Sensitive to others' needs

Tgre2aDthenLintheilDARIACO

** Respect co-workers
Like to work with others/as a tem

"re Like to work an an
** willingness to draw we and share knowledge and experience with

others
** SuEportive of co-workers

Enjoy managing/supervising others

ZeracnalLualitiza

*** Alertness
* Assertiveness
* Compassion/Kindness
Confidence
Cheerfulness

*** Dependebility
**Deteminatice/Tenecity
* Diplomacy

Ihotionel stability
Fairness

**Flazibilityftersatility
Issiginetion

Thquisitiveness
** Leadership ability
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* neatness
* Ned for achievement
* Objectivity
* Open-mindedoess
* Optimism/Positive attitude

** Organisation
** nitience
* Physical endurance

** Resourceful
** Sensitive /Thoughtful
* Sense of humor
* Sense of ethics
* iblerance

Individual should demonstrate:

*** Willingsees to teke/aocept responsibility
* Willing:sew to take initiative

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

*** WI Mignon to ask question
*** Desire to work to best of ability

* Responsiveness to thee constraints
*** Acouacy

* Willingness to get bends dirty
*** /Attention to detail

* Willingness to do clerical tasks
*k Desire to folsow-through
* Service orientation
* Orgenisationsl Malty

Willingsess to promote library and its services
* View of library as plot of a larger information environs*
* View of library as an organisation
* Ability to see broad picture
* Ability to sacrifice short-term gains for long-term goals

Political sense
** aulosity
** Variety of interests
* Desire to grow personally

** Desire to grow essionslly
* Desire to main

prof
=rent in specific and general subject field

*** Positive attitude toward job



coescracrBS VALIDIMID AS MOM
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MTITUDISS

CIILTAIL CING

* Neatness
* Deed for achievement

drjectivi ty
* Opon-sincedness
* Optimise/Positive attitude
* Orgrlisatian
* Bmtionce
* Physitml endurance
* Resourceful

** SenattivelitsossOtful
* Send* of humor
* Sense of ethics
* Tolerance

Individual should demonstrate:

* 7111ingness to take/accept responsibility
* Willingness to take initiative
* Willingness to respond to authority, apply and follow policy
* Desire to learn/try
* Willingness to fail
* Willingness to ask questions
* Desire to work to best of ability
* Besponsivesess to Use constraints
* Pixuracy
* Attention to detail
* Will ingness to do clerical tasks
* Desire to follow-through
* Service orientation
* Organisational identity
* Willingness to promote library and its services
* View of library as part of a larger information environment
* Vise of Misery as an orgenisatice
* Ability to sue broad picture
* Ability to wacrifice abort-term gains for long-term goals
* Political sense
* Curiosity
* %%deity of interests

** Desire to grow personally
** Desire to grow professionally
* Desire to remain curvet in specific and gonna subject field
* Positive attitude tciurd job
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aRaussioN AND USER SERVICES ENTRY LEVEL

1. Supervise daily operation of the circulation desk:

receive requests for materials
fulfill requests for materials
issue, renew, rec&.ve materials
examine Leaned materials for damage, proper markings, etc.
discharge materials
maintain circulation files for regular and long-term loan periods
reserve books for individual users
follow-up overdoes
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 users with information on circulation policies and

procedures
place returned materials on appropriate book trucks
forward damaged materials to the collection maintenance section
maintain record of circulation and user statistics
maintain temporary files cf requests for materials aimed but not

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

the library

2. Attempt to locate requested materials that technicians report as "not
found on shelf"

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

4. Perform circulation procedures when necessary

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

6. Assist users in locating materials in the catalog and in the
collection (s)

7. Monitor use of rare, valuable, or classified materials

8. Assist users in the operation of P-4,T and other equipment

9. Supervise the distribution of new accessions lists to organizational
staff



harIVITIES

CERCILATION AND USER SERVICES ERPRY LEVEL

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

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

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

13. Handle user complaints; refer to higher level staff if approprl!tte

14. (beck 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 users

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 other paraprofessional staff

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

24. Assist section manager in writing job cl 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. Keep abreast of developments in the information field, library
practice, or legislation thet affects circulation and use of library
materials
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CIRCULATION AND USER SERVICES WIRY LEVEL

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

29. Develop professional contacts both within and outside the library

CIRCULPSION AND USER SERVICES MID LEVEL

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

31. Notify acquisitions section of library materials which have been lost
by users

32. Ensure proper posting of copyright legislation notice an all copying
machines

33. Conduct library orientation sessions for new organizational staff

34. revise tools and displays which will ease access to collections and
motivate use

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

36. Work with interlibrary loan section staff and collection maintenance
staff to develop procedures and resolve protases 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

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

38. Work with collection maintenance and cataloging staff members to
recommend changes in supplies/methods for physical processing of
library, dais when current processing is inadequate

39. Assess performance of existing equipment/systems used in circularon
and investigate capabilities of other equipmerxt/systems

40. Recommend acquisition of new/additional equipment/Systems

41. Tran staff in operation and in-house maintenance of equipment/systole
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LION AND USER SERVICES

ACTIVITIES

MID LEVEL

42. Supervise in-house operation and maintenance of equipment/Systems
(including AV hardware)

43. Gather information for maintenance contracts on equipment/systems

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

45. Evaluate contractors' proposals

46. Train and supervise entry level staff

47. Assist in the selection of new professional staff

48. Write articles for professional journals/newsletters when appropriate

CIRCULATION AND USER SERVICES SENIOR LEVEL

49. Rinction as a technical expert in Ae circulation section

50. Draft procedures to expedite return of circulated materials to the
collectico4)

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

52. Draft circulation procedures and policies; draft revisions as required

53. Flowchart and docunent circulation procedures

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

55. Analyze circulation statistics and prepare draft statistical reports

56. Analyze financial data and prepare draft financial reports

57. Supervise mid level staff

58. Ebnction as section manager in his/her absence
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CIFCULATION AND USER SERVrES BETZ( LEVEL

Basic knowledge

*** knowledge related to literacy, nueeracy, amunicaticos, etc.

Amblecthxdadmiat

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

* knowledge of foreign languages

LibrAWLInfanalticalicitscaltalits (Generic)

* knowledge of definition, structure, and fermate of information
* knomledgeofaitermativeatpromehes to the orgenixatial of information

** knadedge of alternative approaches to retrieval of information
* knowledge of alternative anemias to infuomtimimmegsment
* knowledge of available and emerging information tedmilogies and their

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

applicability to practice
* knowledge of career opportunities

** knowledge of how to learn on an ongoing tads
EaradestrabctutinformaticiumuLinfircimenta

knowledge of the expanding information camamity, its participants and
their interrelationships (social, eoccomic, technical, etc.)

knowledge of the variety of work settings and their organizational
structures

* knowledge of the functions performed within the various rock 'lettings
and the seminar and products offered

** knowledge of the users of the services and products, their Character-
istic:sand inftomaticribmbits

EacradmsimbaLiturkiiitsignm

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

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

** Imowl=evgliegf the various resources that are necemeary to smart the

*** knadedge of alsoulatial vistas
*** Wallahs of circulation methods and techniques

* knolls* of marketing techniques and public relations
* Immeledg, of Perfompos Impacted and km it owl be Ensured

** knowledge of job reap oneibilities and Virg conditions (e.g., range
of duties, probable cacenmatial, benefits, etc.)



C/RCULASION AND USER SERVICES ENTRY LEVEL

EaCarksigtaLlUtisLikanrk

** Imoirledge of bow to perform the various activities
*** knowledge of 10, to use the circulation sixteen
** Immrledge of bow to apply the circulation methods and techniques
* knowledge of persamel procedures

, /11.(-1 - I& , I
szentarl

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

ire knowledge of the structure of the orgemteation and the role of the
library (r intonation center) within the orgenismtlan

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

*** knowledge of the poLtcles and procedures relevant to the library (or
infonsitica center)

*** knowledge ct the veil= resources available within the library (e.g.,
pommel, equipeent, etc:

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

CID:M/010N K.1) USER SERVICES MID LEVEL

*** greater depths of Impair* specified above
*** knowledge of the open:stuns of other sections in the library and bow

they relate to circulation and mar services
** Imowledge of mailable vandor-mpplied system services and products

to anent circulation and user services
* Imowledge of the contracting process, both in general and within the

orgenisation
*** Immdedge ct evaluation methods mid tedmiques to evaluate vistas,

services and products



ClICULATION AND USER SERVICES SENIOR LEVEL

*** greater depths of Imowledge specified above
** Imarledge of statistical description, analysis, interpretation and

presentation
*** !gnaw ledge of the ants emaciated with library amerces (materials,

personnel, apace, etc.)
*** knowledge of cost medlar and Intowebation methods
* knowledge of methods of mon= allocation

*** knowledge of standards, amoral and methods for ',skating pews,
** knowledge of alternative Repayment structures and their holications

for the operatics of the library
* state-of-the-art knowledge of library rematch and practice
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CIRCULATION AND USER SERVICES ENTRY LEVEL

eject knowledge

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

* Imam ledge of foreigi languages

Librogi_Linfonaticalciengaltsaledge (Generic)

* knowledge of definition, structure, and formats of infonattlen
* knowled3e of altenntive wreathes to the orgenirration of information

** knowledge of alternative aggeoscbas to retrieval of information
* knowledge of alternative approaches to information senagement
* Imowledge of available and emerging information technologies and their

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

applicability to practice
* knowledge of career opportimities
* knowledge of how to learn on an awing basis

isacdedgastatitlasamaticcussluarinnata
* knowledge of the expending infontics comemity, its participants and

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

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

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

istics and informatiar habits

icaShaSSINALAILMILISAIne

*** knowledge of the circulation 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 nectimmry to support the
activities

*** knowledge of arculation sisters
*** knowledge of circulatiar methods and techniques
** knowledge of marketing techniques and public relations
** knowledge of performance and bow it can be measured
* Mader* of job ities and working conditions (e.g., range

of &ties, probable compensation, benefits, etc.)



CIRCULATION AND USER SERVICES ENI'RY LEVEL

Bictaled2e of how to do work

* knowledge of bra to perform the various activities
* knowledge of bow to use the circulation systems
* knowledge of how to apply the circulation methods and techniques
* knowledge of personnel procedures

linowledge of the organization served and its library (or information
center)

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

* knowledge of the structure of the organisation and the sole of the
library (or information colter) within the orgenization

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

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

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

* knowledge of the users" information needs and requirements
* knowledge of the collection, and of related collection

CIRCULATION AND USER SERVICES MID LEVEL

* greater depths of knoorledge specified above
* knowledge of U* operations of other sections in the library mid bow

they relate to circulation and user services
* knowledge of available vendor-supplied system, services and proaucts

to snort cirouLf tics and user services
* knowledge of the cantractino process, bota. in general and within the

organisation
** knowledge of evaluation moods end techniques to eveluate systems,

servics and products



CIRCULATION AND USER SERVICES SENIOR LEVEL

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

presentation
* lmowledge of the coots associated with library resources (materials,

pereonnel, space, etc.)
* knalledge of cost analysis and interpretation methods
* knowledge of methods of resource allocation
* knowledge of standards, measures and methods for evaluating personnel
* knowledge of alternative lemagesent structures and their laplicetiais

for the operation of the library
* state-of-I-he-art knowledge of library research and practice
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CIECULPSION AND USER SERVICES Mei LEVEL

is kills

*** literecy, nmeeracy, cognitive, analytical, camisicaticos, etc.

giiina-Pakted-t4-150"1"diTUAM
Ability to:

* pee:fon:AO activity
*** eqtabItib repportwitbumers and colleagues
*** amounicate by written, verbal and non-verbal *sans
* conduct an interview
** conduct meetings with indiddbals and groups
* collect, analyze and interpret data
* stn decisions and recammandatioam based an available Wormation

*
* supervise staff
work independently and in groups

** develop criteria for evaluatio3

Abil'ty to:

* make effective, timely, andvell-infomed decisions
* isolate and define problems and develop the Lecessary criteria and

action for their solution
** menage time effectively

CIACULPEION NO USER SERVICES

clillalglataigLEIGUIPadgir
*** Skills listed above ate developed to a greater extent

MID LEVEL,

Ability to:

** perceive the needs of the ocgmmisatIon aid not just the library
* anticipate lang-renge needs of library
* design WILMS and prooedues to improve library operations
* arbitrate and negotiate



CIRCULATION MD USER SERVICES SENIOR LEVEL

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

Ability to:

*** apply methods of amazement and evaluation
*** budget and make projections
*** optimise the use of library resources
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CIRCMATION AND USER SERVICE ENTRY LEVEL

aillsigelusugusgaducJittivities
Ability to:

* collect, analyze and Interpret dee
* sake declaims and sec :e based al available Infoantion
c supervise staff
a elop criteria for evaluation

Ability to:

* image Use effectively

CIFCULATION AND USER SERVICES MID LEVEL

ailleEglitsurjactsecifiraatkitt
Ability to:

*
* perceive the no of the organisation and not just the library
anticipate lmg-range needs of library

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

CIRCULPTION AND USER SERVICES SENIOR LEVkl,

Ability to:

* optimise the use of library resources
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aRCULATION AND USER SEIM=

ittitamicredinatitutican
*** aspect for profession
*** Beepea for the library
** Seeped for the parent orgenisetial

itlitaxlesticnurdllthalealla

=au Ulna
*** Respect users
** Like people in general
* Like to help people
* Like to meet people
* Like to sake others feel comfortable

** Sensitive to others' needs

lasal2theaLinthellsalsplus
*** Respect oo-vorters
*** Like to work with others/as a team

Like to lit an an
** Willingii..Ni to afar wan and share Imodedge and eel:feria= with

others
** Supportive of coworkers
* Enjoy g/supervising others

*** Alertness
* Assertiveness
* Ccopassial/Kindless

** Confidence
* Onerfulneas

*** !endibility
Deteneination/Tenacity

*** Diplomacy
** Ileoticnal stability
* Fairness

** Flodbility/Versatility
* Imagination
* Inquisitiveness
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CIRCULATION AND USE SERVICES

AMQgtiMALAttUla&E

Other Peonle

in

* Like to vat an con
* Sejcv -anegfrg/swervising others

2eramelAuslities

* Assertiveness
* Elezibility/Versatility
* Tesginetion
* Organisation
* ',voice' Ikeurence

AttitaftaBelatedtgilgbattgLaganiatign

Individual should dancmstrate:

* Service celentation
* View of library as yam of a larger information environment
* vim of library as an organisation
* Ability to see brood picture
* Ability to sacrifice short -team gains for long-tens goals
* Pagitiod sense
* Curiosity
a Variety of interests
* Desire to grow personally
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AerIVITIle

COLLECTION MAINTENANCE ENTRY LEVEL

Storage Maintenance

1. 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 guidia as needed

2. Schedule and supervise shelf reading

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

3. Supervise data collection to support planning for shifting the
collection

measure present collection by categories
measure shelving/storage equipment capacity

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

adjust light of shelves
prepare shelf lables and stack guides

preservation ofeirjIls

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

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

7. Supervise in-house treatment of materials

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

d. Supervise procedures to atain photocopies of missing pages and have
than bound into the proper items
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Binding

9. Supervise preparation of materials for binding

prepare binding specifications for monographs selected for binding
arrange serial issues in order and tie binding units together
identify incomplete volumes and notify 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 shipment/pick -up date
update circulation records for materials sent to bindery
receive materials fran binder
inspect materials for conformity to requirements
check shipment against binder's packing slip/invoice
update binding records with dete of return
update circulation records for materials returned fran bindery
forward invoice to proper office for payment
maintain file of invoices and other &laments related to binding
maintain a statistical record of binding operations

Inventory and Weeding

10. Su rvise inventory-taking

assign portions of the shelfist to each technician
identify materials which are missing
identify materials which lack ihelfist 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 materials that have not circulated during a specified
time period

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 statistical record of inventory-related operations and
weeding operations
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COLLECTION MiUNI'ENANCE ENTRY LEVEL

akar
13. Handle problems related to collection maintenance operations; refer

problems to higher level staff, as appropriate

14. Conduct library business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

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

18. Attend and participate in staff meetings

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

20. Supervise technicians and other paraprofessional staff

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

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

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

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

25. Assist in the selection of new tachnicians and paraprofessionals

26. Keep abrea3t of Jevelopments in the infoaration fiold, and library
practice, binding, and storage and preservation of library materials

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

29. Develop professional contacts both within and outside the library
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At man's

aiLECTION MAINTENANCE MID LEVEL

Storage Maintenance

29. Work with senior staff to develop procedures for shifting the
collection (s)

30. Supervise the shifting of the oollectirn(s)

Preservation of Waterfall)

31. Supervise the proper storage and handling of classified materials

32. Supervise the preservation treatment of rare/older materials

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

34. Supervise the microfilming of selected materials for preservation

35. Determine proper treatment of damaged materials

36. Notify acquisitions section of material which needs replacement

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

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

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

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

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



COLLECTION 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. Work with serial records staff to develop procedures for creation of
binding records as part of the serial record

45. Prepare draft procedures for in-house binding preparation

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

47. Work with the circulation section staff to develop procedures for use
of 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_andWeeding

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. Work 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/cc develop draft record formats
for all collection maiatenance files and operations

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

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

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

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

55. Gather information or maintenance contracts on equipment/systems

56. Draft statements of u for contact proposals for services, systems,
equipment and/or maintdnance

57. Evaluate contractors' proposals

58. Train and supervise entry level staff

59. Assist in the selection of new professional staff

60. Write articles for professional journals/newsletters when appropriate

CDLLECTION NAMI'ENANCE SENIOR LEVEL

Storage /Watson=

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 Inge growth
in the collection (s) and to establish the average growth to for all
areas of the collectico(s)

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

Preservation

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

65. Recommend iaprovements 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 smoke
damage to the collection(s)
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ODLLECTICt1 taItl'ENANCE SENIOR LEVEL,

preservation (cont'd)

68. Draft a policy statement concerning the preservation versus the
replacenent 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 the
collection which require special treatment

Binding

72. Evaluate the performance of the binder(s)

Inventory and Weeding

73. Draft procedures for conducting the inventory of the collection(s)

74. Rea:amend the frequency at which inventories should be conducted

75. Prepare a draft final report on the status of the collection (s)
following inn.mtory

Qt.122/

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

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

78. Flcwchart and document collecticn 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

66
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Eaciasige of haw to do wak

foe knowledge of how to peso= the various activities
** knowledge of bow to use the collection maintenence tools and sources
** knowledge of bow to apply the collection maintenance methods and

techniques
* knowledge of personnel procedures

Enowlaige of the ortalli9itti2112MCLIMBUtIL2D2LARIWIIII=Biltigll
Sil Ilt&LI

foe knowledge of the simian, goals and objectives of the organisation
served

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

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

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

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

** knwledge of th
pi

nfeotcm.)atial needs and requirements
*** knewlsige of the collection, and of related collections

COLLECTION MAINTENA/CE MTh LEVEL

*** gzeater dept of knowledge ified &owe
*** ImewlsIge of

hs
the operations ospecf other sections in the library and how

they relate to collection maintenance
** knowledge of available vendor-eqFplied systems, servic:es and products

to import collection maintenance
* knewledge of the contracting process, both in general and within the

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

services and products

68

103



03LLEMION SUSTENANCE SENIOR LEVEL

*** greaten depths of knowledge specified above
* knowledge of public relations techniques
* knarledge of statistical description, amlysis, interpretation and

presentation
*** knowledge of the costs emaciated with Many resources (materials,

f WOOS,
** 1010111felcost analysis and Interpretation methods
** knowledge of methods of resource allocation
** knowledge of standards, manures and methods for evaluating personnel
* knowledge of alternative management structures and their implications

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

iMMIIIImill

69
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SUbject knowledge

* knowledge of the primary subject field of users served (e.g., medicine,
Ltemistry, 1st, etc.)

* knowledge of foreign languages

Library & Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of infommtion
* knowledge of alternativeacceoaches to the organisation of infonattion
* knowledge of alternative approaches to retrieval of informaticn
* knowledge of alternative approaches to informaticnamnagement
knowledge of available and emerging information technologies and their

aFplicmtlans
* lawarledge of completed and ongoing research in the field and its

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

Knooledgg about information work environments

* knowledge of the expanding infonation °amenity, its participants and
their interrelationships (social, eccixaic, technical, etc.)

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

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

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

Knowledgcst what work is done

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

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

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

* knowledge of callecticsmaintensice tools and sources of information
* knowledge of conection maintenance setbods and tedniques
* knowledge of perfonemnoe and how it con be measured
* knowledge of job reepansir ities and working conditions (e.g., range

of duties, probable compensation, benefits, etc.)

70 106



Ellgeiledgedh2mtalkit2Lk

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

tedmigues
* knowledge of personnel procedures

Knowledge of the orginizaticm served and Its library for information
center)

* knowledge of the minim, goals and objectives of the organisation
served

* knowledge of the structure of the organization and the role of the
library (or info: motion center) within the organization

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

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

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

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

couscrioN MAINTENANCE MID LEVEL

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

COLLECTION MAINTENANCE SENIOR LEVEL

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

711 0 7





Etfliff LEA

BAsiciiiiiilla

*** literacir, numeracy, cognitive, analytical, car,onications, etc.

fikalalialatedlaawairaftlyitiga
Ability to:

* perform mit activity
* establish ragwort with users and colleagues
* comnicate well by written, verbal and nom-verbal means
* conduct an interview

** =duct meetings with individuals and groups
* collect, analyse and interpret data

** wake decision and recomencittlans based an available information
supervise staff

* work independently and in groups
* develop criteria for evaluation

Ability to:

* yoke effective, timely, and well-infonaed dadeicaze
* isolate and define problems and deve7 elp the necessary criteria and

action for their solution
** menage Use effeftively

INIMMENINEIMII.

coLuacr:oN mAINTENAIEE mm LEVEL

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

Ability to:

** perceive the needs at the organizatial and not het the =Nary
** anticipate lcmg-range needs of library
** design avast ad procedbres to *arose library operations

arbitrate and negotiate

" 10 9



*** ilk____114 listed above are developed to a greater extent

Ability to:

*** apply nethocb of neasurevent and eval_untlen
*** budget and slake projections
*** optimize the use of library ragout:es
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COLLECTION MAINTENANCE ENTRY LEVEL

fikinfatailtEdtiLatdfikACtilitiES
Ability to:

* collect, analyse aid interpret data
* sake declaims and =emendations based an available intonation
* supervise staff

COLLECrION ISINI'ENANCE MID LEVEL

fikillgaelguld to Each Sgagific Activity

Ability to:

* perceive the near of the organisation and not just the library
* anticipate 1 -range needs of library
* design vistas and procedures to improve library et:maims
* arbitrate and negotiate

COLLECTION MAINITNANCE SENIOR LEVEL

Ability to:

* apply method: of neasurment and evaluation
* budget and make projections
* optimise the use of library resources

74
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** Respect for profession
** Mope* for the library
* Respect for the parent orgenisation

itlitadaladariabexisoste
MatArcIllsern

*** Mespect users
* Like people in general
* Like tohelppecple
* Like to meet people
Like to 'peke others feel comfortable

* Sensitive to others' needs

2dArdQth2MULLtilitalgAM

*** Respect co-workers
** Like to work with others/as a teen
* Like to work an oun
** Willingness to draw upon and dare knowledge and experience with

others
** Supportive of co-workers

* NOW innogingleupervising others

ZersanalSql. Alga

*** Alertness
* Assertiveness
* anpassionAindhess
* Onifidence
Cheerfulness

*** Dependability
* DetsuShsaicetanscity
* Diplomacy
* Elotionel Obibility
* Peirnees
* PlexibilityNeesetility

** Mseginstion
* inquisitiveness
* Leadershipability

75
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ODLLECTION MAINTENANCE

22ERGIALAILlities (cont'd)

* Neatness
* limed for achievement
* Objectivity
* Open-sindedness
* Optlidse/Positive attitude

*** Organisation
* Patience
* Physical endurance

** Resourceful
* Sensitive/Thoughtful
* Sense of humor
* Sense of ethics
* ItAlerance

AttitudtatelatistralskalakLasanizatim
Individual should demonstrate:

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

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

*** Willingness to ask questions
*** Deere to work to best of ability

* Responsiveness to time constraints
*** Pccuracy

* Willingness to get lands dirty
e* Attention to detail

Willingness to do clerical tasks
** Desire to follow-through
* Service orientation
* Orgesizattonal identity
* Willingness to promote library and its services
* Viet of library as part of a larger information environment

** View of library as en organizatial
* Ability to see broad picture
* Ability to sacrifice short-tea gains for leng-tent goals
* Political sense
* Curiosity
* Variety of interests
* Desire to grow personally
** Desire to grew professionally
* Desire to remain current in specific and general subject field

*** Positive attitude Word job

7C
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=LEMON MAINTEt4ANCE

nismiticoaLAttitusikg

Attitudes Toward Other People

WellidSttheLEADAILlibrilaila

* Like to work on an
* Ehjoy nenaging/superf ling others

keauSAIALQuAlitieg

* Theribiliti."Versatility
* Organization

AttitiNkiikagffitSLabaltrAME9AniZAtiO3

Individual should damcnatrate:

* Service orientation
* Organbatiaml identity
* View of library as part of a larger infomatiat environment
* Ability to see broad picture
* Ability to sacrifice dart -ten gains for long-tame goals
* Political sense
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PCIIIVITIES

INTERLIBRARY LOAN WIRY LEVEL

Interlibrary Borrowing

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

2. Discuss cost considerations and time constraints with users

3. Record bibliographic and user information

4. Verify bibliographic information

5. Determine best source for obtaining materials

6. Determine alternate sources) for obtaining materials as required

7. Supervise processing of ILB requests:

complete loan forms, including copyright compliance notice
transmit loan requests (by phcne, mail, courier, teletype, or

computer network)
re-issue loan requests as required
receive materials
notify users of receipt of materials
circulate materials to users
update circulation/ILB files for circulated materials
receive materials from users
examine materials for dama9e, proper markings, etc.
update circulation/ILB files for returned materials
prepare borrowed materials for mailing/delivery
follow-up overdoes
collect /charge overdue fines, if appropriate
maintain record of ILB statistics
maintain reco:d of funds collected or charges assessed to

organizational departments
maintain files of materials obtained and not obtained on loan

8. Perform processing of ILB requests when necessary

Interlibuiradendingjna

9. Receive ILL requests

10. Examine ILL forms for copyright =Faience

78 119



ACTIVITI1S

INI'ERLIBRARY LOAN MIRY LEVEL

laterlibragy Lending (ILL) (cont'd)

11. Supervise processing of ILL requests:

return ILL forms lacking proper copyright compliance notice
determine location of material in library
locate material in the collection
photocopy journal articles and portions of printed materials
prepare library materials/photocopies for mailing/delivery
update circulatiaVILL files for loaned materials
examine returned materials for damage, proper markings, etc.
update circulation/ILL files for returned materials
Shelve returned materials
follow-up overdues
collect /charge overdue fines, if appropriate
collect funds for lost materials or receive replacement materials
return ILL forms to originator for materials not owned/not

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

organizational departments
maintain temporary files for ILL requests for materials owned but

not found in the collection
maintain temporary file of ILL requests for materials not owned by

the library

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

13. Perform processing of ILL requests when necessary

Mira

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

15. Keep info
interlibra

rmed of current copyright legislation and its impact on

16. Conduct li

ry loan

brary business by phone, when appropriate

17. Write memos and letters, as required

18. Prepare manuals of procedures
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Other Goont'd1

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

20. Attend and participate in staff meetings

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

22. Supervise technicians and other paraprofessional staff

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

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

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

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

27. Assist in the selection of nee technicians and paraprofessionals

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

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

30. Develop professional contacts both within and outside the library

INTERLIBRARY LOAN MID LEVEL

31. Forward ILL "not found" and *r.:t owned" requests and ILB requests to
acquisitions section

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

33. Work with circulation section staff to develop procedures and resolve
problems relatea to use of the circulation files/system for
interlibrary loan purposes
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ter/VITIEZ

INTERLIBRARY LOAN MID LEVEL

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

35. Recommend acquisition of new /additional equipment/systems

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

37. Supervise in -house operation sad 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. Evaluate contractors' proposals

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 WAN SENIOR LEVEL

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

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

46. 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 recommendations concerning the degree to which
duplication of collections should occur. Identify subject areas in
which resource sharing may be mutually beneficial

48. Identify library networks/Consortia which the library should consider
joining/forming

49. Draft ILWILB procedures and policies; draft revisions as required
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KTIVITIES

INTERLIBRARY LOAN SENIOR LEVEL

50. FIcwchart and dominant ILL/ILB procedures

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

52. Analyze ILZ/ILB statistics and prepare draft statistical reports

53. Analyze financial data and prepare draft financial reports

54. Supervise mid level staff

55. Function as section manager in his/her absence
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mosigkommlidga

*** knowledge related to literacy, numeracy, ammoicaticos, etc,

flutife2USIMIledita

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

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

IhitIMIX.IlagnaltaILEGUIDOUR104412 (Generic)

* knowledge of definition, structure, and formats of isdommtion
* knowledge of alterative approaches to tba argenisatiat of infotation
* knowledge of alternative 'mooches to retrieval of inform tiara
* knowledge of alternative approaches to information management
* knowledge of available and emerging in fore technologies and their

aciplications
bear ledge of completed and clog research in the field and its

knatlepdge o clie
tr o practice

oRoortunities
** knowledge of how to lies= an an ongoing beds

BiatlesigraluLinfanaticauerasivimizata
anowledge of the inhumation amenity, its participants and

their innter (social, economic, terminal, etc.)
knowledge of the variety of work settings and their organizational

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

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

istics and informatics' habits

EnawlerbesiLidiatassiLliuknt

*** knowledge of the interlibrary loan !emetics, the range of services and

products Wend (both actual. and
*** knowledge af the activities that regnired to

potential)
offer the services and

produce the products
** 'mow.= of the merlons resources tint are accessary to support the

*** lawarledge of interlibrary loan tools and sources of information
*** Imadedge of interlibrary lam methods and teclmiques
" bleadelgs of Plerag=ind how it an be sassored
** knowledge of job and working °With= (e.g., range

of duties, probable ocmpansation, benefits, etc.)
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1111fididgitdkktILAUffed

*** Mow ledge of how to perfcra the varies activities
*** knowledge of k to use the interlibrary ken tools and sources
** knowledge of how to apply the interlibrary lam method" and techniques
* knowledge of persomei procedures

'-. ., -if r..._infanatten
astral

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

* Imowledge of the an:atm of the argsnimtion and the role of the
library (or inforiation center) within ths orgmbation

knowledge of the various projects and key personnel within the
menial:Um

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

** knowledge of the sari= mow= available within the library (e.g.,
personnel, equipment, etc.)

** knowledge of the users' Waal:tire needs ad requirments
*** knowledge of the collection, and of related collections

INTERLIBRARY IRAN ICED LEM,

*** greater &ya of knowledge specified above
** knowledge of

e
the cperatices of other sections in the library and how

they relate to interlibrary lam
** knowledge of available vendoc-sopplied systems, services ad products

to support interlibrary lam
4* knowledge of the contracting proems, bolt in general and within the

orgindrajal

** knowledge of evaluation methods and techniques to mahate metals,
services and products



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

** Imow=oftitcl: Ihe costs associated with library EINCRIECOS (materials,
personnel, spe etc.)

** knowledge of cost anal
w

ysis and inberpretatice meths&
* ledge of metimds of resource allocaticn

** knoknowuriedge of standsnle, amesures and methods for evaluating pommel
* !knowledge of alternative memageaust structures and their implications

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

* knowledge of the primary subject field of users served medicine,
wry, law, etc.)

* knowledge of foreign langusges

LibruxiInfamatignUnalcamlado (Generic)

* knowledge of definition, structure, andlftemats of information
* knowlsdlge of alteomativeappoadhes to the orgenisation of information
* knowledge of altsomaiveapproadbes to retrieval of information
* knowledge of alterative approaches to informMtionemnegament
* knowledge of mailable and emerging information technologies and their

applications
** knowledge of completed and ongoing 'lemma in the field and its

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

ICagsledgealmUnfarmaticiuslikAniirgmentit

* knowledge of the empanding information conunity, its participants and
their interrelationships (social, ecancadc, technical, etc.)

** knowledge of the weft of work matting, and their ocgmmisitional
structures

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

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

Diszsledasitminta2rLifiA2ni

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

* knowledge of the activities that are required to offer the ere/ices and
produce the products

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

* knowledge of interlibrary loan tools and sources of information
* knowledge of Interlibrary kennethode and teciniques
* knowledge Of padOEWOompsoted andl how it can be measured
* knowledge of jab responsibilities and working conditions (e.g., range

of duties, probable compunsation, benefits, etc.)



ENONLEDGE

INTERLIBRAPY LOAN ENTRY LEVEL

node ;be of hod to dc work

* knowledge of how to poems the various activities
* knowledge of how to use the interlibrary loan tools and sources
* knowledge of how to apply the interlibrary loan methods and techniques
* knowledge of permute procedures

BPowledge of the orginizatica served A
center

* 'made* of the mission, goals and objectives of the orgenisaticn
served

* knowledge of the structure of the organisation and the role of the
library (or lemmatize caster) within the organisation

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

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

INTERLIBRARY IDAN MD LEVEL

* greater depths of lmowledge ified above
* knowledge of the %mations of

spec
other sections in the library and how

they relate to interlibrary loan
* knowledge of available vendor-sumlied systems, services and products

to =wort interlibrary loan
* knowledge of the contacting process, both in general and within the

oisation
* 'mowlergandge of evaluation methods mid techniques to evaluate vistas,

services and products
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tic Skills

:4* literacy, numeracy, cognitive, analytical, caaraunicaticna, etc.

thillaBektedWiNdfdalatkitiga
Ability to:

* perform sea activity
* establish regiort with users and colleagues
* anemicate well by written, verbal and non - verbal means
* conduct an interview
* conduct meetings with individuals and groups
* collet*, analyze and interpret data
* make decision and -ximendations based on available informatics
supervise staff

* work independently and in groups
develop criteria for evaluation

Ability to:

** make effective, timely, and well-infoneed decisions
** isolate and define problems and develop the necessary criteria and

action for their solution
* menage time effectively

INI'ERL.13RAFff IDAN MID LEVEL

mills Related to Each Specific Activity

** Skills listed above are developed to a greater extant

Ability to:

** perceive the needs of the organization and not just the library
* anticipate long-range needs of library
* design system and procedbres to improve library operation
* arbitrate and negotiate
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mroutuare MAN SENIOR LEVEL

**et lls listed above are developed to a greater este*

Ability to:

*** apply methods of measurement and evaluation
** budget and mike projections

me* optimize the we of library resources

134
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BOILS

INTERLIBRARY WAN ENTRY LEVEL

ikiniaglatfiCUSLAMEifirailtiYitifle.

Ability to:

* conduct meetings with individuals and groups

Ability to:

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

IN IRAN MID LEVEL

9kMILBalitediLE2WiticAlatiYiti

Ability to:

* arbitrate and negotiate
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A VERDE

ilfrEFLIBRAPZ LOAN

DisasitignalAttitudea

Attit&L.217MgladituticaA

** Respect for profession
** Sweet for the Library
* Respect for the pare* organization

ilittitudealansucUltha2stat

=mallow:a
*** Respect users
** Like people in general
* Like to help people
Like to nest people

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

TOMapilleXILIELtheEaRiza

*** liespiet oo-workers
* Like to work with others/as a team
* Like to work an mm
** Willingness to drat open and share knowledge and experience with

others
** Supportive of arworkers
* Enjoy mmeging/supervising others

*** Alertness
* Assertiveness

** Canpassion/Kindneas
* Confidence

** Cheerfulness
*** Dependability

* Detensimetion/Dmacity
* Diplomacy
* ilsotionel stability
* Fairness

** Flemibility/Virantility
* Imagination

Inquisitiveness
Leadership ability

92

138



* Neatness
* Need for achievement
* Cbjectivity
* Open-mindubees
* Optimism/Positive attitude
* Organisation
* Patience

** Physical endurance
*** liesoluxeful
a* Sensitive /Thoughtful
* Sense of honor

** Sense of ethics
* Tolerance

Individual should demonstrate:

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

** Willingness to regund to authority, apply and follow policy
** Desire to leernitry
* Willingness to fail

*** Willingness to ask questions
*** Desire to work to beet of ability

* Deepcnsiveness to tine constraints
*** Acconcy

Willinguse to get binds dirty
*** Attention to detail

Willingness to d clerical Wks
** Desire to follow-through
** Service orientation
* Organisational identity
* Willingness to pranote library and its services
* View of library as part of a larger infoneation environment

" Vier of library as an organisation
* Ability to see broad picture
* Ability to sacrifice eiort-tern gains for lcurters goes
* Political sense

** Curiosity
* Variety of interests
* Desire to gray personally
* Desire to grow professiceally
* Desire to main current in specific and general :object field

** Positive attitude toward job
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DLAInatiCOLUSt.titlidff,

AttitakAMMALLQUISLEM10

1= Ed...UPAZA

* Like people in general
* Like to help people
* Like to meet people
* Like to yoke others feel comfortable
* Sensitive to others needs

22a2aQUISEAAILtheitaigAile

* Alloy nuaging/supervising others

EsEPIAIALDIAllitiel

* Assertiveness
* Ompassion/Lindiess
* Cheerfulness
* Flesibility/Verestility

** Physical endurance

Attitudes Related to Ualedor lc& mai m t ice

Individual should demaistrate:

* View of library as pert of a larger information environment
* View of library as an argimisation
* Ability to see broad picture
* ,Ability to sacrifice short -teas gains for kng-term goals
* Political sense
* Variety of interests
* Desire to grow personally
* Desire to remain current in specific and general subject field





SENIOR LEVEL
MANAGEMENI (Section Manager)

anexisuldwaintatiga
1. Work with library/library system director and other section/branch

managers to formulate and/or interpret library GiAectives

2. Prepare written section/brand' objectives

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

4. Evaluate current activities in terms of the sectice/branCh's objectives

5. Identify required statistics and reports

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

7. Supervise clerical staff who

type correspondence, reports, etc.
answer phones
sort and route mail
maintain section/branch files and records
input and maintain payroll data

Planning

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

9. Assess future needs and develop long-range plans

10. Recommend new activities/programs when appropriate

11. Prepare operating and capital budgets, both short- and long-term

12. Justify the section's/branch's budgets

13. Control expenditures and operate within the budgets

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

15. Establish costs for ear/ices, if appropriate
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MANAGEMENT
SENIOR LEVEL

(Section Manager)

LiDNICALUilalgeMMUIXEra).

16. Supervise charging for services, if appropriate

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

18. Supervise the deposit of any funds received

Policies and

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

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 recommended by staff

ANNINMett_.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/bcanch

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

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

Svbtems Analysis and Denim

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

30. Review and approve/modify record formats and other file design data for
section/brand) files as reoommended by staff

31. Met with systems staff/representatives and section/branch staff to
resolve problems with operation of automated systems, if applicable
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PACIL7V1'. IBS

MAC SENIOR LEVEL
(Section Manager)

Facilities. pnent and Situ ies. and contract Services

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

33. Plan the rearrangement of existing facilities

34. Select furnishings for section/branch

35. Request maintenance of facilities as required

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

37. Recxmnend and support acquisition of selected items

38. Arrange for purdhase of approved items

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

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

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

42. Evaluate contractors' performance

AragonallsnagemeetainaltalLaffelament

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

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

45. Request and justify new positions

46. Initiate staff recruitment after staffing requests are approved

47. Interview and select candidates foe positions

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

49. Review personnel records of staff
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MAMAGMENT
SERI CIR LEVEL

(Section Manager)

:".. I I I - -If :1.. O. I

50. Apprcve/modify performance standards as developed by staff

51. Prepare written performance evaluations for entire staff

52. Conduct conferences with individual staff members to discusr
prformance evaluations and other matters as appropriate

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

54. Approve library - funded training for staff

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

56. Present awards

57. Discipline staff as required

58. Conduct exit interviews with staff

59. Approve leave

60. Approve vacation schedules

Comnisaticas

61. Conduct staff meetings

62. Ensure that communication is maintained within the section/branch so
that staff will knew 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

98
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SENIOR LEVEL.

NANAGENENr (Section Manager)

illaidincLINICUMairaektiCOS

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

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

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

69. Receive official visitors to the section/branch

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

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

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

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

MIMMTALAINUJIIYAZIDZI

74. Identify problem areas related to the section's/branch's activiti:3/
objectives which require further study

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

75. Evaluate the recommendation; of the studies

77. Implement nem programs/procedures as appropriate
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MAC
SENIOR LEVEL

(Library Director/
Library System Director)

SIODUALMILtaiatatice

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

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

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

4. Evaluate current activities in terms of the library's/library system's
objectives

5. Identify required statistics and reports

6. Prepare final version of library's/library aysten's annual reports and
other reports

7. Supervise clerical staff who

type correspondence, reports, etc.
answer phones
sort and route mail
maintain files and records
input and maintain payroll data

EADIAL9

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

9. Assess future needs and develop long-range plans

10. Recommend new activities/programs when appropriate

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

12. Justify the library's/library system's budgets to institutional admin-
istrators

13. Supervise expenditure control and operatation within the budgets



ACZNITIES

NANWEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

Zil=r4A1111DASEENSI1221=1

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

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

16. Supervise charging for services, if appropriate

17. Supervise the determination 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 recamended by staff

11201101111KIALECtiMitifIg

24. Supervise overall operation of the library /library systen

25. Coordinate library/library system activities with the insitution

26. Supervise the establishment of work schedules to ensure adequate
staffing of the library/library systen

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

1
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ACTIVITIES

MANAGEMENT

SENIOR LEVEL
(Library Director/

Library System Director)

216USEELABOUSULADCUallic11

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 recommended by staff

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

;:
- .ive Ike ,

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 acquisition of
equipment, forms, supplies and systems

38. Justify acquisition of selected items to institutional administrators

39. Supervise purchase of approved items

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

iew and approve/modify major contract documentation41.

42. Supervise in-house management of contract activity

43. Supervise the evaluati of contractors' performance
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ACTIVITIES

mANAGEmEnr

SENIOR LEVEL
(Library Direct' '

Library Welton Dir...x.or)

aLKDDELINDMIDF..LiadfitALLIMAWDEDt

44. Supervise staff review txf staffing and work loads to ensure that
anployees are properly utilized

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

46. Request and justify new positions

47. Supervise staff recruitment after staffing requests are approved

48. In'-'rview and select candidates for senior staff positions and for
diector's staff

49. Ensure that new Aaff receive proper orientation and on-the-job
training

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

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

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

53. Conduct conferences with individu.1 members of senior and director's
staff to discuss performance evaluations and other matters as
appropriate

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

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

56. Review/prepare &!suments::ion for awards, grievance acti)n-.
separations, etc.

57. Preset awards

58. Discipline senior anu director's staff as required

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

60. Approve leave for senior and director's staff

61. Approve vacation schedules for senior and director's staff
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SENIOR LEVEL
(Library Director/

Library System Directok)

ilinuoicaticas

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

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

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

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

66. Make preliminary arrangements for cooperative efforts with other
libraries/library 3ystens 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
Ubrary/bibliographic networks

rket1ng and

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

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

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

71. Communicate with other libraries /systens /networks regarding any
difficulties associated with coocerative activities

72. Jo:II/participate in fooling library 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



NANAGEMENI

SENIOR LEVEL
(Library Director/

Library System Director)

ariketinsulacthiatrasktiszaacmtal

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 /recommended arrangements for advertisement, poblicaticn,
and distribution of documents/information products produced by
library/library wean

Research ADLIMEdZIEnt

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

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

80. Review and approve/modify evaluations by senior staff of studies'
reccumend3tions

82. Approve and supervise implementation of new programs /procedures as
appropriate
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NANN3ENENr SENIOR LEVEL

Basic Imcwledge

*** Imo, ledge related to literacy, numeracy, ammaicatices, etc.

BuidectigNitiliste

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

knowledge of foreign languages

Libaia_kleblintiCILfirgifINMElailidgg (Generic)

** knowledge of definition, structure, and founts of Infonattai
*** knowledge or altamative approaches to the argenisatiam of infonatiai
*** knowledge of alternative appresches to retrieval of management

I:tropistic:a
*** knowledge of alternative approaches to information mmingennt
*** knowledge of available and emerging infoinetion technologies and their

uppliations
** knowledge of ompleted and ongoing research in the field and its

applicability to practice
** knowledge of career opportunities

*** knowledge of hat to learn cn an ongoing basis

Eagiatidgeabgat-inegsgatiGLEGA-KIYUCannta

*** knowledge of the expending inforestion commtmity, its carticipmets and
their interrelationddps (social, eounamic, tedinicel, etc.)

*** knowledge of the variety of wort settings and their orgeniaational
structure;

*** knowledge of the runtime perfonmed within the various work settings
and the services and products offered

*** knowledge of the users or the services and products, their daracter-
',tics and in foimatian hells

EllfirallagrafaitatEXILIAL4212

*** knowledge of the management finctics, the range of services and
products offered (IsAh marl and potsetial)

*** knurls* or the activities tint are require" to offer .be SWIM and
protboe the prodects

*** knorfledge of the various mom= that are nocessary to support the
activities

*** knowledge of senegement thole aid sources of 'armistice
*** knowledge of senagiment withal' and tel:*** knowledge of pecramence *Ad and how be samired
*** kuledge cf job s and working conditiale (e.g., range

of *sties, probable compensation, benefits, etc.)



1121ZaIdgeCLICKIDALIVZIE

** knowledge of how to perform the various activities
*** knowledge of how to use the mmegament tools and scums of ensgeeint

infatuation
*** komledge of her to apply the mnagment methods and techniques
*** knowledge of permenel procaine"

* lummledge of the operatics' of other sections in the library and how
dm related to menagment

* Wale*e of available vandor-miplied egotes, services and prodocts
to snort munagement

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

*** knowledge of malustion methods and techniques to evaluate spates,
services and products

** knodedge of public relations techniques
** Imorledge of statistical description, analysis, interpretatim and

premstation
*** lono,wlidge of the costs associated with library mow= (materials,

persomal, ewe, etc.)
*** knowledge of met analysis and interpretation methods
*** Imorledge of methods of remorse allocatIcs
*** knowledge of standards, 1111140111. and maenads for evaluating persconel
** knowledge of alternative structures and their implications

for the victim of the
** state-of-the-art knowledge of library ousearch and practice

4 411... I 114.-t I L , CI $

antral
*** knowledge of the mission, goals and objectives of the orgenisatics

served
*** !envisage of the structure of the orgenisation and the role of the

library (or infoartion canter) within the onanisstial
*** knowledge of the various projects and key personnel within the

*** Imow=oite policies and procedores relevant to the library (or
informatics center)

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

*** Imorledge of the users' information need; and requirements
** lundedge of the collection, and of related collections
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NANAGENENI SENIOR LEVEL

Subject knowledge

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

knowledge of foreign languages

LibmaiInfmaticairdi (Generic)

* knowledge of definition, structure, and feasts cf information
* knowledge of alternative approaches to the organisation of information
* knowledge of alternative approaches to retrieval of management

infoastion
knowledge of alternative approaches to information mensgrant

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

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

* knowledge of career oRortamities
* knowledge of how to leans on an ongoing basis

1Q224.2s191121=Lintszontiguicalumiromficts

* lmowledge of the expending information community, its participants and
their interrelatiaships (social, monomial technical, etc.)

* knowledge of the variety of cork settings and their orgenLational
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 chasracter-
intim and information habits

1012thilatutidatmuLakat
* knowledge of the management function, the range of services and

products offered (both acted and potential)
* Imowledge of the activities that are required to offer the services and

produce the prodocts
* knowledge at the aerials resources that are necessary to support the

activities
* knowledge of management tools and sources of information
* knowledge of sanagement methods and
* knowledge at performance expected and botediralis races be measured
* knowledge of job responsibilities and working conditions (e.g., range

of duties, probable cospeneation, benefits, etc.)



MANAGEMENT SENIOR LEVEL

Foadlete of how to do work

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

information
* know ledge of how to apply the management methods and techniques;

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

they related to management
* knowledge of anilabis vendoc-eupplied systems, services and products

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

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

services and products
* Icnowledge of public relation techniques
* knwledge of statistical description, analysis, interpretatiat and

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

perm:emelt space, etc.)
** Icnowledge of cost analysis and interpretation methods
* lomowledge of methods of resource allocation
* knowledge of standards, measures and methods for evaluating personnel
* leadedge of alternative structures and their implications

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

't -
suler1

sip qk . I IN=

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

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

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

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

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

* blowledge of the users' information needs and requirements
* Icncededge of the collection, and of related collection
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*** literacy, numeracy( cognitive, analytical, ammunicatiaas, etc.

Malls Related to Specific Pativitice

Ability to:

* perfoua sect activity
*** establish rapport with users and colleagues
*** calmunicate yell by written, verbal and non-verbal means
** conduct an Intervies

*** conduct meetings with individuals and groups
*** collect, analyse and interpret data
*** :she decisions and recxmmendaticos based an available infonatiaa
*** supervise staff
*** work independently mad in groups
*** develop criteria for evaluation

Ability to:

*** sake effective, timely, Ind veil-informed decisions
*** isolate and define problems mad develop the necessary criteria and

action for their solution
*** manage time effectively

Bkills Related to Bich_ specific hatlyija

Ability to:

*** perceive the needs of the ocganizatica and not just the library
*** anticipate long-range needs of library
** design vistas; and procedures to improve library operatiats

*** arbitrate and negotiate
*** apply =diode of meesurement and evaluation
*** budget wad lake projections
*** optimise the use of library resources
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SKILLS

MANAGE R:IC SENIOR LEVEL

aillaiielAtZSUALfirarairehttidtieS

Ability to:

* Nonage thee effectively
ssijaiLitiateLtasmichamitagzat:iitzi

Ability to:

* perr live the needs of the organisation and not just the library
* anticipate long-range needs of library

111
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DiEsuatismUltitmlea

AttitudeaMfarcUuti% =Ism

*** Respect for ionfeesiaz
*a* It meet for the /-lbraty
*** Respect for the parent organization

AttitadeaMardAberiesaag
Manalhatz

*** :Respect users
* Like people in general
* Like to !I:1p people
* Like to met people

Like to num others feel. canfortable
* Sensitive to others' needs

TgmaggISESAILthrabrkalAste

*** Seeps* ocrworkees
*** Like to work with others/as a tees
** Like to work an on

*** itillingatuat to draw won and dare knowledge and experience with
others

*** Supportive of oo-workers
*Hs lIjoy asnaging/supervising others

personal

** Alertness
*2* !Assertiveness

* Coassion/lindness
*** Confidence

* Cheerfulness
*** TWerieblitty
** Detersinationftenscity

*** plcsecy
** liotional

Di
stability

*** Fainter
*a* Ploribility/Verattility
*** Imagination
** Inquisitiveness
*** Lesdership ability

112
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taTITUDES

MANAGEMENT

=wait ional Attitudig

ittitiactiLAVALCUthata2gle

27Ard-11120

* Like to help people
* Like to wet people

IftragnaLaglitiate

* Dependability
* Fairness
* Flexibility/Versatility
* imagination
* Leadership ability
* Physical endurance
* Sense of humor

littitustailektaitsLat
Individual should demonstrate:

* Organizational identity
* Willingness to promote library and its services
* View of library as part of a larger information environment
* Ability to see broad picture
* Political sense
* Variety of Intermits
* Desire to grow personally
* Positive attitude toward job
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ikaidtarmItarAZIE

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

2. Counsel clients an specifying information requirements

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

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

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

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

7. Review retrieval output for relevancy

8. Provide information for users in the form of references or sourer.
ctluments

9. Translate titles and abstracts

10. Refer users to hider level reference staff, as appropriate

11. Refer users to other information services, as appropriate

IbmaicitgLfisuchos

12. Perform online searches according to SDI profiles.

Zhu
13. Metier ready reference questions

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

s5. Alert users to non-print and In-house developed sources of intonation

16. Perform bibliographic verification as required

17. Reccamend acquisition of materials for the reference and general
collections

18. Recomend materials/data for inclusion in reference source files
(vertical file; in -house indexes)
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REFERENCE

Other (cant' d)

nen LEVEL

19. Supervise orderly maintenance of the reference roam and re-Shelving/
re-filing of reference materials

20. Maintain a record of reference Beaching statistics

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

22. Conduct library business by phone, when appropriate

23. Write memos and letters, as required

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

25. Prepare manuals of procedures

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

27. Attend and participate in staff meetings

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

29. Supervise technicians and other paraprofessional staff

30. Work to develop "esprit de corps" among staff sup 'Bed

31. Assist section manager in writ:mg job descriptions for self and for
staff supervised

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

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

34. Assist in the selection of new technicians and paraprofessionals

35. Keep abreast of new and changing reference sources, services and tools



EMU LEVEL

DUZLICalt2Z.

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

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

38. Develop professional contacts both within and outside the library

MID LEVEL

Solicited Searches

39. Perform more complex searches

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

allakitaSear.d126

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

42. Identify topics and develop search strategies

43. Conduct searches

44. Evaluate search results

45. Prepare searches for publication

46. Distribute published literature searches

=MI

47. Work with users to develop SEE profiles

48. Interact with users to suggest changes in sr( profiles

49. Supervise the maintenance of the file of SDI profiles

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



Qther (cont'd)

51. Inform organizational staff of books and articles related to their
interests

52. Schedule and supervise shelf reading of the reference collection

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

54. Identify and evaluate commercially available information services

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

56. Recommend acquisition of new/additional equipment/systems/services

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

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

59. Gather information for maintenance contracts on equipnent/systems

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

61. Evaluate contracts proposals

62. Train and supervise entry level staff

63. Assist in the selection of new professional staff

64. Write articles for professional journals/newsletters when approWate

SENIOR LEVEL

fiakites1.2810bag

65. Review oolicited searches performed by others and suggest additional
Bench strateOes as appropriate

66. Refer users to subject experts as appropriate
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REFERENCE SENIOR LEVEL

thsolicited Searches

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

68. Prepare executive analyses for published searches

69. Arrange for publication

70. Develop a public relations strategy for marketing the publication

71. Develop distribution list

72. Develop announcement of publication

Libor

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

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

75. Review and weft: the reference collection on a regular basis

76. Review and weed reference source files on a regular basis

77. 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

78. Work with selection staff to compile lists of reference books and
standard works which comprise a basic collection in each major subject
area. NWwediticia: of these materials are acquired when published

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

80. Draft reference service procedures and policies; draft revisions as
required

81. Flowchart and document reference service procedures

82. Assist section manager in on-going systems analysts of the section

83. Analyze statistics and prepare draft statistical reports
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?CrIVITIES

REFERENCE SENIOR LB/EL

Other (cant' d)

84. Develop Charging strategies

85. Analyze financial data and prepare draft financial reports

86. Handle deposit of funds/assessment of Charges

87. Supervise mid level staff

88. FIrction as section manager in his/her absence
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=kis= lean
*** knowledge" related to literacy, numeracy, camonicaticos, etc.

Zukiectkackaadge

* Inow ledge of the primary subject field of users served (e.g., medicine,
chemistry, lor, etc.)

* knowledge of foreign languages

Likractianfonaticaidencrahadedge (Generic)

*** knowledge of definition, structure, and foists of infamatias
a knowledge of alternative approaches to the orgenisatico of infoomticn

** knowledge of alternative womb= to retriesl of information
a knowledge of alteinative approaches to information senagamment
a knowledge of available and emerging information technologies and their

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

applicability to practice
a knowledge of career opportunities

*0* knowledge of how to lawn a an cogoing basin

EliaditagLakeitineMiatifZURVILeulirCrInada

a knowledge of the expending informatics coun(ty, its participents and
their interrelationships (social, econosic, technical, etc.)

Icnarledge of the variety of work settings and their orgenisational
structures

a Waded)* of the factions performed within the various work settings
and the services and products offered

** knowledge of the users of the services and products, their cnaracter-
Utica and remotion habits

EaszedadscafkthatattukAasSzis

*** knowledge of the reference fouctiam, the range of services and products
cdfa (both actual and potential)

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

* s IcnowYg=sof the various resources that are necemmary to support theavities
*** knokl'dge of referenoe/referial tools and sources of infosatica
*** knowlAge of referenoe/referral methods and techniques

Igncaledlet of Perfournce empected gad stw it can be measured
** biowledge of job reeponsibilities ant working ammtlitions (e.g., range

of duties, proteble cospeneatiame benefits, etc.)



REFEREWE any LEVEL

1 a1 edge9112L14AULCa

*** Imowledge of how to perform the various activities
*** knowledge of hat to we the reference/referral and other sources
*** Imowledge of how to apply the reference/referral methods and techniques

Imowledge of personnel procedures

9 - f II,. s

atintexl

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

** Imowledge of the structure of the orgeninatku and the role of for
library (or 'emulation center) within the organisation

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

** Imowledge of the policies and peocedares relevant to the library (or
info:antics center)

** knowledge of the various resources available wit the library (e.g.,
perscanelt equipme:t etc.)

*** Imow iledge of the users nfozmation needs and regnirements
*** knowledge of the collection, and of related collections

REFEREWE MID LEVEL

*** greater depths of knowledge splcified above
Imowledge of the operation of other sections in the library and how

they relate to reference
*** knowledge of emsilable'vendx-supplied system, services aid products

to suFpuVriefitence
* knowledge of the contticting process, both in general and within the

orgenisatIal
** knowledle cot esaMaion methods and tedbniques to evaluate systems,

servicesiTend products
** Imowledge of public relations tedmiques
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tic knowledge

* Imowledge related to literacy, reseracy, ammunicatims, etc.

Subject knowledge

* knowledr of the primly subject field of users served (e.g., medicine,
wry, law, etc.)

* knowledge of foreign languages

Library & information fisiv-alogfasige (Gemeric)

* Imow ledge of definition, structure, and fonskts of infoa. ;:ion
* knowledge of alternative agetuachas to the orgmnisatiom of information

** knowledge of alternative approsches to retrieval of infoarstion
** !mow ledge of altemative approaches to information management

*** knowledge of available and emerging infonntim technologies and their
aipplications

** knowledge of completed and ongoing research in the field and its
applicabili to peactice

** knowledge of cartyeer opportunities
** knowledge of how to learn au an =going basis

Knowledge about information work envircnnents

* !envisage of the expanding infoamatica amenity, its participants and
their interrelationships (social, ecasamic, tecivical, etc.)

* knowledge of the variety of work settings and this!r organisational
structures

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

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

istics and irtformatim habits

Diem 1 edg e of what work is dose

* knowledge of the refers re function, the range of services and xoduas
offered (both actual and potential)

knowledge of the activities that are required to affix the services and

produce the pro:Ix:to
** lonwledge of the various renources tt-it are necessary to support the

activities
* knowledge of reference/referral tools and sources of infamstim

losowledge of reference/referral methods and techniques
* knowledge of perfonmme apected end how it can be messured

* knowledge job reeponsibititian and working anditions (e.g., range
of at Les, probmble oor wade% benefits, etc.)
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REF'ERENCE SENIOR LEVEL

* greater depths of lutowle&je specified above
** knowledge of statistical dePcription, analysis, interpretation and

presentation
* knowledge of the costs associated with library resources arterials,

personnel, glace, etc.)
* knowledge of cost analysis and interpretation methods
* knowledge of methods of resource allocation
* inowledie of stanclerds, measures and methods for evaluating personnel
* knowledge of alternative asnagerent structures and their IspVeatials

for Ur, operation of the library
* state.-of-the-art knadete of library research and practice



alIE'RATES vmaraso AS
ISSENTIAL VERSUS DESIRABLE
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Blifiraikilis
*** literacy, nu eras cognitive, analytical, commlications, etc.

thillianktaNUALBX=CIiiathailte
Ability to:

* perform sok activity
** establish rapport with mere and colleagues

*** cammicate sell Isi written, verbal and non-verbal means
** cmduct an intervint
* conduct meetings with individuals and groups
* collect, analyze and interpret data

** make declaims and reommendations based an available information
* supervise staff
* work indepmdmtly and in groups
a develop criteria for evaluation

Ability to:

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

action for their solution
** r.A Age time effectively

REFERECE PUL LEVEL

fiklUallektECLULZIQUArrifiragtkiti

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

Ability to.

** perceive the needs of the organization and not just the library
** anticipate laurrenge needs of library
** design vistees and prooetbros to improve library operations

arbitrate and negotiate
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REFEREICE SENIOR LEVEL

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

Ability to:

*** apply methods of measurement and animal=
** budget and sake projectiarm

it** optimise the use of library resources

186
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SKILLS

REFERENCE ENIIItt LEVEL

* literacy, =maw, cognitive, analytical, ccemonicetices, etc.

alinaidAlt2di&aecifkAttlYitifte

Ability to:

* communiadx: well by verbal and nm-verbal name
* conduct an interview
* conduct meetings with individuals and gioups
* collect, analyze and interpret data
* develop criteria for evaluation

Ability to:

* aeke effective, timely, and wellinfozaed decisions
* isolate and define ;goblins and develop the necemary criteil and

action for their solution

REFERENCE MIDLEVEL

Ailla20.1AtesLtsaEschitaecifiragtiiity

Ability to:

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

REFERE10E SENOR LEVEL

Ability to:

* apply methods of measurement and evaluation
* budiet and make projections
* optimize the use of library reeources

188
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REFEREME

Neatness
* Need for achievement

** Objectivity
Open-mindethess

* Optimiser/Positive attitude
** Organisation

Patience
Physical endurance

*** Resourceful
* Sensitive/Thoughtful
Sense of ham

** Sane of ethics
Tolerance

Individual should demonstrate:

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

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

ifillIngness to fail
*** Willingness to ask questions
*** Desire to work to beet of ability
** Reeponsiveness to time constraints

*** Accuracy

**
=nto gat bends dirty
o detail

Willingness to do clerical tasks
** Desire to foliar-through

*** Service orimstatice
* Organisational idsstity

** Willingness to promote library and its services
** Vier of library as part of a larger 'miasmatic's environment
** Vies of Library as an organisation

Pbility to see broad picture
* ability to sacrifice short-term gains for long-term goals

Political sense
** Curiosity
* %twisty of kits ate

Desire to grow personally
** Desire to grow professionally
** Desire to mein current in specific and general subject field

*** Positive attitude toward jab

191
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MEFITIIIES

REFERENCE

DiMaitiCOAllittitwkA

ttitadeLTSAMTAIDStititiCilli

* Inspect for the parent organimatian

AttiracinamarsiDther_hsple

Mainut Lions

* Like children
* Like to help people
* Like to meet people
* Like to Rice others feel comfortable
* Sensitive to others' needs

ImickaDtheralnthLikaplace

* alloy Reneging/supervising others

itragoalAualities

* confidence
* Fairness
* Opthainm/Positive attitude

Attitacka2elatesthzlcbaals&ranintign
Individual should demonstrate:

* Willingness to do clerical tasks
* Service orientation
* Organisation" identity
* Willingnees to promote libruy and its services
* Via of library as part of a larger infoontion environment
* Ability to see broad picture
* Variety of interests
* Desire to (row personally
* Desire to Jean current in specific and general subject field
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SERIALS CONITOL ENTRY LEVEL

verificatianaOrderino

1. Receive citations for selec a serials/numbered series from the
acquisitions section

2. Receive citations from organization staff for office copy subscriptions

3. Receive issues/parts of serials/numbered series from the acquisitions
section which were received on approval, as gifts, etc.

4. Develop a working knowledge of the library's collection development
policies and guidelines

5. Refer questionable citations/items to supervisor for selection review

6. Determine source of procurement for each title ordered (jobber, direct,
gift, exchange, etc.)

7. Supervise ordering of serials/numbered series:

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

search serial records to determine if title is already on order
for older materials/citations, search library's catalog(s) to

determine if entire series is in the collection already
prepare serial records for titles to be ordered
prepare 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 acquisitions section for fiscal

control and mailing
claim outstanding orders (no issues received)
claim missing issues
cancel orders, as required
re-issue orders to different sources as required
order replacement copies of demaged/lost issues
process renewals
maintain a statistical record of ordering operations

8. Search for trade and non -trade bibliographic information that techni-
cians are unable to locate; refer problens to higher level staff, as
appropriate



ACIIVITIES

SERIALS CONITOL MIR/ LEVEL

Bilakatirsaaraing

9. Supervise receipt processing of serials/numbered series:

sort incoming items, if appropriate
search serials file to locate the records
update records with receipt of individual issues/nuabers/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 appropriate
place new serial titles on the appropriate truck for delivery to

the cataloging section
place items whiCh have title changes on the truck for cataloging
place new issues for the reading roan on the appropriate truck
place issues for the stacks on the appropriate trucks
deliver trucks to proper locations
annotate receipt an packing slips/invoice copies, if received, and

forward to the acquisitions section
annotate packing slips/invoice copies for damaged/imperfect or

unwanted hardbound series; forward documentation and pieces
to the acquisition section for processing

place surplus materials in specified area to await proper disposal
by the acquisitions section

maintain record of receipt processing statistics

10. Assign processing priorities to new serial titles and to other series
requiring update of cataloging records

Itiallaintsionce

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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File Maintenance

11. 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 from the active file when appropriate
delete records when appropriate
maintain statistical records of file creation and maintenance

operations

12. Supervise the forwarding of correspondence re: cessation/completion of
series to the cataloging section following maintenance of serial
records

=au
13. Handle problems related to ordering and receipt processing of serials/

numbered series and to overall maintenance of the serial records; refer
problems to higher level staff, as appropriate

14. Conduct library business by phone, when appropriate

15. Write memos and letters, as required

16. Prepare manuals of procedures

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

18. Attend and participate in staff meetings

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

20. Supervise technicians and other paraprofessional staff

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

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

23. Assist section manager in developing performance standards for self and
for staff supervised
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Other (cant' d)

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

25. Assist in the selection of new technicians and paraprofessionals

26. Keep abreast of developments in the information field, library
practice, or legislation that affect library processing and control of
serials/numbered series

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

28. Develop professional contacts both within and outside the library

SERIALS CONITCL tem LEVEL

Ifedthatiga11111gragall9

29. Develop procedures for the verification and ordering of serials/
numbered series

30. Supervise the maintenance of an address file of procurement sources for
serials

31. Draft form letters for ordering serials, claiminy/cancelling orders,
claiming missing issues, ordering lost/damaged issues, etc.

32. Work with the acquisitions section to schedule purchases of serials in
order to operate within the budget

33. Work with the acquistions section to develop procedures for the
handling of the final steps In serials ordering and invoice processing

34. Identify sources for filling gaps when the required issues are unavail-
able from the publishers

35. Coordinate gap filling as gaps are reported by collection maintenance
staff as part of binding preparation and inventory operations
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lksmist...assmaling

36. Develop procedures for receipt processing of serials/nunbered series

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 automated serial records

Fiscal Ontrs1

40. Together with the acquisitions section, work with the contract and/or
purchasing departments) 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 acquisitions section in resolving any problems related to
payment for serials

43. Remain aware of the expenditures and balances in the serials
accomt(s); notify the section manager of situations which may require
special action

44. Project budget requirements for purchasing serials for the new fiscal
year

QUM;

45. Assess pnrformance of existing equipment/systems used in serial records
and investigate capabilities of other equipment/systems

46. Recommend acquisition of new/additional equipment/systems

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

48. Supervise in-house operation and maintenance of equipnent/systans

49. Gather information for maintenance contracts on equipnent/systems
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SERIALS ODNIICE, ICD LEVEL

Dther (cant' d)

50. Craft statements of work for contract proposals for services, systems,
equipnent and/or maintenance

51. Evaluate contractors' proposals

52. Train and supervise entry level staff

53. Assist in the selection of new professional staff

54. Write articles for professional journals/newsletters when appropriate

SERIALS CONI'ROL SENIOR LEVEL

Selection

55. Review items identified by szaff as being of questionable suitability
for the collection; concur with the selections and/or refer the
remaining questionable items to senior acquisitions staff for review

56. Work with senior acquisitions staff to formulate draft selection
policies for serials/numbered series

57. Work with senior acquisitions staff to prepare draft selection
guidelines for serials/numbered series to be uE'd by selection staff as
an aid in interpreting selection policies

58. Contact organizational staff concerning the advisability of purchasing
expensive serials for office collections versus placing then in the
library's collection

59. Coordinate the annual review by organizational staff of the list of
serials/numbered series currently acquired for the library's
collection (s)

60. Coordinate the annual review by organizations' staff of the list of
serial titles which they cu "rently receive as office copies, on routing
and/or as photocopied tables of contents

riff tion and Ordering

61. Select and maintain an up-to-date collection of aids to bibliographic
verification of serials data
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SERIALS CONIROL SENIOR LEVEL

IMmiRtaxgrasaing

62. Work with senior acquisitions and cataloging staff members to identify
processing priorities for various categories of serials and to draft
guidelines for priority assignment

rhea
63. ?Unction as a technical expert in all matters related to processing of

serials/numbered series

64. Interview dealers' representatives to learn about the. particular
services they offer

65. Identify dealers who have a good performance record in supplying
irregular serials, congress/conference proceedings, and other series
which are difficult to acquire on subscription

66. Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in acquiring and/or processing
serials

67. Evaluate dealers' performance and report to section manager

68. Work with interlibrary loan and cataloging sectice staff members to
produce and/or update the library's serials holding list

69. Draft serials records procedures and policies; draft revisions as
required

70. Flowchart and document' serial records procedures

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

72. Analyze serials processing statistics and prepare draft statistical
reports

73. Train and supervise mid level staff

74. Function as section manager in his/her absence
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BaLiCatiChatsbe

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

hubitaLkilatiedge

* howler* of the primary subject field of UM= served (e.g., medicine,
dsmaistry, law, etc.)

* knowledge of foreign languages

Libritrylanbate.iCILSCASICeilladedge (Generic)

** knowledge of definition, structure, and formats of information
** knowledge of alternative approsches to the organization of information
* knowledge of alternative ancoaches to retrieval of infonntion
** knowledge of alternative approaches to information mensgament
* knowledge of available and emerging informed= technologies and their

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

applicability to practice
knowledge of career opportunities

*** knowledge of how to learn cm an ongoing bests

ittatlicbtALMULidalle121-111VIAIDEil=211ta

* knowledge of the wending infornaticn comunity, its participants and
their interrelatimmthips (social, eccoomic, tedhnical, etc.)

* knowledge of the variety of work settings mid their orgenisaticmal
structures

* knowledge of the &mations perfoomed within the various work settings

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

istics and information !obits

EaiNdeibLatithatIVALIBACM

*** knowledge of the serials control function, the range af services and
products offered optima mid

*** knowledge of the activi(bothties that are required to
potential)

offer the services and
produce the products

*1* Imowledge of the various resources that are mammary to support the
activities

*1* knowledge of serials control tools and sources of bibliographic
informatics

*1* bowie* of serials control methods and tectedques
*** knowledge of perfoismnoe and ha, it can be measured
* knowledge of job and working conditions (e.g., range

of duties, probable compsmatioa, bandits, etc.)
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SERIALS CONTEOL ENTRY LEVEL

Saral2d919LIICLIALdayark

*** Imo, led3e cd how to perform the various activities
*** knowledge of how to use the serials control tools and sources of

bibliographic informatics
** knowledge of how to apply the serials control methods and techniques
* knowledge of personnel procedures

s *A

aentral
: L (- -,11 . -% I - f

*** knowledge of the Mania), goals and objectives of the organisation
served

* Imodedge of the structure of the organisation and the role of the
library (or Infoimatial center) within the organisation

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

6** knarledge of the policies and procedures relevant to the library (or
info:nation canter)

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

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

SERIALS corm!, MID LEVE.

*** greater depths of knowledp specified above
*** knowledge of the ccesations of other sections in the library and bow

they relate to serials control
*** knowledge of available vendor-suipplied vista's, services and products

to sown serials control
*** !madcap of the ocatzacting process, both in general and within the

organization
** lmowledge of evaluation method's and techniques to evaluate systems,

services and products
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SERIALS COMM SENIOR LEVEL

* greater depths of bawled:ft specified above
* knowledge of public relations tedmiques
* knowledge of statistical description, analysis, interpretation oand

presentation
* knowledge of the costs associated with library resources (material%

personnel, space, etc.)
* knowledge of wet analysis ancl interpretation methods
* knowlcige of metbxb of resource allocation
* knowledge of standards, aellieiree and methods for evaluating perscnnel

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

* state-of-theiart knowledge of library research and practice
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SOILS

SERIALS CONITOL ENra LEVEL

*** literacy, mammy, axpitive, analytical, communications, etc.

fikallilakthitcLiter.gkaCtiYitiee
Ability to:

* Festoon mg* activity
** establish rapport with users aid colleagues
** ammonicate well tvi written, verbal and non-verbal means
* conduct an interview
* conduct meetings with individuals and groups
* collect, anelyse and interpret data

** wake decisions and recondations based an available informatics
* supervise staff
* work indapandmstly and in groom
develcp criteria for evaluation

Ability to:

*** make effective, timely, and well-inforeed decisions
** isolate and define problems and develop the necessary criteria and

&atlas for their solution
** manage time effectively

SERIALS COMM MID LEVEL

Skills Related to Bach Specific Activity

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

Ability to:

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

*** design systems and proaedues to isprre library cperatices
* arbitrate and negotiate
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*** Skills listed above are developed to a greater extent

Ability to:

** apply methods of seasurenent and evaluation
** budget and Enke projections

*** optimise the uee of library resources
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Iik111814AteriA2_692GifiCACtiYitiCE

Ability to:

* °Meet, analyze and interpret data
* supervise staff

214
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SERIALS DL

Di,,aitial
a=adDL=taralnaUtutkos

** Respect for pcofessic-
** Sweet for library
** Swept for t re* ocgmoimatian

AWtid mrd Other People

Zamrd lisfirs

IN* arepect were
* Like people in general
* Like to help people
Like to nest pecple
Like to sake others feel comfortable

* Sensitive to others' needs

ZasaCttbsuaAnilalicaplact

*** Mempect co
* Like to mock with cam/agates,
* Like to work on omn
**Willingness to deer ypon and share Imeledge and experience with

others
** Sopportive of malodors
* Mkkarnenewing/sopervising others

** Alertness
* Assertiveness
anpassiorAindness

* Confidence
* Cheerfulness

** Dependability
* Detessinektostlienacity
* Diploma*

Motional stability
* pj
** PlesibilityAbreatility

Dmaginetion
* Ingulsitiveness
* Leadership ability
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SERIALS CONISCL

Itimaiticealltititacks

Attitudes TavarrlIgherimple

=gallaw
* Like to help people
* Like to meet people
* Like to maim others feel comfortable

Etnagalltatition
* Assertiveness
* Oapeesicm/ginthess
* Cheerful:Lass
* Fleribi Utz/Versatility
* Insginatial
* Opea-mindmbees
* Itysical PAINE=
* Sensitive /thoughtful

ttituckg Related to JohAfork/Orolnintico

Individual should demrinstrate:

* Orgenhatialal idntity
* Willingness to promote library and its services
* Ability to pie brood picture
* Ability to sacrifice short -tern gains for long -tens goals
* variety of interests
* Desire to grov personally

2
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