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“ ANALYSIS OF THE SERD REPORT
\ ' for

SCHOOL LIBRARY MEDIA SYSTEMS

INTRODUCTION--POINT OF VIEW

A Task Analysis of Library Jobs in the State of Illinois1 provides
another point of view in studying the problem of the proper utilization
of library manpower, the point of view of the man-on-the-job who performs
the occupational tasks in eighteen Illinois libraries. An analysis of
what  the man-on-the-job says he does should provide another dimension to
understanding how the job gets done, what skills are basic in performing
the tasks, what are the levels of difficulty and complexity, what kind
of training is essential to help the worker develop library-related skills.

In evaluating the tasks and relating them to proposals for an organi-
zational model, job descriptions, training programs, and instructional
materials, it seemed important to consider relationships of library man-
power as a whole to some other factors. Some significant factors are the
available manpower resources in the community, traditioral employment
requirements of diplomas or degrees, consideration for the worker as a
person, perpetuation of non-essential and outmoded methods of operation
in some libraries, and challenges of our changing society affecting job
requirements for the future. '

MANPOWER RESOURCES IN THE COMMUNITY

How do needs for library manpower utilization and training relate to
utilization of the manpower resources in the community? The codings and
scalings in the task statements of the SERD Repovt provide information
about the complexities of tasks and the amount of training time required
for learning how to perform the tasks. These may serve as guides to indi-
cate the utilization of manpower for low-level tasks requiring little edu-
cation and also utilization of manpower for high-level tasks requiring
considerable education and ability. Areas of service requiring specialized
knowledge can also be identified in these tasks. These identifications

1Social, Educational Research and Development, Inc. A Task Analysis
of.Library Jobs in the State of Jllinois, Chicago, Social Educational
Research and Development, Inc., 1970.

Note: This report will be referred to as the SERD Report in this study.




suggest possibilities for recruiting more personnel from the unemployef
manpower labor pool and utilizing unskilled people, highly trained pcr-
sonnel skilled in other disciplines, and various minority groups. With
unemployment on the increase, this recognition is important for everyone.

TRADITIONAL EDUCATIONAL REQUIREMENTS

Are the traditional employment requirements of degrees or diplomas
valid for all jobs in libraries? Recently there have been articles written
questioning the educational requirement of diplomas or degrees as standard
employment, practices and as basic factors for promotional opportunities.l
It is interesting to find that the codings for training time in the SERD
Report avoid the use of terms, such as diploma or degree, in defining the
scale of ratings. The findings suggest that general educational experi-
ences, which relate to specific occupational skills, should have special
consideration in describing requirements for jobs. This puts the emphasis
on how well the worker performs the tasks on the job with recognition
that he does require training for the skills involved, whether they are
learned in formal education or through experience and his own initiative.
Degrees and formal education continue to have importance in giving profes-
sional staff the recessary general and professional knowledge. An up-to-
date evaluation of jobs in terms of modern management practices may suggest
flexibility in recognizing other educational factors for some occupation
levels.

THE WORKER AS A PERSON

The statements on what the worker does and how he does it leaves one
without much feeling for the worker as a human being. In our mechanized
and computer society, the worker needs safeguards to prevent him from act-
ing and feeling like another machine. It is important that training pro-
grams and supervising staff stress the value of the worker's contributions
and furnish him with background knowledge and understanding of the total
library services to make him feel that he is part of the library team and
encourage him to take pride in his contributions. Some task statements
refer to staff development programs and in-service training programs and
it 1is hoped that these do consider the worker's personal development in
addition to improving his skills. Proposals for training programs and
instructional materials have included suggestions for continuing education
and development of individual interests to partly care for these needs.

1Kirk, Russell. "Experience Still Gets Nod as Bes: Teacher." The
Sun (Baltimore, Md.) February 17, 1971, p. 11.

Kuhn, James W. '"Would Horatio Alger Need a Degree?" Saturday
Review, 54: No. 4:54-55+, January 23, 1971.

Roscow, Jerome M. "Human Resources: Retooling Our Manpower."
Saturday Review, 54: No. 4:40-41+, January 23, 1971.
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STREAMLINING AND MODERNIZING OPERATIONS

In working with the task statements it is difficult to reconcile some
of the outmoded operations with modern library services without omitting
the tasks and substituting omes not reported. Should these operations be
perpetuated? Are some librarians adding to their manpower problems with
these non-essential and/or outmoded methods? Can school libraries oper~
ate efficiently without using accession numbers and Cutter numbers? How
much checking and rechecking and verifying is important in cataloging for
efficient indexing of materials in school libraries or in any library?
Are small libraries taking advantage of sources for printed catalog cards,
instead of doing their own cataloging, when central processing services '
are not available? it is strongly recommended that libraries survey
operational methods and streamline operations, as one means of reducing -
somé of its work load. The question related to these methods is whether

*" the training for the skills in this study will serve changes in methods

of performing tasks in the foreseeable future.

LIBRARIES IN A CHANGING SOCIETY

Is the library staff rrained for expanding services, creating new pro-
grams, and assuming new roles to meet the needs of a rapidly changing popu-
lation? With so many task statements repeatedly referring to clerical and
other routine library operatious, one has the impression that the role of
libraries is passive rather than dynamic. There are not enough descriptive
task statements referring to programs and activities initiated by libraries
related to services for ethnic groups, minorities, employed and unemployed
groups, senior citizens, culturally deprived people, urban and rural prob-
lems, changing communities, and many other aspects of our changing society
and its need for library services. It was specifically stated in the SERD
Report that this was not an efficiency study, but one notes some signif-
icant omissions and wonders if the skills for tasks performed in today's
libaries will carry over as adequate skills for manpower needs in the near
future. Obviously this needs consideration in planning training programs.

An editing of task statements in the SERD Report to weed ocut repeti-
tions referring to the samc tusks might decrease the percentage of clerical
tasks and create a more professional image of librarianship. Will this
study lead to more supporting library jobs allowing more time for librar-
ians to engage in more activities exploring the needs of the changing
population and taking action to meet the needs?

OMISSIONS OF TASKS IN SCHOOL LIBRARIES

Approximately 400 out of 727 statements relating to tasks for school
libraries describe clerical and technical routines. The concept of a
multi-media center and media technology. are represented with many state-
ments describing ordering materials, operating equipment, using equipment
and materials, technical assistance for radio and television studio pro-
ductions, and video tape systems. Reading guidance programs for motivating
reading interests and working with. students with reading problems are

6
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adequately covered, but little mention is made of guidance and motivation
for listening and viewing audio-visual media for individual interests.
Mention is made of participating in a curriculum meeting and subject
department meetings, but more statements identifying subject areas and
extent of involvement would be helpful in calling attention to profes-
sional activities. '

None of the task statements described tasks performed in ordering,
preparing, or using materials and equipment or development of projects
involving funds from either Title I or Title II of the Elementary and
Secondary Education Act. Except for one statement on preparing simple
transparencies and some mention of photocopying and microfilming, little
reference is made to the wide range of services in preparing materials
for the teacher's use in the teaching program. These and other areas of
activities and services need elaboration to counterbalance the numerous
repetitions of statements about the same tasks. Part of the omission may
be failure to report these activities and part may be related to the
nature of this kind of study. If this study could repori on the wide
range of professional responsibilities, the information might supply ample
support for adding both clerical and professional staff to a school library.
However, the high percentage of clerical tasks required to operate a school
library can also endorse the demand for more supporting staff to give the
librarian time to further the educational demands for multi-media services
on an expanding scale.

SUMMARY

These are a few of the significant factors which received some con-
sideration in analyzing the da:a in the SERD Report and preparing the
proposals for ar. organizational model, job descriptions, training programs,
and instructional materials for the supporting staff of the school library
media systems.
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GUIDELINES

Significant arecas for developing job descriptions, training
programs, instructional materials based on distribution tables

Level I Jobs

Level II Jobs

Level IIT Jobs

Tra}nmg 3 5 6
Time
223
GED or 233 434 445
Functional *l-copying *1-copying 4-translating
Skills *2-comparing 2-comparing *6-analyzing
*5-compiling 4-translating 8-coordinating
Duta 6-analyzing *5-compiling 9-negotiating
6-analyzing '
People *l-taking instruc- | *1l-taking instruc- 2-exchanging in-
tions tions formation
2-exchanging *2-exchanging 4b-supervising
information information *5-consulting
4-supervising
Things l-handling 2-monitoring *4-operating °
2-monitoring 3-servicing *5-preparing/
3-servicing *4-operating set up
*4~operating 5-preparing/ 6-storage/
5-preparing/ set up retrieval
set up 7-storage/
retrieval
Worker *l1-tools, equip- *2-game as col. 1 4-service spec-
Instructions ment, pro- *3~same as col., 1 ified in manu-

cedures speci-
tied--no
variations
2-same as #1, but
some leeway in
methods and
procedures

but refers to
standard tools
4-service spec-
ified in manu-
als, memos,
requests, but
works out pro-
cedures and

als, etc., but
works out pro-
cedures and
sequence

*5-same as (4) but
employs theory
and has options

6-various services

sequence available--some
creative use of
theory
. (continued)

*Highest percentages

-
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Task
Environment

*2-repetitive,
short-cycle
established
procedures

*3-doing things
under specific
instruction--
little inde-
pendent action

*2-same as col. 1
*3-same as col. 1
4-plans entire
activity
9-evaluates
information

4—-plans entire
activity
*7-influencing
and infoxm-
ing people
9-evaluates
10-information




DESIGN FOR ANALYZING AND STRUCTURING DATA

SCHOOL OF LIBRARY MEDJTA SYSTEMS

The method designed fur analyzing and structuring data in this
analysis is based largely on the traditional concept of staff utiliza-
tion and work flow in school library media centers.l Many school library

) media centers are limited to one or two staff members, wvho must perform

; all functions, both clerical and professional, with or without the help

' of student and/or parent volunteers. One of the purposes of this analysis
is to provide educational and library administrators with guidelines,
which can be used to add supporting staffs to assist the professional
staff. Wider utilization of middle level staff in performing non-pro-
fessional tasks can support the librarian in developing more extensive,

| intensive, and meaningful services to meet the demands of changing curricula,
to further wider use of all types of materials by students and teachers,
and to participate more actively in educational programs and development
of sturents,

To show greater utilization of supporting staff, it is necessary to
broaden the base for job structures by working in terms of the school
library media system, which will comprise the district media center and’
all of the individual school library media centers in a system, district,
or region. From this point of view, administrators can review the levels
of complexity of tasks performed by supporting and professional staff and
develop a staff organization for the best utilization of school library
MANPOWCY .

| The goals of the educational program and the size of the individual
L. school will be two of the guidelines in making adaptations for staffing.
Fven small one—man school library media centers can use these identifica-
tions of non-professional tasks.

The tasks 1in each job category have becen clustered by significant
orientation.to data, people, or things. This arrangement presents an
overview of the functional skills required for the work and a different
method of interpreting job assignments. An alternate arrangement by
functional areas®has also been submitted. TLooking at the jobs from thesc
points of view may be significant for rearranging some job assignments
for more cfficient utilization of manpover.

Since several terms were used in the tasks statements for school
librarics, it was decided to adopt a term that would express the modern
_ concept of school libraries and also avoid counfusion of terms. School
library media center and school library media system seemed appropriate.
. These terms are used in the School Library Manpower report on occupational
l definitions,

2 Sec Appendix.

11 3 |




DESIGN FOR ANALYZING AND STRUCTURING THE DATA

The following design was used in analyzing the data:

1.

727 tasks relating to functions in school library media
systems were sorted out. Such words as learning center,

high school RMC, and ES library identified some of the tasks.
Others were seleccted which had no identifying words, but were
tasks common to most libraries. The selected tasks repre-
sented both supporting and professional tasks to aid in de-
veloping a career lattice for a school library media system
and to use as needed for reference, for an overall pilcture,
etc. ’

Training time was chosen as the baslc dimension for evaluating
tasks. Other factors selccted to compare and relate to train-
ing time were general educational development (reasoning,
mathematics, language), worker functions (data, prople, things),
worker instructions, and task environment.

Each task was evaluated in terms of these five factors and in
terms of the correlation and interrelation of the scalings.
Disagrecments with the SERD codings were noted, but no changes
made in scalings at this stage in the analysis.

Two-dimensional matrixes were déeveloped to identify areas of
correlation of training time with each of the other four fac-
tors and to point up significant areas of skills and knowledge.
(See Tables 1, 2, 3, and 4). All of the original SERD scalings
were maintained to show how management analysts ' viewed the
levels of complexity of tasks in library situations.

Tasks related to audio-visual materials, equipment, services,
and programs were sorted to determine the kind of task for a
specialized job in media technology for the supporting staff
(see Table 5). The functional area codings in SERD for catalog-
ing and processing tasks provided sufficient information for
considering specialized tasks in this area.

Tasks relating to knowledge and training in technical library
skills and graduate library training were sorted to aid in
decisions on recoding training time for some tasks and also
for guidance in developing suggestions for training programs.

An analysis was made of the statistical tables and the implica-
tions for carcer lattices, job descriptions, training programs,
and instructional materials.

PROFESSTONAL SIAFF NOT IN THIS REPORT

Parts of the report include statistics and comments referring to
the professional jobs, where it is considered essential for the staff

12
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as a whole. However, proposals have not beer made for professional jobs

and training. A very comprehensive man&)-ower analysis study has been made
by the School Library Manpower Project. It is recommended that the
report on this study and the statements of occupatiomnal definitions? for
school library media personnel be consulted for professional jobs. The
definitions do not cover library clerks.

School Library Manpower Project. School Library Personnel Task
Analysis Survey. Special Report of Research Division of the National
Education Association. Chicago, I1l.: (American Association of School
Librarians) American Library Association, 1969.

2Schoo]. Library Manpower Project. Occupational Definitions for
School. Library Media Personncl. Chicago, I11.: (American Association

of School Librariaus) Amcrican Library Association, 1971.

13




CLUSTERING TASKS FOR SUPPORTING STAFF

The distribution of tasks in Tables 1 and 3 comparing training
time with general educational development and worker instructions
show the clustering of tasks on levels, which suggest that three levels
of jobs are feasible for the supporting staff in school library media
systems. The tasks in Training Time 1, 2, and 3 show 91% of them re-
quire skills on the two lowest levels of reasoning, 34.9% require skills
on the two lovest mathematical levels, and 67.9% require language skills
on the three lowest levels. 527 of the tasks do not apply to mathe-
matical skills. The worker instruction levels show a high concentra-
tion on the two lowest levels, 96.8%. The wvolume and nature of the
tasks related to low-level skills and the same type of instruction
justify the combination of 146 tasks for library clerks on Lovel 1.

Tasks in Training Time 4 and 5 also secem compatible in reasoning,
mathematics, language, and worker instruction, even though they are
distributed on a wider range of levels. 98.5% of the tasks can be
performed with reasoning skills on the second, third, and fourth
levels, 86.1% can be performed with mathematical skills on the second
and third levels, 94.8% can be performed with language skills on the
third or fourth levels. .

Instructional levels for Training Time 4 and 5 show 39.2% for
level two and 27.5% for level three. The nature and scope of the tasks
on Training Time 4 and 5 supported by the high percentage of tasks
concentrated on a few levels justify a level II category of jobs for
performing higher level clerical tasks.

The third level for the supporting staff is Level III for the
149 tasks in Training Time 6. These tasks require technical skills on
a higher level of reasoning, 67.1% on level four; higher levels of
mathematics, 50.3% on level three; and higher levels of language, 61.8%
on level five. Level III is a middle level job requiring more complex
skills and technical knowledge than the tasks for library clerks and less
educational background knowludge and professional training than the tasks
in Training Time 7 and 8 for professional staff.

These three job levels will serve as the framework for developing
an organizational pattern for school library media systems and for
developing proposals for training programs and materials of instruction.
The three levels are for the supporting staff of school library media
systems. Tasks for professional jobs on Levels IV, V, and VI in Train-
ing Time 7 and 8 plus those recoded from Training Time 6 are not included
in this report. '

14



J TabLE 1e-DisSRRIBURLON OF TABES E*Dr{ S0H00L, LLUSRARY Led1A .ff,l'.'f'y'" DI
' ' BY TRAILLIG TIkS AU GuH 24D BDUCATION ATy DEVILOF 'L oA

Supporbing Tasks
Trainine Dine

3 i Tt » : - T T :
] N fratiet u ) I Y e Y A 3
Can ML 2 M% TOTA LS R4 er 5 :

_NO. % 1 WO, 9% I KO, % KO, ol no. e ro.

B st T T P ——

Reasoning ;

: A1 F 46 100.0F 7 ss.uf 25 26.100 76 52,0 1 .6
i . emmseter 41.  mae ————— i@ PRSI
- A-2 5 415 52 59.24 57 39.0 )1 46

' A2 13 1.7 13 9,0 {1110
. A=l 10

1

()
~J
ie °
AL\
WN
NS
\-'\l
XA
- L]
o
D e AT atdine ot

N A\

L ]
C
-
LN
ANy
(9]

[

100.0

2
—
o
<
C
=
)
=
o
<O
o
)
e}
~3

| PRELS 45 100.0 | 12 100.,0
TN Y ¢ 4
| B-1 65'0 : , 5.5 3 g,
| B2 16,7 b 41 46,641 4% 29.4 4 37 22.2 | 18 17.0
| B3 &.5F 17 19.4 0 18 12,3 |l ss o
B 1 .6 |13 172
B-5 . 1.2 1 .7 2 1.8}
6 | %‘
B-7
i B8 P 45 100,0 F 6 50.0F o4 27050l 96 521 110 6.5 5 4

N

Sl 20

o

TCLULS E 46 100.0 12 109.0 66 100,0 145 100,0 {157 ]O,.D l()o 100, O

: E
B e L D S ' . . A% e i
LTI R e i , {
. i . 1
-

J—l 1 2. 7 58.5 | &
ST g

C"'?- : 2 J.“.T'.r? ‘ :

C"‘_./) 5 ?f).

. N
2

!
PN
VTN
Y \&
o

"

N O
\_'\"
S

L ]

O

LOY PO

.\
2

. .

[RAG I U p]

15 12,2 ¢
) 57 a7 B2, !

1

{

‘l

. - b

1.5 6 D7 1
]

' :

H

W
c

\J*
G

|
)
~1
= =g
o
L
QO
et
N

D G
L ]
o
o

Gt
it ¢-7 | 45 97,9 2 2.5ty zeall 10 .5
-5

L ey o st sty - s veteem o Y ¢ o et F S e e T T L LD PSP e YRR

TOLALS 45 100,0 12 100.0 § &3 100,0 }j146 1000 }iL57 100,0 105 l( ) O

e TR

»
i
i
i
H
s

-y ———— L LT U S, - el e e e
*

"Nik-Dous not apply

Gezen underlining indicntzs lovels ol 224 or moiz of s Loske in coeh
training Pime level end shows corrolabion of CGud vith besising Siuo,

15

L




- 5 114

Profosoional Paciy
Training tine

BRI | - N T R |/ W R
'{ VI \rJ ’? £16 PONATLE T o a‘O_ﬂhl 3 PODL LSS
e G Qe S0 NHO, % MO, 3 kB0 S N E0. % 160 2-.6 ......

~—
sy

77 15.5 77 10.6
| 05 18, 14,6
6 4.0[165 29. 22,8
100 67.14175 30.5 |1 24 19,71 1 27| 25 15.7{h% 27.0
w3 28,9||46  sa | 93 5.2l 15 404|108 e7.9lhm 21.1
| 5 4.1l an. 5671 25 16.4{ 25 3.

1
19 17,9
7 55,8
7

\3
—
[,
[

.'\)
S
=
N
Q

N \N
=
i

L L TURST N | O — .om ———— - : ———— g s

7% 100:0 1/:9 100,068 1000 ||' 122 100.0 | 37 100,01 159 100.0{jp27 100.0
4 L4
55 200,
?‘lo._- 66,7/ )
qae sl 3% 2n.1lito 8.0

2

sermbed s B SE———,

12 2. 12
2 19.8 2 1.6 2 1.3l
.2t 2 5.5l 40 25.3|pL5
16.% ) 4 108 24 15,1 7
42,71 26 70.20 76 49,101 97
7 5.71 4 10.8{ 11 6.9

PSR, .a...'_- PR SO I R ARGt T-CA L Yy ORI TTEY

.
~

'_J
O
-

"
—

"
N3

o~

'_J
oW O WM U
HCERN

AL
8

~3
A
\JI
@)
L]
N
)
~3
i
&~
3
CJ
W
N

N
L]

!—l

}.—
)
I—"
O
»
o
‘r_x
D
W
.I\
o
I
no

- -
A SR NG

[
baand

Ji1s sl 8 s.3foo 17.6 5 2,51 1 20| a4 a.5\hon 1.3

- - [ § P

“m35 100,00 149 100.0|538 100.0 [|122 100.0 | %7 100.0|| 159 100. 0|27 100.0

- — setiemn o atesm oe

) [ UA N

& 1.4 6 1.1

: n2 5.8
L9 27.0-
1.6 | > 1.3ll72 23.8
2.2 8 21.7]] 95 60.7%|L0 25.9
6.2 | 29 g8.a) 61 ss.alles o,
1. W B . 48 5.5
v 1A 1.

s 19l 2
10 517 195 »4
120 43,60 50
5 2.7 92

N
'—J
L]
>
Pl
e
~3J
-

\n
’O\ [N
\/\ e | \_\l
- - -
AN LT3 VDD
—_
WD ~3
v & O
“ 0 W
~J W 4
OO0 WO\
w O
nN e

o 100.({{149 100.0) 558 100.0 | 122 100.0 | 37 100.0]l 159 100.0 />7 100.0

16

g




PR

TALLE 2---DISIRINUNIL0ON OF

2
PASKS

\)J\. ;)_/‘ ()‘..\..'l Jlr}J :

FailLA

AL R I o)
[T RS RTINS ]

BY RATNEHG PTLE ARD ,L/Rk ST I L‘_Lu'm
Supporting dasks - o
o Meadining Time _ . . )
BTN a2 70 3 1,25 M4 Di]
| ol b o W woparns )
b B0, S kB0, bk 30, 95 O, Ga NO, 95 N

])a ta

orag
1 .
[

. -

FONA A

U Re,

4

ARVIR!

/é

o
-

55,3

W

19 21

W\
H 3 & » i

N
.

v OO\
.

NS
.
el

L1 1%,

TONALS

Tig on L .
B-2

-
T?

TSI YT

3
-

12

f' . ‘ f‘ Ao

46 100,

e aismrntee

1.0

0}

12

100,0

5.
88 100.0

il g

25 17.8
A8 26.0

).’2 36@(3
145 1092,0

05.9

3

e v e
TOWL LS

46 100.0

520

Aoy = g

. 2 o
el 25.8

10 11.3

22..60.2
22,202
83 100.0

T e : —— o e e
J..;._LLJ&',..:_; g !
C-1 9 19.% { 2 16,7 o160 2% 17,1 /} 2
) ; - : - - - ’
C-2 F 1 2.1 ¢ % 2500 10 11,310 14 8.6 4 2.0
C~2 f1l 25.9 | 1 8% 1 1.1 115 8.9 5 1.8
C-4 17 35,9 § 5 4l i 36 40.6 || 58 397 || 75 45.6
l PRI . PP PRV P o ,.,,__,:.
C-5 & o oas.5 b1 8.3 11 12,5 1119 1%.0 ({15 9.5
‘ . + |
1 " . s
C-6 -1 2. | 1 7
) . ' ‘ . L ad oy *e
- C-7 : boaa 16,0 M Sn ] S 55,5
. 1 i - AR
Mrih Ge8 2B/ | IO WL S | BN A0
e s e i L, i , . Lo o
TOLLLS 46 100.0 P12 100.0 | &8 100.0 [45 105.0 RS/ 100,0
LSO S S € e U | S
Mocs not anvly
GJ?.';-.:.(L unL,L ccoring indicotes 204 or mor: lLonts on thanb lovol.
of Gdsks widch do nob rolzas %0 drbn and people and Lhe vide din
in 've}\.x-iaus; c:.n.Lo'::-:)f;-:'n.c.f.-'. itz ocomezlabic  Loon cvildeb,

\

T 1. I

30z

— PR N

2 16,4
16 1.0
2.0
.7

- AN

6 1009

69,9 1.9

25.3

o amann oo

5 o 4k

2
12 .2
38 22,8

oW
. .
Ul oo,

2
g

12

167 100,0
18,0
151

l ° 9

%0
27
P

27,

167 1010,0

21.0 1

- aces Shanets et o b

) Ded

E‘ o. !’3
10.%

1.9

17,9
15,2
20.7
12 11,3

R

|
L no, o
|
|
}

11
24
18
14
22

J\

De

105 100,0

1105 _Lu ),(1

% 4
i
!

|
i
|
|
1

B O
- U
3_‘) t?"):.'




130
1293 100,0

W
19
11
12

et atasy anveare seasa

275 10C0,0

o

~— NS
\rv O~

- g |
N
o

76
85
15
54
75
S
20
EARAN

.39

65

Somors oo e

1-6
LOIAES
a (-)

adinleds

i

Hﬂ 7

Mo,

“olf*,51 on ﬂ

15,4
14,9
2.7
gt
12,9
17.%

\n'

58

57

"
)

2

25
15
.

67

N

AN

23

-

J.O

P

lO

O

ORVEN O
=

e
<
(A

Do =
O\

N
O

>
3
2

- 106

1

32

P8 ]Oo)

B ,/ 5 100,

RO —

S, 2
15,5

.1
21.7
14,3

1000

n

1

10
5';

122 ]OO ()

i

DA I

N
RS
1

57 100,0

P L Ty

W 7,3
POMLS

o o
e e LB

1,9
52,1
]..9
18,2
1L,y
15.8
19

Cor?
J.(3 R

——————

100,0

oo memre (o mpires wet

6
1.5

e —— ey ity

10 ’ Z

1800 19,5

- e me o e ne ]

i
[}
|
i
{
I
:
|
i
i
n

B e S PYTRRYRE N

59 100,0

L'7 27 100,0

e 1-3

TONATS
i Vi

7\'3 .l.() » L)-
85 11,7
15 2.0

1.08 D.2
G 9,0
5 7,3

70 9,6

10 L.
97 13.5
382 11.3

c33 ,:‘ ’ I-; .
,.é'j ') ] ‘I(‘

727 106,0

!

W

4 L
25 3.6
15 2.2
221 70,4
0L 19,4
2 o>
1%% 18,%

1

\J>
'\

2leb

P

J-—




TRBETY 'j--—J) i'i.l'l'i‘{" SUTRTON G PABRS 04 SCHO0L Loy m\r VDILA
3OPRALTWIRG .LY:U i lxl«l) WO LR LESIAS !1.1 056

e e somes o oot - e e s

uu poruj ng WHERs
reining Pine

B L P VIO A W DU,

pp o2 B

TR
TOMA JJ

W

CTIENNC- |
LTOIS L 10, %

D el e el LI T TR IRaer

o, |
vob s ozl e ss.el
o]

‘- -5 60‘. /’ :';)Iol:‘ t

,_4
o
.
R
e
O
.
~0
O~

(O
O

~
N
>
[l o AN BN 0 )
O
o

o -
N

.
L pe, aucig
I
2
~
.= AN

:ﬂ
L 2

AN
IR EANY

I
J
L S A
(RN
L3 ‘e
C

W
N
L ]

0

(o

s e B -

66 L00.0 145 lO0.0 2 100,0 ﬁﬁl.'OS 1000

roarereonrma e e e s e e ecaa e it c e s mmseemet malsen

}

POLALS {48 100.0 | 12 200.0

Beetmde metis W Wimss el il s W arm e Aemue- e amie e i e Veee e —— o

f e o e ey

st aen e eees teate men?

. WOWA!
K O i, Ny A PO JUCES DRI L ‘.'n... e 2..- .,,l'.'_.(.).o.........f:‘.‘n.... . \1’) ¢

1 e megtndee e
[y f - . i . to. . ‘ﬁ l.8
2 55 10O0,0 S 95.0 5%.3 11103 61.7

PABLE 4o DISMIRUTTON 02 PASHS FOR SCHOOL LNRRARY RaDIA SY31a.5 |
BY URALLTHG Gliae a5 TASK BRVIROW D | L
WP B, . o . H... -——— %S SRR OUO I B P, —ort - . - ‘if
WAt R WL § 2 3 . 2,3 O T
H |

]
»
i
i

L
: ¢
RN A% O SR O

-
s
=
o0\
a0

O

O

1\;1

ny

5 2 16,7 |85 72,7 | 67 45,9 |l 3 22| 25 pu.
b ‘ 15 17.)0 | L% 10.% /Y ) L6
b % 2 Z)c ;)I 2 ]rll 2 ].. :? :‘ [ "I

.6
l 127

~3
s

()

-~

=

o !
~3
—
>

ot

M

Y 1 1.1 1 .9 7G5
10 1 8% 3 7 ' 1.8 118 17.0

P
I
NN W

1
]
5 5.5 13 2.0 6 5.%, 6 5.7

; ;

: i
s-‘-v" - !-- - e l-..a--.-.-.—--—..—..—.._.... ..i..-...., e e mmcimnes mend 8 cmem. armemes r b n rmas F e cmsmeceiaee ta ate s rn B e T T '
POTALS {46 100.0 § 12 100,0 |36 100.0 [146 100,0 {177 100,0 §105 17,0
SEEIOUNISINN WD, SR S ————— SRR | SRS SR

Gereen wnderlining shovs sisnidicant levels of 1,5 00 1o

:nd 4t al B0 covralaiion of Braining Girne ord voekor dnnbruabions
j A l‘ t]].’.'. L8 _)r

19




1icC

Pt - -

¢
i
{
]
!

Professional Gasks
g e e S 1 SR AN R ‘
T 176 || 1-6 A ETE 17,6 |7 1-8
(RORALS ‘ i TODALS ) ; 5 PORALS |, | DOWATS
N £ TR0 | 0 [ JRR /S | WU 1 WO 7 0 | Y0 0 DRSS YO T WU - O £ 0 6 DO 0% | O {0 Y3

| 22 4.0 12 2.3 121 16,6

!

et 0t e o Srsre @ ot ne St =t

S

| 107 29.20 1 .6|153 27.0 : 152 2.1
75 27.5] 6 4.0 82 1.4 || - 82 11.5

:.i 5 )

1

28 1818 81 l“/ln_7) 4 305 ! 4 2.5 85 1107
6l 40,901 74 13,0 L7 14,0 17 10,7 21 12.5
42 282 45 7.8 | 60 49,1 ¢

-

C
£ W0
S =AY

=W W
bt
-
l_l

13.6 || 65 40,9 {|110 15,1
? e? 7.2 |l 49 30.8 ) 58 8.0

5
8 5.5 9 LG || %3 26,2116 43,2
] 3 2,00 3 .5 8 2.4 118 4.2 2 150 27 5.7
f—— e _ N
27% 100.0{|149 100.0 {1568 100,0 || 37 100.0 { 37 100.0 {[159 1.00.0 {727 100.0

b memaia et i e e8| e o Sy

i TABLE 4

N e -k - e e [
g ':';;§_1{:}-_,;‘2 ™6 ’.E‘£ 17:53 ‘ ™ 7 . ™ 8 ™ ] ? $ & 'I”? l:-.‘}
H TOTATS ) ] OI‘ALF)’ ' PODATS LONALS
IS et . ot . oo ¢ . . Iy - . ’ - .t
0y So WG S MW, G W O Y S f B N Qe

hvzi
N

1.2 - 5,
o11e as, 177 3
63 2% 137 on,
; 67 1]

9 161 2
2

~ W
BNV
NN O

—

»
oo

}_.J
= =3

~3 \

[y®]

43
WO\

=~ e

T4
no
>
=
QX
}_’
-
0
*_.J
I~
C
*_.J
o}
>

L

no
=
l._l
o

8.1 17 10,7 || 84 11.56

r—)
™
=
;_—J
}—l

o =
W

[

[ 3

(@)

i._J

o

*_J

..
H
L 3

! =3

} . 130 3 .50 2 1.6 | 2 13| 5 .7
P sl 29,5 (1 59 0.4 || 12 10.0 | 5 13,5 |17 10,7 || 76 10,5
!, 11 afl 2 1el 2 s, b2l s Ly
7 26|27 182 35 6.2 |l €0 49,1 {18 4y 96 490 113 155

o)

-0 -

B and S
Y. m

2.6
| 21 %.7)129 19.4 ] 51 9.0 22 18.) ¢ 2
i LAl a2 7 w2l 6 5.0 | 6 3.9 | 1
12 ol 4 2.9 19 5.3 by o2l |

oo . | L - SR SR N | O |

275 10001048 1.00,0 ||558 100,00 H122 1000 | 37 100,0 155 L00,0 [I727 100,0

B T2 USRI SR, ESPUR VRSO PR O R § SN R UL up ol U S SUION RN P UGUII | S

20

s



Q

ERIC|

Aruitoxt provided by Eic:

TALLE

SIS
BY

.

LhULLor

T THIRG LT

T
MO, Yo

0

3 ‘1 SRS PO SCHCOL LIBRIRY plODIa BYSTans °
o ML) RLDEA ulHEOLOGY TaRme*

B T Ll T e D R  ahanc L L EPRIPN

Suppox 1"mb Tasg
fj\puj 33 Tt u 'J‘ p,r
e LI BN J,r DA R A

T DL‘JD

NO. % KO, Yo LiC, % R, “5

Jllli) l l\

ST
‘:(l'n‘u'. D

15 20.%

POTARL

' D‘lul\\)

e T T o SRy

*Includoes print and nurmprmt meberials and

45 100.0

T

PABLE S--DS sRT BUPTON

BY TaaXulinG
ECHN L OAT R

fi\

PR ALY

(P & DTSV SOV SUSUNIEE (PR ARIE 0 S SR SheSumt AR C i S PR TN

b 5255 22 27.2 o 27.2) 55 22.C%F 28 25.4

;
4

12 100,0) €& 100,0) 145 100,0) 167 JOOgO 1.0% JO) 0

S - R P T IO DS R, PRSP E VPP U -

aqguipnent, services ond pl[‘(){f:?:‘?(l]’:?i:

i

QFf TABKS POQ SCHOOT LIBRAY FaDTh SYSTHLS
PASE RILATIONSIIIES 70 FROMSZSTOBAYL RHD
LINING -

o

. [l

e

]‘ V] '”.\.I-(./J’ JJ
O PRO3,
u..l - .".l'.-(...‘..\;l -.‘.".,(:f

oRs

,:.[' I(.IJ” TCATS

ERrOW,

N Qe Shh 0 % b KO. %] . O, %,

4.5 ]()) C

"f.-
eo12 _L()0.0 8

b‘uppo: Ging Wasks T
IMpaining Time

18,5
TOTRIS

B e T T UTTEE AURNPIT T UIRRe U ST S

i) 75

-t

’.P |l o) l-[\~ 1 :)

5
| B P05 i

6 b

o e m.

NOPALS

45 100.(% 12 100.0| 88

100, 0 15 100.0 l(zo J.OO.C‘

PURVPUPISUIPIPPIR | SERIIRIAPUNPOIS YW DY R

10004145

L A NP S S

PLBIE 7w DYE

SERTLALLON

BY PRALLTLNG s

RITH mort ing oals

fraining Yine

NPT

e PO % & WO S ERO. . g N WO, 65 M RO, @ VO EO. i
. , X .- . . vy [ / ¢
45 6.3b 12 1 zi 83 J“Lﬁ 167 25,0 105 246
b
} | X3 —— bl et Can SR o B st e e B b

¥ '_L‘ - ;..2....“.. " . j" ,,) S

. ..‘i..l.‘_..-I_, N S T
POLALS




RPUSU

N

o

(¥
/')

O O

i O

59

T R

149 100 O.l

ahy

DRt S
PLOPATS

A
77

e
POLATS
NO. ook

P T rm e

182 52,0

150,
5 13.5

e et gy ottt arnme v o mte -

ot e e it e W v @

Qe 5D

b U e s cpen ¢ 0 s

)

-.J«-...’:.‘.u «oms
S

s

PO

0. J
220, 'O ¢

cette o bt ant maamt

! )'7) 100 () 568 100,011 122 103,0 | 57 100,0) 159 100,00 727 100,0
[ ; L ———— ,

|

|

sEDITEE 6

10,

“~
4

-
Al

.

N\

@

i'.'.”\ /!_ ] )

Sl L,LA)

79

it e smn vt y——

57 .C

FoiN

hts

'
%5
e,

o e o

—e ——

- A
9()4
40,2

53
60

1337

1:.;) ‘?
INOINES
E0. 4|l

142

AN
POTALS
0,

PO SRR

colatea fh

Pl‘

1-8
PORATS

1%

O T
460
14

95,0
19,6

2 2.9l 31 200l 30 2.0l sou ] 35 gl s ov.elss a5
- — :} s — : a-__..-r S ‘ — r.” —
273 100.0{[149 100,063 100.0 ([ 122 1c0.0 ] 37 1000l 159 1000l 727 100.¢
BT 7
GRS N | T - R I A R ) 'l‘i”-‘f‘.;f”"/,fs B U W
2oeard IO | : WAL TR TS
fo. % || w0, u | |owo. shomo. wll T .
149 20.5‘ i 122 1590 37 5. 727 100,0
) | |
. . N,_,. i _ -




B
¢ v

S it

12

A CAREER-LATTICE ORGANIZATIONAL MODEL
for

SCIIOOL LIBRARY MEDIA SYSTEMS

CAREER-LATTICE OPPORTUNITIES

The Career-Lattice classification scheme for school library media
systems may serve as a pattern for developing a job scheme in a school
library media system. It has been based on the task statements in the
SERD Report and adapted to the carecr—~lattice plan in the statement of
policy adopted by the Council of the American Library Association in
1970." The arrows indicate opportunities for moving from one job to
another on the same level, if the worker has the required skills, train-
ing, and abilities. This scheme also indicates a career ladder for
advancement from one level to a higher level for the worker, who has
the required training, experience, and demonstrated abilities. Avenues
are open for a member of the supporting staff on any of the three
levels, who has obtained the required qualifications, to eventually
beconme eligible for a professional position.

Levels I and II are supporting jobs. Level I is for clerical
workers who perform library-related low-level tasks. Level II is for
clerical vorkers wvho perform clerical and library-related tasks on a
higher level, which necessitates some pre-employment training in the
clerical skills. Two job levels are designated for the clerical staff
for school library media systems in order to make career opportunities
more significant in systems with limited staffs.

Level TII is also a supporting job, but as the top job for support-
ing staff, it is the middle-level job in the total staffing pattern.
This is the position for workers who can perform tasks, which require
technical skills and more background knewledge and understanding of
theories of the functions of school library media scrvices. Pre-employ-
ment training in a formal program is an assect, but may not be a compulsory
requircment for employment,

Levels I, TI, and III provide career ladders for the supporting
staff.

Levels IV, V, and VI provide carcer opportunities for the profes-
sional staff, when individual school library media centers have more than
onc professional position and/or school library media systems offer cent-
ralized services and opportunities for administrative leadership.

an'.brary FEducation and Manpower, Statcment of Policy, adopted by the
Council of the American Library Association, June 30, 1970. Office of
Education, American Library Association, 1970.

‘za .
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MODIFICATIONS AND ADGJSTHMENTS

The Career-Lattice classification schcme can be expanded, modified,
or adjusted to fit the size and needs of an individual school 11b1a1y
media center or an individual school library media system.

Small schools:

Adjustments can be made by combining the tasks of Level I and Level
II for Library Clerk-General Media Services with the qualifications for
the Level II position. Another adaptation can be made by combining the
tasks of two Level II jobs, those for Library Clerk-General Media Services
with those of Library Clerk-Media Technology Secrvices. Combining the
tasks of the two jobs on Level III is another adaptation.

It is not efficient or economical to combine the tasks of jobs on
Level III with either Level I or Level II. Such a combination requires
a worker with higher level skills and knowledge to perform too many low-
level tasks.,

No supporting staff member is a substitute for a professional
librarian with an extensive background in general education and training
in librayianship. Combining tasks for supporting jobs with tasks on
professional levels is not reccommended. Small schools can make adjust-
ments by combining the tasks of the two job categories on Level IV or
the job categories on Level IV and Level V,

Large schools:

Combinations simila:r to those mentioned for small schools can be
made by school library media centers that are neither too small nor too
large. Centers with large staffs may scrve an educational program re~
quiring an cxpansion of these job categories, The task statements in the
SERD Report did not id ntify tasks in some areas of service, which are
included in other school library wmedia systems. Columu two is the
specialist ladder. Jobs for specialists, other than media technologists,
can be added on this level with qualifications for the special discipline,
Jobs for more technical assistants with specialized training in graphics,
media production, ete., can be added to level T1I.
¥ Media systems :

School library media systems vary in size and services., The job
levels in column three may nced one or two subdivisions on levels 1 or
II to provide promotional inducements for library clerks in the process-
ing center with a large volume of worlk. A business manager may be
feasible on Level III or Level 1V for large processing systems. Media
districts which include resource services to school library media centers
will need a position on Level 1V or Level V for coordlnaLmb, consult-
ants, or supervisors. Task statements in the SERD ]\cpo‘rt did not 1nc]udc
these services, which are available in some media sysLoms. :

A
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Other adaptations:

Titles of positions need to be adjusted to correspond with the
classification pattern of an individual school system.

Other types of libraries, especially small libraries, may find
this modification of the ALA carcer-lattice plan of some help in their
review of their staff classification needs.
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CHART A——A CAREER-LATTICE ORGANIZATIONAL MODEL FOR SCHOQOL LIBRARY
MEDIA SYSTEMS

Col. 1 ' ..Col. 2 Col. 3
LEVELS SCHOOL LIBRARY sMEDTA CENTER ~ §DISTRICT SERVICES
Level DIRECI'OR-DISTRICT MEDIA SERVICES
VI
SERD: Training Time--8 (19 years)
GED-- T 666
PA) FX
Level Senior Librariau-llead of Media Services
v * SERD: Training Time--74 (18 years) ~
GED—- 656 \
Level Librarian-General Specialist-Media Cataloger-District
IV Media Services > (‘Technolojzv Services Services
Th —-.—..MN“- A, Ty o > ———re
SERD: Training Time--7 (16-18 years) P
T ‘GED-~- 556 i
Level Library Technical Technical Assistant- Technical Assistaut-
111 Assistant-~General Media Technology Q%R’ﬁfﬁ&ﬁﬁﬁ&‘féﬁs—ﬁ.
Jedia SoIvicensy GwnglMiSES.y A
'/\SERD: Training Time--6 (13-15 years)
I GED-- 445
Level Library Clocrk- Library Clerk- Library Clerk-
11 General Media Media Technology o District Services
Services . Services . X .
-mww.mnm'&) Qrreenranssy & u;,;
SERD: Training Time--4 and 5 (9-12 years)
S GED~--- 434
| T
Level Libravy Clerk-Geueral Scrvices . Librafy Clork-
1 ’ e Q.M:Qifl‘é,’fi:"t Scrvices
SERD: Training Time--1, 2, 3 (3-8 ycars)
GED~-- 223 ox 233




JOB DESCRIPTIONS FOR SUPPORTING STAFF
for

SCHOOL LIBRARY MEDIA SYSTEMS

Each ¢f the three job levels for the supporting staff has a section
relating to the level as a whole and a section for each of the individual
types of jobs. The first part explains the need for the job, its rela-
tion to the professional jobs, and the requirements for education and
desirable characteristics. These requirements have been kept flexible
to permit consideration of people who have potential and who are train-
able for supporting jobs, but mway not have diplomas and degrees. The
SERD description of training time has been retained. In this section a
paragraph or two has been included to show the opportunities for career
advancement and lateral transfers to other jobs on the same level. The
significant aveas of GED, worker functions, worker imstruction, and task
environment are submitted with the general requirements for a furtherx
dimension in evaluating skills required to perform the tasks for the
job. )

The individual descriptions for the jol describe briefly, the
general arcas of work activity and the type of instructions necessary
to implement most of the tasks. The list of duties are the cluster of
task statements listed in the SERD Report, which have been identified
as ones which arec commonly performed in school library media centers
and processing centers, though all may not be performed in cvery media
center. The tasks have been grouped for the significant functional
skill oriented "to data, pecople, or things. Though the one dominant arca
was sclected for this report, it is possible and may be more signifiicant
to cluster tasks on the basis of two dominant areas, such as data and
people, or data and things, or people and things.

During the clustering for these duties, the final weeding out of
duplicates and changes in scalings were made. Some task statements were
changed slightly as two similar task statewents were combined. Some task
statements werc repeated for several jobs because the nature of the task
required that it be performed on several jobs, such as opening the mail
in the media center and also in the processing center. Several state-
ments were rephrased because a task in the list indicated the action took

place. For example, no task statement mentioned filing catalog cards above

the rod by a clerk, but the task statecment 0446 said "removes cards (for
filing) from all new titles." Also the statecment referring to a repre- ™

sentative of the public library having a mecting with the school librarian

was reversed to indicate that the media center librarian had the meeting
with the public librarian.

There are still some repetitions due to phrasing of statements and
combination of statements. In some cases it is necessary to interpret
the verb carefully to recognize that the task is not a repetition, but a

different thase of the same activity which involves wany people on differ-

ent levels. Tor example, one level instructs the clerk to open new books




and on a lower level the clerk opens the new books. The tasks are !
limited to the ones listed in the SERD Report, which does not include
a nunber of tasks which are becoming more common in media centers and
in large district offices with consultant staffs and many types of
central services.

Looking at jobs from the point of view of significant orientation
‘of tasks toward data or people or things, gives a new dimension to job
descriptions for libraries. This may have value for systems in selecting
and training workers to match the level of the skills required to accomp-
lish the tasks successfully, It may have implications for the proper
utilization of library mezapower.

See the Appendix for an alternate plan for clustering tasks accord-
ing to functional arcas, which follows the traditional approach to job
assignments.




SUPPORTING STAFF--~JOB DESCRIPTIONS

for

SCHOOL LIBRARY MEDIA SYSTEMS

LEVEL I--2 positions

Library Clerk--General Services
Library Clerk-~-District Services

Need for Positions

All libraries have tasks requiring low=level skills in the acquisi-
tion, preparation, and circulation of materials and equipment. These
tasks can be performed by a person with limited cducational training.
Large schools and a district processing center will have a volume of
work for one or more clerks on this level. Small schools may need to
combine the tasks on Level I and Level II with a wider range of activ-
ities varying in degrees of complexity and sclect a Level II position
as the minimum entry level,

Providing Level. I positions for the school library media center
and the district office is both economical and efficient. It also
offers opportunities for low-skilled workers in the community.
Library clerks on this level will free other staff members on higher
levels of minimum level routines and give them more time for tasks
appropriate to their training and abilities. The result will be an
expansion of services to students and teachers.

Carecr Opportunities

level I provides a minimum entry level for the supporting staff.
A worker may begin on ‘cither of the two Level I jobs and transfer
laterally from one to the other, if he has performed satisfactorily on
the first assigmment.

Satisfactory performance plus further educational and in-service
training may qualify the worker for advancement to any of the three
Level II jobs:

Library Clerk--General Scrvices
Library Clerk--Media Technology Services
Library Clerk--District Servvices

MINIMUM REQUIREMENTS

SERD Codings

3 Training Time: equivalent to 8th grade cducation

233 GED: IElementary reasoning and judgment to carry out
“detailed but uninvolved written or oral instructions

30
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- Mathewatics~--3rd to 6th grade

- Language--6th to &th grade reading ability
Worker functions: levels and significant areas

- Data: comparing data and things

- People: taking instructiomns to carry out work
orders

- Things: operating machines, objects, materials

2 and 3 ‘“Task environment: Jlevels and significant areas

- Repetitive or short-cycle operations carried
out according to established procedures

Educational Requirements and Abilities

General educational experiences through 8th grade

Ability to read and write on the general equivalence of
the 6th to 8th grade

Ability to add, subtract, multiply, and divide, and
perform arithmetic operations involving monetary units

Ability to alphabetize by first two letters of word and
arrange items in numbel sequence

irable Characteristics

Willingness to learn
Sense of orderliness and accuracy
Neatness in work habits

Ability to take written and verbal instructions and to
follow directions and procedures without deviations

Some interes* in books, recading, and library resources
for personal use
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JOB DESCRIPTION--LIBRARY CLERK~-GENERAL SERVICES--LEVEL I

The Library Clerk--General Scrvices--Level I will perform minimum
level tasks in preparing and maintaining materials for use; helping to
keep the library and its materials in order; and assisting in the circu-
lation of materials and equipment. Some of the tasks provide routine
services to students and teachers.

All work is performed under supervision and most instructions are
specific for the use of tools, equipment, and for procedures in perform-
ing tasks. Some tasks require skill for using scveral standard sources
of library information.

Supervised by: Library Technical Assistant--Level IIT
or Librarvian—--Level IV

DUTIES

Data Sipnificant Tasks

Skills for copying and coding:

1. Stamps date and title of newspaper or magazine article on
clippings

2. Marks due dates for interlibrary loan titles

3. Completes photocopy request form

Comparing—-checking, matching, etc.:

1. TIdentifies returned titles for rescrves by noting identifi-
' cation symbol and scts book aside

2. Examines returned books for damages

3. Checks new AV equipment against purchase order

Computing:

1. Computes fines using fine chart and collects fines for
overdue materials

Compiling—-filing, classifying, ctc.:

1. Inscrts reserve slip in books and files alphubefically by
last name of student

2. VYiles cards for circulated books each day
3. Files microfilm alphabetically by title
4. TFiles rccommendations for purchase of AV equipment

5. Records student attendance

Analyzing, cxamining, selecting, reviewing, coordinating:

1. Checks inventory of AV materials and identifies materials
requiring repairs

3<
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Level I continued

2. Checks developed nicrofilm for acceptability

3. Checks malfunctioning AV equipment and scts aside, if
more than simple maintenance

i _ 4. Inspects by cye 8 mm films returned

People Significant Tasks

| Taking instructions, helping, serving:
1. Schedules use of AV equipment and materials in classrooms

2. Checks out titles by removing cards and inserting date due
cards

3. Assists K-1 children to sign names on checkout card to
check out books
Exchanging information:
1. Attempts to identify child who has not properly completed
! book card by contacting classroom tecacher ;
Consulting, instructing, treating, teaching, training: |

? 1. 1Instructs clementary children in check-out system

Things Significant Tasks

g Handling~~moving, carrying, objects, books, materials:

1. Opens mail and stamps with dite received

2. Scparates rcturned books by fiction and non-fiction and
places on "returned" cart

3. Moves titles to circulation desk from and to stacks

4. Places new hooks on special display table
5. Carries AV cquipment from storage space to classrooms

6. Packages for yeturn films from interlibrary loan

Monitoring-—--checking, standing by activity, object, etec.:
1. Inspects record discs for breaks, scratches, ctc. ;

2. Monitors tape decks and calls technician when malfunctions
occur

Scervicing, performing simple repairs or adjustments:
t . 1. Changes soiled plastic book covers as instructed

2. Reinforces pamphleté; booklets
| 3. Repairs torn pages in damaged books

4. HMends broken tape boxes, record albums, ctc.

{ 5. Cleans record discs by wiping with damp c¢loth

O
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Level I continued
6. Splices tapes, filmstrips, ctc.

Id - .
7. Proceusses new filmstrips and tapes by attaching trailers
! p
and leaders

8. Repairs malfunctioning AV cquipment, if simple

9. Makes minor splicing rcpairs to damaged films
10. Inscrts magazines in plastic covers

Operating, controlling, starting/stopping, working machines,
objects, materials:

1. Stamps date-due slips in books and .date-due cards for nex
day

2. Clips marked newspaper articles, magazine articles, etc.

3. Cuts paper and card stocks of varying thicknesses using
paper cutter

4. MAnswers supervisor's telephone

5. Operates automatic paper punch, automatic stapling machine,
paper collator, film-clcaning machine, plastic laminator,
microfilm reader printer, check-out machine at circulation
desk, cardmaster, ctc.

6. Checks films through film inspection machine

7. Checks in returned overduc books and materials and checks
students' names off overdue list

8. Changes cartridge in input terminal to accowmodate length
of time book can be checked out

9. Operates input terminal on circulation desk
10. Produces photocopics of materials

11. Takes pictures of students and faculty for identification
and of classroom activities

12. Produces negatives from black and white films
13, Inserts microfilm negative in microfilm machine to display
negatives .

14, Tuspects for erasures by playing rccording tapes

15. Operates splicing machine

16. Sets up and monitors AV cquipmentlin library
Preparing/Sct-up-~getting Equipment, materials, and facility
recady for use:
1. Clecans office machines weekly--mimeograph, multilith, etec.
2. Cleans and maintains glueing machine
3. Performs housckeeping duties not performed by school custodian

4. Scts up daily date-due machine

34
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Level I continued

10.

AMfixes ownership labels to AV materials
Inserts book card in books and sets books aside

Checks student loaded book carts to determine if books
are stacked by fiction and non~fiction

Telephones other schools in wystem for AV materials and

equipment requested by staff
Services of fice machines with paper, ink, toner, ectc.

Removes cards (for filing) from all new titles

Storage/Retrieval:

1.
2.

3.

4.

Shelves fiction alphabetically by auther's last name

Places specific AV materials requested by teachers on
reserve shelf

Notifies supervisor when expected subscriptions do not
arrive on time

Inserts pamplhilets in binders for storage

NOTE: See tasks under Library Clerk--District Services--level I for
ordering and cataloging tasks, if the individual media center
performs these tasks for new materials.
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JOB DESCRIP'ITTON--LIBRARY CLERK—~DISTRICT SERVICES--LEVEL I :

The Library Clerk--District Services-~Level T will pexrform minimum
level tasks in the district processing center, This is specialized work
including checking receipt of ncw materials, preparing the materials for
usc, operating machines for reproducing catalog cards, filing order cards
and catalog cards, and packing processed materials for distribution to
school library media centers. All of these tasks are related to data
and/or things.

All work is performed under supervision and most instructions are
specific for the use of tools, equipment, ad in procedures in performing
tasks., Some tasks require skill for using several standard sources of
library information,

Supervised by: Technical Assistant--District. Services--Level III :
or Cataloger—-District Scrvices--Level IV ‘

DUTIES - '

Data Significant: Tasks ‘ ; J

Copying and coding:
1. Assigns accession numbers to all new print materials J

2. Places identifying symbols, nunbers, stamps, and
marks on new books

3. Letters call number on non-print materials

4, Color codes new titles according to spccial characteristics

5. Separates book order requests from menber library accer-ling
to nature of order

6. Marks packed cartons with school numbcr and delivery date

7. Records number of processed boolks to be mailed to cach
media center

Comparing--checking, matching, verifying:

1. Opens new books and materials and checks against original
purchasc order

2. Inscrts original order card in nev books
3. FExamines book to determine type of spiune-label required
4, Checks for classification cards for new titles

5. Locates cardmaster pre-printed library labels and packs
in boxes with appropriate shipment

6. Checks LC proof slip date files for new fiction titles.

e rm—— e cneos
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Level

I continued

Compiling—-filing, gathering, collating, sorts, batcheas:
1. Collates new books .

2. Arranges new master cards into sets; removes one set for
master file; rubberbands remaining sets and places in boxes

3. Sorts slips corresponding to master card sets

4, Separates by type, computer processed pexrforated catalog
cards

5. Alphabetizes by title boxes of reproduced card sets

6. Sorts materials by schools and places on book trucks for
delivery

7. Organizes master cards in sets according to cstablished
order and rubberbands each sct

8. Assigns accession number, AV code number, school code number

to all new nonprint materials

Coordinating:

1. Arranges for movement of boxes from packing room to delivery

area

Things Significant Tasks

Handling—-carrying and moving objects, hooks, materials
1. Opens mail and stamps with date due stamp
2. Sorts books by type of covering required

3. Places mastexr. catalog cards on templates for reproduction
and removes cards and routes for refiling when completed

4, Sets fiction titles aside to be held for LC slip
5. Packages titles for shipment

Servicing:

1. Covers books with plastic covers

2. Shellacs over spine labels on new books

3. Sands cartons, loxes, etc., before glueing labels
4

. Cuts reproduced catalog cards, sorts by types of card, and
routes to batching

Operating:
1. Answers supervisor's telephone

2. Operates automatic paper punch, automatic stapling wmachine,
paper collator, glueing machine, paper cutter, cardmaster

3. DPlaces ownership stamp in designated places and accession
number on new titles

37
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26

continued

4. Glues spinc label on book and glues pockets in book

5. Prepares paperbacks for circulation by reinforcing spine
with tape on cover ‘

6. Produces catalog cards by multilith machine or photocopy
equipuent

Preparing/Set—up:

1. Cleans office machines weekly and repl.enishes with paper,
ink, toner, etc.

Storage/Retrieval:

1. Shelves books alphabetically by first letter only
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LEVEL II--3 Positions

library Clerl—-General Services
Library_Clerk~-Media Technology Services
Library Clerk—-District Services

Necd for Positions

There are many routine taslis on a higher level of complexity and
reasoning than the tasks on Level I. These arc basic to the efficient
management of the school library media center and they support the ser-
vice functions of the professional staff. The size and type of school
and the organization of the school library media program will determine
the number and type of Level IT clerks nceded in an individual school
library media center. The increasing volume of non-print materials and
cquipment will require a full-time clerk for audio-visual support tasks
in addition to the clerk for general services in large schools. The

district processing center vill need several clerks on this level depend-

ing on the numbey of schools served and the volume of materials handled
in a year. Small schools may combine the tasks designated for the
positions in general scrvices and media technology services, if only
one Level 11 position can be provided.

Carecr Opportunities

Providing clerical positions on more than one level of complexity
creates opportunities for upward wmobility and increases the incentive
for workers to develop carcer interests in the ficld of schiool library
servi.ces. level 1T serves as the entry level for persons with the re-
quired qualifications and also f£o1r advancemont .for Tevel I clerks.

Making a transition laterally from one Level II job to another can
be achiecved with the help of on—the~job training.

Level IIT positions require more general knowledge and an under-—
standing of the principles and theorvies of the required library tasks.
The successful Level IT worker will nced additional formal education
and courses or in-service training in library technical processes. With
these requirements, the Level II worker may advance to any one of the
three Level ITT supporting positions:

Library Technical Assistant--General Services
Technical Assistant--Media Technology Services
Technical Assistant--Distyict Services
MINTMIIM REQUIRTIMENTS ' :
SERD Codingy

5 Training time: cquivalent to 1lth to 12th grade education
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Level IT continued

434  GED:  Reasoning to apply principles to solve practical prob-—

lems and deal with a variety of concrete variables
- Mathematics--3rd to 6th grade

- Language—--9th through high. school

Worker functions: Levels and significant areas

6 - Data: Copying, coding, comparing, translating, com-
piling, and analyzing data -

4 - Yeople: 49% do not relate to people; remainder deal
with talking instructions, cxchanging information,
supervising, etc.

7 = Things: 38.87 relate to operating equipment , remainder

to preparing/set ting-up things or storing and retriev-
ing materials

4 Worker instructions: inputs and outputs are specificed for
most tasks, but for some, worker is allowad some
freedont in procedures and will have instructions in
namials , etc.

3 Task enviromment: levels and significant arcas
43.2%7 of tasks are repetitive or short cycle and
carried out according to established procadures;
23.1% require doing tasks with specific ins tructions

Educational Requirements and Abilitics

General educational experience through the 12th grade
Ability to read on a 9th grade level
Ability to type accurately and with recasonable speed

Ability to interpret and carry out variety of instructions
furnished in manuals, mathematical, or diagramatic form

Ability to file in alplhiabetical order (through complete
words) and in number sequence including deciwals

Ability to perform bookkeeping tasks
Ability to operate office machines

Ability to operate audio-visual equipment and perform minor
repairs on materials and cquipment (for Media Technology
Services)

Desirable Characteristics

' 1.
2.
3.

4

Willingness to learn
Sense of orderliness, accuracy, and ncatness

Ability to work harmoniously with people----students, teachers,
and library staff

Interest in books and 1eading and in exnanding his own

knowlodgn 40
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I JOB DESCRIPTION---LIBRARY CLERK-~GENERAL SERVICES--LEVEL TI ;

The library Clerk--General Scrvices——Level IT performs some tasks
In the same areas as Level I clerks, but tha tssks will be more complex
and varied in nature, Some tasks in elementary media centers are less
i involved than those in secondary media centers. The tasks include circu-
"~ lating and distributing materials and equipment, ordering and processing
materials (if these tasks are performed in the individual school),
organizing, checking, and filing matcrials. Other types of duties are
prepaxing simple lists, maintaining inventories, preparing purchase
orders and typing tasks, such as letters, cards, orders, lists, ctec.
The Library Clerk also assists the professional staff in routine ser—~
vices to students and teachers.

All vork is performed under supervision., Most instructions are
explicit and described in wmanuals, memoranda, or oral and written re-
quests and identiiy tools, equipment, and procedures. Sone tasks re-

. quire reference to standard sources for information and permit the
-wvorker to select procedures and sequence to perform the task. The
vorler may have opportunities to train and supervise student voluntecrs
and Level T clerks. Most of the tasks are oriented to data and things
and a few Lo pcople.

Supervised by: Library Technical Assistant--General Services ;

~-Level TII |
or  Librarian--level IV 1
|
DUTIES !
Data Significant Tasks , |
i - i |
Copying and coding: ’ |
1, Record rental orders and amounts in order book i |
i

2. Types purchasc orders for titles sent to bindery

3, Writes identification symbol on book card for rescrve books
and materials

4. Writes author and publication data on request forms from
standand tools

. Types form letters for claiming undelivered magazines
. Types forms, memos, and from dictation cquipment
. Types catalog cards to replace soiled ones in catalog

. Makes corrections on typed stencils

O o ! CN WU

« Codes returncd questionnaires for data processing

Comparing—--checking, matching, eramining, verifying, etc.:

1. Checks onrder cards submitted by teachers and staff and
studeuts for accuracy and complcteness

Q 41
ERIC

Aruntoxt provided by Eic

o o o N I S



U‘

ERIC

Aruitoxt provided by Eic:

2.

3.

10.
11.
12'

14,

15.
16.

17,

18.
19.

20,

21,

30

Tlevel II1 continucd

Checks order files and catalog files to detcrmine if ordered
title is a reorder

Chcecks standard tools for information to prepare purchase
order for new materials and/or wverifies

Checlks in returned AV materials and sends to examination clerk

Checks book card and pocket for matching before checking out
materials

Checks rencwal requests
Checks returned materials for overdue v

Checks materials on shelf, in circulation, ecte., against
accession list for annual inventory

Compares catalogs against standard collection-building tools
and notes titles not in collection ‘

Verifices typed order slips befoire sending to purchasing
Checks orders rcceived against original order list

Checks card titles of new titles and othey materials to
determine if titles are in catalog

Checlis standard tools against damaged titles to determine if
still available for purchase

Checks card and book pocket of returncd materials and replaces
card in book pocket

Checks card against fine file before chacking out

Searches for correct book card when incorrect card has been
placed in book

Revicews circulation files for overdue book, when student
claims he has returned book, and checks stacks, too

Checks records, files, and other locations for missing materials

Checks card catalog and shelves, ete., to locate books for
reserve

Checks for spine labeling, cards, pockets, etc., materials
received from bindery and shelves

Checks with supervisor regarding specific photocopy limits
for tcachers

Computing:

1.
2.

3.

Keeps disposition record of supplies

Maintains chronological account of expenditures for equipment,
materials, etec., by category and cost items and keeps running
total

Computes monthly report on finc income (by hand or machine)

Computes rental rates on orvder forms for rented materials
and cquipment
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Level II continued

5. Adds processing cost and bills to media centerns

6. Computes postage and insurance charges for mailing AV
materials

7. Maintains daily, weekly, monthly statistical record of
activities at circulation desk

8. Estimates replacement cost of lest book to charge student

Translating-—-placing information into different language, typing,

ctec. @

1. Writes information for orders for typist

2. Types form letter for principal's signature to notify parcats
of children with overdue books .

3. Types mimeograph stencils

4, Sends form letter to jobber or publisher to explain rejection
of titles

5. Takes dictation using shorthand or notechand, ctc.

6. Completes form and sends notice to teacher for assistance in
obtaining overduc book from student :

7. Completes and forwards purchasec order for matevials to school

business office for approval

Comp:iling--filing, classifying, etc.:

1.
2.

10.

11.
12,
13.
14,

Compiles daily circulation record of books and AV materials :

Reviews overdine books weekly and posts names of students
with overdue books

Assigns budget account numbers for all new orders
Maintains Rol-o-dex index of cach discipline
Maintains files for head librarian's office

Maintalns newspaper clipping file of librory publicity

Maintains inventory of cquipment, including date, price,
serial number, ctc.

Maintains address files of publishers, jobbers, and supplicrs

Maintains alphabetical file of cards for magavzines containing
title, date of subscription, rcceipt of each issue, ctc.

Maintains file of comments of magazines reviewed, examined,
and rejectad

Files approved copy of purchase orders
Files suggestions from teachers for new naterials.
Files materials in vertical files

Files circulation cards
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Level 1T continued

15.
16.
17.

18.

19,
20.

Files cards for interlibrary loan materials
Arranges titles by call number and places on book cart

Locates book card in circulation file and attaches reserve
form

Arranges request forms in alphabetical order by author before
scarching for title

Updates bindery control file

Files catalog cards above the rod

Analyzing--sclecting, reviewing, evaluating:

1.
2.

0.

Examines title to determine if it needs mending or binding

Examines rescrve form for completencss and quizzes student
for additional information

Selects dust jackets for display on bulletin boards

lesolves overdue problem such as charging student for book
in stacks

Submits orders involving unusual cost, incompletencss,
rush requests, etc., to supcervisor

Prepares list of works by one author

Orpanizing:

1.
2.

3.

4.

Reviews mail and allocates to staffl

Sends verifinrd accouuts payable to head librarian for !
approval :

Prepares list. of titles to be discarded and submits to
department hcads for review and comments

Produces annual list of magazine subscriptions

Coordinating:

1.

2.
3.

Schedules jobbers to display and demonstrate AV cquipment
for staff cvaluation

Plans weekly work schedules for part—-time clerical staff

Maintains weckly schedule of volunteey students

Planning,:

1.
2.

Estimates number of date-due cards necded for next day

Maintains office supplies for media center .
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Level TI continued

People Significant Tasks

Taking instruction, helping, scrving:

1. Serves as personal sccrctary to head librarvian

Exchanging information:

1. Requests teachers to provide list of books and materials
for purchase from annual budget

2. Direcets student to specific subject area locations

3. Refers student to professional staff to answer questions
beyond his knowledge

4. Identifies students who are providing less than minimum
scrvices

9. Attends in-service training programs for sclf-improvement
and professional purposes
Counscling, persuvading, diverting:

1. Conducts book readihg sessions with K-1 children

Supervising:
1. Supervises students shelving books
2. Assigns students to faculty members for intakc interviews

3. Supervises and directs student volunteers in delivering and
collecting materials [rom classrooms

4. Supervises replacement of books by students-—alphabetical
for fiction and numerical for non-fiction

5. Maintaing discipline in elementary media center

6. Identifics unruly student and rccommends denial of
privileges, ctc.

7. TIdentifies students not providing services and rcecommends
dvopping from list

8. Assigns dutics to student volunteers

9. Superviscs activities at circulation desk

Consulting, constructing, treating--teaching, training:
1. Assists K-2 children in finding books to read and/or borrow

2.  Explains circulation regulations to students

Things Significant Tasks

ERIC

PAruiText provided by enic [
LY

Handling-moving, carrying objects, books, materials:
> o3 ) 1 ’

1. Stamwps titles withdrawn from circulation and pulls and
destroys catalog cards

a5
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Level IT continucd

2, Accepts gifts and sends to librarians for decisions to kecp

3. Places requested titles on rescrve shelf wr desk

Operating, controlling, starting/stopping machines, objects,
materials:

NCIASS |
¥

’4

1. Opcrates clectrie adding machine and ditto machine

2. Sends magazines, etc., to bindery with instructions
& s

A= Storage/Retriecval:
1. Shelves non--fiction books according to Dewey system

| 2. Participates in shelf-reading by examining shelves to
determine if titles ave properly placcd

NOTE: Sce list of tasks for ordering, processing, and cataloging materials
i for Library Clerk--District Services--Level II, if individual media
center handles these tasks,

tn
pas
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JOB DESCRIPTION-~LIBRARY CLERK--MEDIA TECHNOLOGY SERVICES—-LLVEL 1T

The Library Clerk--Media Technology Services-—-Level 11 performs
routine tasks rclated to the operation and usec of audin-visual cquipment
and materials. These tasks include circulating, delivery, and monitoring
the use of equipment, scheduling demonstrations, keeping rvecords, and
making simple repaivs. Producing transparencics, operating a micro-
reader printer, taking pictures, monitoring student response terwinals,
instructing students in the use of the tape recorder and other equipment
arc some of the media technology services performed by the cleri: to
assist thc specialist in media technology or the librarjan to iwplement
media services and programs for students and teachers.

ALl work is performed under supervision. Most, instructions ave
explicit and described in manuwals, memoranda, ov oral and written re-
quests and identify tools, equipment, and preecdures. Some tasks re-
quire reference to standard sources for information and permit the worker
to sclect procedures and sgequence to perform the task., le may have oppor-
tunities to train and supervise student voluntecrs and Level 1 clerks.
Most of the tasks are oriented to data and things with a few oriented
to people.

Superviscd by: Technical Assistant--Level III
or Specialist--Media Technology Scrvices—-Level IV
or Lihrarjan—chnoral Services—--Level IV
DUTIES

Data Significant Tasks

Copying and coding:

1. Prepaves for Lypist catalog list of AV materials available
in media center

Comparing--checking, matching, vevifying:

1. Erxamines orders for completencss for AV materials and trans-—
mits for typing

Translating--placing information into different language, etc.-

typing:

1. Describes malfunctioning AV equipment and transmits for
typing

Compiling~-filing, classifying, ctc.:

1. Maintains card index of AV materials and one of equipment

2. Maintains files of maintemance agreements For equipment

3. Maintains chronological list of ecxpenditures for AV equip-
ment and materials

4. VFiles brochurcs amouncing new AV matervials after screening
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Level I3 continued

5. Files sugpestions of teachers for purchase of AV materials
and cquipment

Cooxdinnting:

1. Allocates and schedules scarce equipment and materials

2. Maintains weekly scliedule of students assigned to television
and radio studios and assigns tasks

3. Maintains schedules for use of AV cquipment and wmatevials in
media center and classrooms ‘

4. Coordinates use of AV cquipment--video system, projectors,
tape rccorders, ctc.

Planning:

1. Maintains consumable supplies for AV necds

People Sipnificant. Tasks

Taking instructions--helping, serving:

1. Assists students to scarch files for AV materials

Exchanging information:

1. Notifies scrviceman of problems with AV cquipment and
authorizes repairs

2. Sends form to teacher indicating requested film has arrived
from interlibrary Joan
Consulting, constructing, treating--tcaching, training:

1. Instructs students in setting up and operating a variety of
reading and tcaching machines, projectors, etc.

. ides teclmical assistance "on floor" in terms of studer
2. Provides teclmnical tance "on floor" terms of student
requests and nceds

3. Teaches high school students to operate video recorder system

Things Sipnificant Tasks

Monitoring-~checking, standing by, observing activity, objeccts,
process, ctc.:

1. FExamines and troublesheots AV equipment in vesponse to
requests from wers

2, Monitors student response terminals and vhen problews occur,
notifics supervisor

3. Monitors subsidiary terminal during classroom tests as
data is fed to a computer in anothex city

4. Monitors students operating video recorder system



b romeniaton b

e et

ERIC

Aruitoxt provided by Eic:

Level IT continucd

Servicing--performs simple repairs or adjustmonts:

1.

2.

Perfoms first eschelon malntenance on wide array of AV
cquiipnent

Performs minor maintenance on art prints by touching-up
frames and cleaning prints

Operating--controlling, starting, stopping, or vorking machines,
objects, materials:

1.
2.

3.
4,

5.
6.
7.

13,
14,

15.

Checlks out AV materials

Oversces distribution and return of rental films and [ilms
from interlibrary loan

Operates keypunch machine, and others, as needed

Examines and test operates new AV equipment to insure proper
functioning and to familiarize seclf with operation

Conducts annual demonstration of AV cquipment for teachers
Checks AV machines and scls aside malfunctioning equipment

Operates camcras--16 mm, 35 mm, cte., to produce slides,
motion pictures of classyoom activities, cte.

Operates recording tapce duplicating machine

Comnects telephone to tape deck for students to receive
taped materinls by telephone

Produces transparencies for classroom teacliers involving
little or no artwark and using simple tools and of fice
machines

Operates reader printer to retrieve reference information

Constructs display materials, such as posters, scrapbooks,
felt dmages, cartoon chiavacters, eote.

Producces punched tape of classroom test data to be trans-—
witted to computer

Relavs instructions for classroom test to computexr terminal
via telephone and teletype machine

Tests program on conputer

Preparing/Sct-up---getting cquipnent, materials, and facility
ready for usec:

1.

Prepares student response terminals and checks before each
classroom test session

Storage/Retricval:

1.
2.

Reeps kays for closets with expensive AV cquipment

Gives students AV cquipment and materials as speeified

49
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Level 11 continued

3. Locates cquipment and matcerials upon request
4, Retrieves matevials in stacks for microlilming

5. Stores recorder tape recordings and video tapes

<o
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JOB DESCRIPTION~-1.1BRARY CLERK--DISTRICT SERVICES--LEVEL 1T

The Library Clerk--District Services--Level II vorks in the district
processing centes and performs the routine tasks related to processing,
cataloging, and distributing print and non-print materials for use in
school library modia centers. The tashks include checking the reccipt of
orders, typing catnlog w@rds, stencils, orders; checking and verifying
cataloging information; sorting, matching, and filing order cards and
catalog cavds; maintaining supplies; and operating mul tilith, mimeograph,
photocopying, and other reproduction machines. Tasks involving oxdering
of materials may be cither a pavt of the processing center or the indi-
vidual school nmedia center.

A1l work is performed under supecrvision. Most instructions are ex—
plicit and desceribed in manuals, memoranda, o1 oral and written requests
and identily tools, cquipment, and procedurcs. Some tasks require refer-
ence to standard sources for information to perform the task., The vorker
may have the opportunity to train and supervise Level T cierks. Most of
the tasks are or:iented to data, a few to people and things.

The library clerk in the district processing center carries out
non-professional. tasks, vhich support and ass:ist the cataloger in dmple—

menting the scrvices of the processing conter.

Supervised by: Technical Assistint—--District Services—--Level IIT
or Cataloger--District Scrvices--Level IV

DUTIES

Data Significant Tasks

Copying and coding:
1. lTypes cards for catalog upon receipt of book pracessing form
wvhich describes steps

2. Preparves shelf list of new titles and submits to supervisor
for checking

3. Makes corrections on typed copy as directed

4. Checks sources for form of author's name and types on book
slip

. Types on book slip descriptive information from title page

5
6. lypes pockets, cards, spine labels from supplied infoermation
7. Types ownership labels for AV materials

8

. Writes classification number and other information on desip-
nated page of new title
9. Types purchase orders from preparced draft information and
gives complceted form to supervisor for inspection

10. Types form letters to accompany order to jobbers and pub-
lishcrs :
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Level 7T continued

Types form letters to jobbers requesting explamation of
overdue book orders, etc.

Ixamines invoices and writes price for new titles on orig-

inal order slip
Types multilith masters and mimeograph stencils

Records on charge sheet, checks received [rvom member libraries
and scods check to accommting

Prepares purchase onders for paper and reproduction supplies
and submiks to supervisor

Comparing--checking, matching, verifying, etc.:

]-l

z.l s

3l

9.
10.

11.

12l

13.

14,

Verifies data on order forms by checking verifying sources
Checks receipt of orders against original order list
Checks received materials against packing slip, initials,
and send packing slip to billing

Selects form letter to be sent to jobber upon receipt of
incorrect order

Checks for accuracy typed catalog cards

Checks new titles and accompanying cards, initials control
card, and routes to processing

Checks for author's name for ncw titles

Checks LC call numbers against code book prepared by staff
vhen assigning call numbers to new titles

Checks. for LC nuwber on titles not in master file

Checks titles on storage shelf against ench order of LG cards
received

Exeonines newly cataloged hooks by examining spine label,
pockats, accession nunber, etc.

Checks invoice vouchers for wmathematical errvors lufore send-
ing to supervisor

Compares I.C proof slips with title page of book and types
degeriptive cataloging information on bouok slip

Compares manuscript carxd vith title page of new title and
amends or adds to card according to prescribed dnstrucltions

Computing:

1l

2l

Inventories processing center bi-annually and keeps disposi-
tion record of supplies

Complaetes billing by adding processing costs and transwits
to accounting
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Level 1T continued

41

Translating--placing information into different languape-typing:

1. QRevises printed cards received with nev titles to accommodate

library classification system procedures

2. Sends rejected titles to jobbers oxr publishers with form
letter explaining rcjeetion, and action to be taken

Compiling---filing, classifying:

1. Assigns budget account numbers for all new orders

2. Processes art prints and films by assigning accession numbers

3. Maintains files for cataloger!'

4. Maintains inventory of equipment, including date purchased,

price, serial number, ctc.

5. Maintains addrecss files of publishers, jobbers, supplicrs,

of materials and equipment

s office

6. Maintains shelf list of titles purchased by all media centers

7. Maintains files of multilith masters and stencils

8. Files approved copy of purchase orders

9. Tiles new master shelf list cards

10,  ¥iles oxiginal LC cards and paper tapes
11. Classifics fiction titles using Dewey Decimal System

12, Checks standanrd tools for cataloging information for titles

on vhich no LC card is available

13. Checks standard tools for data and information to complete

cards in new titlos

14, Checks shelf list for data for producing preliminary

classification cards

15. Consults shelf list in msigning accession numbers

Analyzing-—gxaminin selecting, roviewing, evaluating:
y ’ s &s )

1. Selects and revises, if necessary, form letter to jobber

or publisher

2.  Submits to supervigor book order involving unusual cost,
incomplete information, rush requests, cte.

3. Determines method of reproduction--photocopy, multilith,
cte., for materials to be roepy

Organizing:

[ ..
1.  Scads verified accounts payeble to cataloger

Cooxdinating:

1. TPlans weekly work schedules for

roducced

53
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Planning:

3 1. Maintainsg office supplies for processing center
- 2. Organizes by priority new titles reccived for cataloging
{ People Significant Tasks
Taking instructions—-—-helpiug, scrving:
; 1. Serves as personal sccrcetary to cataloger
i
Exchanging information:
i 1. Attends in-service training programs for self-improvement
! and professional purposes.
, 2. Telephones for biographical data on authors not in official
i card catalog
A
Supervising—--assigns duties: '
i 1. Accepts new books and authorizes to be collated
2. Directs new books to be stamped with ownership stamp,
' accession number, ctc.
! 3. Dircets clerk to verify orders received from system members
; Consulting-—-constructing, treating, teaching, trainding:
| . . .
: 1. Angwers processing questions received from systrm members
and refers policy or procedural questions to cataloger
{
i Things Significant Tasks

Operating, controlling, starting/stopping, or working machines,
objects, materials:

et €

1. Operates clectric adding machine

2. Telephones publishers, jobbers, cte., for orders of unusual
expense, rush, cte,

$ s snrrammn

3. Operates Flexowriter machine to praduce catalog cards from
tapes

e ew—

4. Operates multilith wmachines to produce catalog cands from
masters

i. 5. Places wicroform card on micro-reader and records appropriate
cataloging data
M 5‘,1
)
ERIC!
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Level 11 continucd

Storage/letricval:
1. Retrieves from files original order forms

2. locates wmastcr catalog sats upon notification of crrors
in card scts and gives to reproduction for correction

NOTE: Processing conters use various classification systems, LC, Devey,
printed cards from commercial sources, cte. Therefore, all types
of tasks velating to thesc systems are included in this list,

The individual system would not use all of them.

33
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LEVEL T11--3 Pasitions

- Librarvy Techuical Assistant--General Services
Technical Assistant--Media Technology Services
Technical Assistant--District Services

Necd for Positions

In view of the increasing demands for wedia services and the expon-
sion of media activities, the school library wedia centers have a growing
need for widdle-level positions in the technical assistant cateporics.
The manpowershortage of professional librarians wmakes it essential to
provide asgistants on this level who have an understanding of the under-
lying principles of various aspeccets of technical processes and some
training in media-related skills., Technical asgistants can assune
responsibility for technical functions and allow the professional staffl
more time to devote to tasks requiring their depth of knowledge, and
professional training.

The technical asgistant operates on a higher level than the library
clerk and performs wore complex tasks. Each of the three categories re-
quires special technical knowledge in general library scrvices or media
technology or proceasing and cataloging of materials.

Carecer Opportunities

The middle~level position of technical assistant offers additional
carcer opportunitics iu the field of school library wedia scrvices. The
three categories will be incentives for Library Clerks--~Level IT to scek
further education to qualify for these positions, when they have demon-
strated a potential and an interest in advancement. These opportunities
encourage the retention of personnel who perfarm satisfactorily on the
job. The position is also thc entry level for personnel, who have the
required qualifications.

Technical Assistants with successful experience in any of the three
categorices may transfer within the three categorics, provided they mect
the requirements for the specialized job through in-service programs or
cducational courses and satisfactory cxpericnces.

The midd e-level position will provide cuperiences for demonstrat-
ing potential abilitices for librarianship and vill be an incentive for
the technical assistint to continue his general cducational training in
a college or university to qualify for gradouate library school. With
the requirediraining and satisfactory performance, the technical awzist-
ant will be cligible for any of the three professional positions on
Level TV:

Librarian--~General Services
Speciolist--Media Technolopy Services
Cataloger—--District Scrvices
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MINIMUM REQUIREHENIS

SERD Codings

Tradining Time: IEguivalent of 13 to 15 years of education

GED:  Reasoning for applying principles of rational system
to solve practical problems and interpret a variety of
instructions in books and manuals and in mathematical
and diagrammatic forms

- Hathematics: Oth to 9th grade

-~ Language: TPost-high school linguistic experience

Vorker functions: signilicant levels and areas

- Data: 41.67 relate to examining, selecting, reviewing,
and evaluating data without application of theory and
19% relate to planning

=~ People:  20.1% relate Lo supervising; 31.67 relate to
serving as a source of information and training othersg
197 of the taslks do not apply to people

- Things: 207 relate to operating machines, objects,
materials; 22.9% relate to getting cquipment, materials,

facilitics ready foy uscj 36.2% do not apply

Worker dnstructions: sipgnificant levels and arcas

- Service is specified in assignmznt in a memorandumn,
manual, or request, but wvorker must understand whys of
options and may have to read professional literaturc
for 40.97 of tasks; 28.2% may require some creative
use of thecry beyond standard sources

Task cnvironmont::  29.5% velate to influencing and informing
pecople in their attitudes, cte.; 18.27 and 19.4% refer

to cvaluations for arriving at gencralizations, judguents,

or dccisions

{ Educational Requirements and Qualifications

1.
‘ 2.

Aruitoxt provided by Eic:

1

General cducational experiences of 13 to 15 years of school

Backgrouad knowledpe and skills in the following arcas obtained
through formal courses or demonstrated proficiency Lhrough
successful expevience din a library situation

-~ general library services and techniques
- circulation services
- gkills in basic reference techniques

~ skills in teelmical phascs of ordering, procossing, and
cataloging materials (for District Services)

~ production and reproduction techniques

~ ordering, operating, maintaining various types of AV cquip-
ment  (Media Teclmoleooy Scrvicoes)

[ax
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z - operation and uwtilization of clectronic devices (desirable
L. . for Media Technology Services)
l 3. Ability to poss mindmum typing test (accnracy and neatness . 1
L. important) '
4. Ability to interpret and carry out a varicty o instructions
'l 5. Ability to teach the operation and usc of AV equipment in |
' non-technical and simple language (Hedia %Technology Services) i
i . R
i Desirable Characteristics |
: !
" J
1. Willingness to learn .
‘ 2. Qualitics of tact, initiative, and judgment
i
3. Ability to guide and supcervisce others
4, Ability to work harmonionsly with pcople--students, tcachers,
; . and library staff
v 5. Some background knowledge in books, rcading, listening, and
| viewing for leisurc activities and a desirve to expand lhis
: own knowledge
l
.
i
: |
1
|
l
1
i
{
3

ERIC 58
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- JOB DESCRIPTLON--LIBRARY TECINICAL ASSTSTAHT--GLRERAL, SFRVICES--LEVEI, TIT
i The Library Techaical Assistant--Genaral Services--Level 11T perforus

‘ tasks to assist the profecssional staff in the techwical aspects of oper-
ating the school library media center. The functional arcas include cir-
culation services, maintaining inventories and information files, prepariag
orders, keeping statistics, planning dinplays, preparing simple bibliog-
raphies, assisting teachers and students dn locating matevials, giving
simple instruction in the use of basic library tools, training and super-
viging library clerks and student voluntcers. The knowledge, training,

and experience of the technical assistont will deterwine the extent of

his asgsisting the librarian in reference work and reading guidance ser-
vices,

The duties of the technical assistant are cooxrdinated and interrc-
i lated with those of the professional and supporting staff to provide
| _ effective overall school library media service for students and teachers
' and to make it possible for the librarian to have morc time Lo promote
programs requiring his professional knowledpe and expericnce.

The service for this level is specified din agsipnments in wmemorandum,
manuals, or requests, but the worker may work out procedurcs and scquence

i of operation to accomplish his tasks. He is expected to apply theory so
[ that he understands the options and he may have to gain some understanding

through reading professional literature. TFven though he may have respons-
g ibility for some services, he works under the guidance of the librarian,
! Most of the tasks arve data and people oriented,

Supervised by: Librariam-~Level IV

DUTILS

Data Significant Tasks

Translating--placing information into different language:

1. Reducce statistical data to tabular or graphic form

Compiling--—-filing, classifying:

»

1. Assigns subject headings to pawpblets and materials for
- pamphlet files using standard library tools

2. Prepares simple hibliographics from standard reference
tools
MAalyzing=--examining, selecting, reviewing, cvaluating:

1. Collecets data and information regarding material orn
equipment frog salesmen and recommends action

2. Seleets depavtrent to reecive and cvaluate titles

3. Determinns verification gources to be usced in checlking book
order form and instructs clerk

ERIC 59
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Level TIT continued ;

4. Notes gaps in magazine collections and recommends to super-
vigsor wvhetlhier to purchase or microfilm copies

1 %2

Reads nevapapers, magazines, pamphlets, ete., for articles Lo
include in vertical file

6. Reviews vertical files and removes obsolete and dated
malterial

7. TIdentifies titles unsuitable for binding or not in print
amd schedules for future microfiluing

8. TReviews shelves and removes titles in poor condition or obso-

1. leviews suggestions from teachers for magazines and malies
decision,

lete
9. DPreparcs recading lists of special materials on Ltopics for |
clementary teachers and submits for approval i
!
10, Grades for complcteness and authenticity rceports from ;
students enrolled in elementary unedia center reading program i
and transmits to teachors
11, Visits other libraries to learn of new pussibilitices, ideas, :
etc., in media center operation and management :
12, Dlvaluates media center procedures and technigues and recommends
changes to supervisor '
Organizing:
1. Designs form letters
Cooxdinating: ,
1. Assesses student traffic and determines scheduling of clerks .
and student voluntecers to provide service f
2. Schedules vorlkshops for teachers in operation, utilization, ;
and possibility of AV equipment !
' i
3. Coordinates and superviscs rearrangements of physical facil- ;
PR . . : 1
ities in media center i
4. Transmits upon request statistical data and other materials ;
reporting on activities in wedia centor |
5. Arrvanges and supervises annual open house program for parents i
6. Oversees publication of newsletter announcing and describing
media center activitices
?
|
Planning: ! |
. a
i

2. Devclops prowolional programs by reviewing ideas of others,
reviewing literature, and o dnitiative
3. Scts policics and procedures for book fairs, exhibits, cte,

4, Develops book faivs, exhibits, cte.
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Level 171 contrinued)

5!

6l

10,
]. ] .

12,

People Significant Tasks

Seleets theme, display materials, and design for scasoual
or topical cvents

Sets up inventory scheme for conlrolling equipment
Reviews and develops forms for record-keeping procedures

Tdentifies statictiecnl data to be tabulated and filed fox:
circulation activitics

Determines timing on records and files Lo be maintained or
destroyed in media conter

Reads or scuns new titles to fawmiliarize seclf with collection

Deterndnes binding policies and procedures for maganines--
color, kind of binding, ctc.

Prepores reports on circulation procedures and matters
relating to operation and transwits to librarvian

Exchanging information:

1.
2l
3l

10.

Conducts reader interest surveys in media centor
Provides oral and informal evaluation of clerical staff

Maintains liaison with public librarians to provide informa-
tion for nced for rescrve shell for students

Scrceons salesnon

Identifies problem children (behavioral or intellectual)
and reports to teachers or guidance pearsonnel

Assesses student socio-cconomic backgromd to determine
whether to charge fine for overdue or for lost book and
hiow much

Conducts interviews with clerical applicants and relays
recomaendations to personncl office

Maintaing contact with mass media representatives

Attends dn-scrvice training program for seclf-—-improvement
and professional purposc

Attends staff development program

Counseling—-persuading, diverting, tcaching:

1l

?-l

3.

4,

Identifics cowmaunity resource persons to serve as speokers, |
participants, ecte. ‘

Assists teachers in materials scaveh, bibliography checks,
etc,

wlervs student to public Jibrary for materials not in modia
center

Suggests titles to  childrsen to read
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- , Level 111 continued

Visits classrooms to explain and covoll children in planned
reading, program

Consults with students providing less than minimup required
scrvices hefore reporting to supervisor

leeruils volunteers by meeting with individuals or groups

Supervising~-assipns dulbies:

1. Instructs clerk to list students with overduc books, verifies
and sends list to principal's office
2, Supervises student volunlcers at work
4
: 3. Plans work activities and supervises clerks
4.  Assigns new clerks to in-scrvice training
: 5. Imstructs clerk to send materials for binding after anpual
{ check
‘ 6. Instruets clerk to prepare form letter to be scnt out over
i e . :
! principal's signature to parents of students with overduc
‘ materials
: 7. Determines rules of conduct in media center
| .
[ 8. Instructs typist Lo prepare order for materials
§ Consulting--constructing, trcating, teaching:
? 1. DProvides owxientation for students in usc of center
2. Conducts summer rcading program for clemantary students pro-
{ 5 )
3 viding stimulating rcading cxercisces, wotivational devices,
' and cxtensive interpersonal relations with children
| 3. Provides "floor" service in reference techniques, reading,
i usc of wertical fileg, cte., in clementary media center
4,  Fxpluins workings of card catalog in classrooms, to individu-
| als, and to groups of students
{ 5. Assists clementary children in literature scarch
6. Conducts group discussions with students from film showings
and book talks
- 7. Providesorvientation on rcading programs for clemeutary
students as individuals and in groups
8. Tells stories and reads boolis to interest clementary chil-
dren in books and media center
9. Responds to direct questions on intervpretation of books,
materials, -ete.
10. Trains voluatcers

i
ERIC

Aruitoxt provided by Eic:
f

i

62




O

ERIC

Level 11T continued

\ . 4 -
Negotiating:

1. Confers with supervisor regarding magazine subsceriptions
i i) 13

1. Sets aside selcctions relevant to special topics upon

request of teachers

“
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JOB DESCERTITLON=-TECHNLCAL ASS LSTANT--MEDLA TECIHNOLOGY SERVICES---T.LEVEL ITL

The Technical Assistant---liedia Technolosy Scrvices---Level 1711 per-
fomes specinlized tosks velated to the technical aspects of audio--visual
materialg and cquipacnt,  Some of the tashks include demonstyation, oper-
ation, amd training in the use of a wide ramge of audio-visnal equipment,
including some kaczledge of clectronic devices, computers, data process-
ing. Other responsibilities are procurencent and maintenance of audio-
visual materials ond equipnent , production and reproduction of instrue-
tional materials, technical assistance to teachers and students in
radio and television produclions and video tape systoms,

The duties of the Technical Assistant--Nedia Technology Services
are coordinated and .dnterrelated vith the dutics of the supporting and
the professional staffs to provide effective media services for all
students and teachers.  In assisting the Speeialist--Media Technolog
Services—Level 1V, the technician implements the non-professional tashks
and makes it possible for the Specialist to have more time for programs
and activitics, which yequire his professional training and expertisc.

The service for this level is specidficd in assignments in mewmosrandum,
manuals, or requests, but the worker nay work out procedures and sceuence
of operabion to accomplish his tasls, He is expected to apply thcory so
that he wnderstands the options and he may have to gain somc uwnderstanding
through reading professional 1iterature. Fven though he may have the
responsibility for some services, he works under the gunidance of the
media speecialist or the librarian, Host of the tasks are data and people
oricented,

Supervised by:  Specialist--Media Technology Services--level IV
oY Librarian-~General Services--Level 1V

DUTIES

Data Significant Tashs

Aalyzing~-examining, seclecting, revicwing, cvaluating:

1. Sclects brands and kinds of AV equipment requested from AV
curriculum degigner

2, Reviews journals, brochures, and other publications to screen
AV cquipmaent, and produce.list for review

3. Evaluates usage patterns of rent»! {ilms and decides to con-
tinue or discontinue leasing arrmge.cnls or to purchasc films

4, LExawines annuvally inventory of AV materials to identifly out-
dated wmatewvials and makes recowwendations for discard

5. Evaluates damaged AV materials and decides whether to repair,
discand, or trade in .

6. Cheocks, analyzes, and grades for accuracy, comploeteness and
appropriatencss, guides and workshect s based on AV materials
roceived from clementary studenks
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- Level 11T continuced
- Coordinaling:
. : 1. Avthorires studaents to remove neccssary equipnent and supplics
§ from locked storage spaces for usce in closed circuit TV produc-
“- tions in media centet
i "2, Approves scheduling test demonstration of AV cquipment and
l materials
Planning: |
3
} 1. Visits book stores, travel agencies, cte., for materials for
; media center
; 2. Designs, storage systems for tape and disc recordings, filwms,
\ video tapes for radio and television studios in school ‘
3. Plans utilization of available space for media center tele-

vision studio
l. 4. FEvaluates and reviscs circulation system for AV cquipment and

materials
l People Significant Taslks
. Esxcchanging informati on:
3. 1. Provides slides and other materials based on travel and per- ' |

sonal experiences---upon raquest “
P . . . !
k 2. Grades students on application of techniques and per forrance |
1. in operating equipment and coordinating productions in closed

civeuit television studio |
‘ 3. Attends staff development programs ;
o 4. Attends in-service training program for self-improvement and |
{ professional purposes

Counscling, persuading, diverting:

1. Asgists tcachers in AV materials scarch and use of cquipment

Supecervising~—assigns duties:

[ L. Tnstructe Lypist to preparc purchasic order for AV cquipment
| and mat:erials
2. Tustructs clerk to send equipment for maintenance following
i annval check . ‘
{ 3. Disciplires students in toelevision studio during productions
and ins tiuctional scssions
; )
4. Shows f:ilm and answers questions during showing :
5. Supervises enginecer assigned to handle technical problems
3' in televiasion studio
- 6. Supervises dinstructional radio studio




Lovel 11T coatinved

Connulting, dnstructing, or treating--teaching, training:

oy

3. Provides in-scrvice training for studeuts in operation,
maintenanee of AV cquipuent

Losentantd

L 4

i
1
'
¢
!

2. Makes s21f availahle on "floor" to answer quastions yegard-
ing use of AV materials and cquipment

v

Brmwian s

- 3. Provides dndividual assistance in cowpleting workshects and

other naterials :ano].\r.l.n(\ adaptation of AV materials

aarr—_t y

4, Trovides teclmical agsistance to teachers duriap conduct of
AV programs

5. Instructs secondary students in stringing microphone cables
and other cquipment used in production of radio or television
programs in medliz coenter

6. Instructs students in classification system of cquipmoent used
in radio station and superviscs replacoment of materials and ;
equipment '

7. Instructs and supervises students in direction of radio pro-
grams in school racdio station including use of microphone, :
understanding hand signals, voice clarity, special sound :

} effeets, cucing up tape and disc recordings, catc,

! 8. Instructs students in simple radio anncuncing skills, such as
the proper way to -tell time, weather repornts, ete.

i 9. Instructs stwlents how to write scripts and present on air--

: newscasts, dise jockey, commercials, cte,

10, Teaches students to serve as floor dircctors during taping
of closed cirait television

L i

.

11,  Supurvisies and provides technical assistance din editing
live, physical, and clectronic video receiving materials ;

i 12, Teaches students machanlecal operations in closed circudt tele- :
vigion studio--use of microphones, control of lights, switch
mechanismws in control yoom, sound system, "ride gain' dn con-
trol revom, how to operate £ilm pruject 01' to control L; ans--
mission of filu, opecrating camera, ctc,

13, Tcachen students mechaics of video sct design for instrue-
tional pirograms--—intervicw—type shows, travel talks, etec,

14, Supervises and prowvides technical assistance to teachers
and students in aspeocts of producing original video produc-
tions

15, Dirveets video depar twent by coordinatiing use of equipment
sludent aides, teachers, materials, cte. :

16.  Explaing chun contained on computer pirdint-oul shecets to ;
media centoer staff ;

ERIC | 66
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Jevel XXI cdntinued

Negotiating:

1. Discusses with supervisor and recowmends AV equipment neads
for media center

{ Mentoring--—advising:

L 1. Serves as faculty advisor for seccondary sichool broadeast
club

!

] Things Significant Tasks

Preparing/Set-up:

lv 1. Programs classroom test data for computer terminal

'l

. 67
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JOB DESCRIPTTON---TECHILCAL ASSTSTANL--DLSTRICE SERVICES-~-LEVEL 111

The Techinical Assistint--Diutrict Services--Loevel 11T perforus
specinlized tasks in the district processing center in processing and

cataloging print and non-print naterials.

The techuical processes include

supervising and training the clevical staff; checking the receipt of or-
ders; verifying cataloging information; preparving infounation for catalog

cards ;

non-fiction titles; checking the fiting of cards for accuracy. Some of
the tasks are related Lo the procurement and reproduction of catalog cards
and clagsification systens adoptad by the modia syston,

In assisting the cataloger the technical assistant's tasks are co-
ovdinated with the tusks of the nen-professions]l and professional staff

of the

center.

The service for this level is specificd in assigaments in memorandum,
manuals, or requests, but the vorker may work out procedures and sequence

of operation to accomplish his tasks,
understands Lthe options and he may have to gain soma
reading profcusional literature. Fven though he may

that he
through
ibilicy
Most of

DUTTES

e is expected to apply theory so

unders tanding
liave respons-

for some services, lie works under the guidance of theo catalogorn.

the tasls are data orientaed with a few for people.

Supervised by:  Cataloger—-Distrvict fSevviccos-—-TLevel 1TV

Data Sienificont Tasks

Copying and coding:

1. Copies appropriate information for classification data for

titles after scarching library tools

Comparing:

1. Checlks subject headings on publisher ordered cal.alog cards
with headings used in wmedia system and makes appropriate changes

2. Checlis LC cavds for new titles againat

main catalog file and

shelfl list file and nodifiecs according to library procedures

3. Checks for accuvacy catalog cards filed by clerks

Translating--placing informition into diffcerent language:

1. Reconciles Llibrary cotaloging proccdures Lo data on prepared

catalog cards

2. Peduces statistical data to tabular form

Compiling--filing, classifying:

1. Checks catalog card against Cotter catalop and assigns

Cutter number (if nscd)

68
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LEVEL T11 continued

2.

(Y

Obtains cataloging information not available in processing
center by poing to avother library

Maintaine and updates anthority files

Assigrs call nunber to new titles using LC system (or
Newey system)

Analyzing-—cuamining, select:ing, cvaluating

1.

2.

3.

4

Vigite other processing centers to Jearn of nev possibilities,
ideas, cte., for operation and managenent of processing center.
Evaluates processing center procedures and teclniques and
recommends changes Lo supevvisor

Assigns book orders to jobbers by determining the wost advan-
tageouss process for processing center

Approves and signs letters of transwittal of orders to jobbers
Determines verification sources to be used in checking com-
pleted book oxder form and dinstructs clerk

Deteriniues through rvescarch identity of new author and notes
reference

Deterimines through vescarch or knowledge if author is writing
under pennane and provides cross-reference cards according to
instructed procedures

Orgmizing:

1.
2.

Designs fom Jetters

Writes wanuals and dnstructions for opervalting Flexowriter
machines, keypunch wachines, and otheus, wvhan necessary
/

D . o4 .o
Pl.mning:

1.
2.

3.

4.

Thinge

Reviews and davelops forms and record-keeping procedurcs

Determines timing on records and files to be waintained or
destroved by processing conter

Orders supplies for poceszsing center based on inventories
and workload

Sets up dnventory scheme for controlling cquipment in
departhient

Significant Tasks

Prepaving/Set-up:

1.

Coordinates and supervises rearrangements of physical
facilities in processing center
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Level 1II cc;ntinued

People Signiificant Tasks

! Exchanging information:

1. Conducts interviews with clerical applicants and relays
! i recommendations to persomnel office

2, Provides oral and informal evaluation of clerical staff
3. Attends staff development program
4, Attends in-service training program for self-improvement
and professional purposes
' Supervising--assigns duties:
1. Assigns new clerks to in-service training

2, Plans vwork activities and supervises clerks

Consulting-training:

] 1. Trains new clerks in specific tasks

NOTE:  The classification system and the method of reproduction adopted
by a processing center may not fit some tasks listed in SERD or ]
be duplications,

e




TRAINING PROGRAMS--SUPPORTING STAFF

for
SCHOOL LIBRARY MEDIA SYSTEMS

NEED FOR COOPERATIVE TRAINING PROGRAMS |

One problem confronting many libraries is the lack of training pro-
grams for supporting staff in the community or convenient vicinity. One
part of the problem is the small number of supporting jobs on any one
level in many communities and the other is the limited number of people
needing training at any one time. The lack of pre-cmployment training
programs outside of the libraries, puts the respousibility for training
on the individuval library. Many small libraries do not have the staff
or the time for planning effective programs or to develop training mater-
ials. Cooperative efforts of librarians and library associations nced to
explore all resources available in the local community and the state to
promote action for developing training programs for the supporting staff.

All of the following educational agencics are familiar and so are
the types of programs which can be developed. The list may spark other
ideas for finding training program sponsors and mecans for financial
support. '

SPONSORS FOR TRAINING PROGRAMS

Training, Programs within a School Library Media Systcm

1. On--the-job training
2. Apprentice training
3. Self-instruction training

4, In-service programs

e St L et o

5. Workshops
6. Institutes '

7. Work-study programs

8. Demonstration school library media programs

"9, Media mobile library training center

10. 7Training program for FESEA library aides

11; On—flle—air library training programs (via television)
12, Library programs on vidco tape and/or casscttes [

Training Programs for Supporting Staff Sponsored in Cooperaticn
with a Conmmunity Organization

Type of program:
1. Workshops

2. Institutes
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Media mobile learning center
. On~the-air library training program (via television)

. Media learning laboratory

(o) N © ) B V]

. Neighborhood training program for library workers

Cooperating Organizations:
1. Local, regional, and/or state school library associations
. Local, regiomal, or state library associations

. Local or state educational associatiomns

2
3
4. Llocal or state school library departments
5

. Committee representing all types of libraries in the
community or the state

6. Friends of the Library Association
7. Junior League
8. National Council of Jewish Women
9. Rotary Club
10. Quota Club
1). Soroptomist Club
12. Parent-Teachers' Associations
13. Urban League
14, Community Agency Agencies
15, Neighborhood Associations
16. Local or federal projec.'s related to unemployment, minorities,

or culturally-deprived arcas

Training Programs for Supporting Staff Offered by Educational Insti-
tutions (granting credits, certificates, associate degrees, or some
form of certification)

1. Public Education Departrments

- Vocational Education Decpartments--an elective course in a
secondary vocational school

Adult FEducation Department--evening course, parent education
course, Or SUMLEr course

Summer School Programs—-clective course

- Business FEducation Department—--work-study programs

1

School Library Media Department--see listing above

2. Community College, Junior College, and Teachers' College
~ Evening course

- Summer workshop

e
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- Day course
~ Extension course

- Media Mobile Learning Center

Library Schools in Colleges and Universities
-~ Summer workshops or institutes
- Extension courses

-~ Correspondence courses

Media Mobile Learning Center

!

On-the-air Media Learning Program (via television)

Ve
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SUGGESTIONS FOR TRAINING PROGRAMS

TYPES OF TRAINING PROGRAMS

None of the training programs listed below are new methods, but .each
may be planned to cmphasize new tcaching methods, to utilize a variety of
the newest and tried-and-true instructional media, and to experiment with
new techniques. Innovations will be the responsibility of experienced
program planners. A review of successful programs, consultations with
librarians and workers, and evaluation of the necds of the individual
school library media system or of the nceds of all libraries in the com-
munity will dctermine the type of program to meet the needs satisfactor-
ily and efficiently.

On-the-job Training: For Levels I and II Jobs

On-the-job training may be the most practical means for training
individual workers who enter jobs on Level I or lLevel II, if the staff
is provided with an cffective instruction manual, a planned training pro-
gram to expedite the training, and adequate instructional materials.
This method permits the individual worker to learn how to perform the
tasks as he observes and practices the tasks under the direction of an
experienced staff member. It is a method whercby the method, content,
and length of time required can be adapted to both the experienced and
inexperienced worker, To be successful the program should include a written
outline of specific duties, simple, clear, and uninvolved explanations and
directions, specific samples, and adequate supervision.

Apprentice Training: For Levels I, II, and III Jobs

The apprentice program is quite similar to the on-the-job training
program. It is a method for training the worker under an experienced and
successful worker and at the end of the training period assigning the
worker to a job in another library situation. It can be planned for one
or more workers at a time, if there is more than one demonstration worker
in the system.

Self~instruction Program: TFor Level II and Level IIJ Jobs

This program centers on the worker learning how to perform his tasks
and other relevant information through reading of manuals and references,
interpreting charts and sample forms, listening to explanations and direc-
tions on tapes, viewing filmstrips and video tapes, using program-learning
devices, ctc. The program stresses step-by-step instructions and devices
for the worker to check his practice work and correct his errors. After
an oricntation session in which he learns what he is to do, where he is
to work and study, what materials he will have, he will be given a study
guide and will proceced to go ahead at his own speed. The worker is re-
quired to keep a folder with a rccord of his progress and practice work
and questions he needs to have answered. Periodically and when emergencies’
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arisc, the librarian will review his work and answer questions and give
him opportunitics to practice some of his skills under supervision.

In-service Training Program: For Levels IT and TTI1 Jobs

In-service training is an cffective method for training groups of
ncew employees for the same or similar types of assignments. The sessions
can be concentrated in a block of time or stretched out over several
weeks or months on a weekly basis. If the program is conducted in the
library or library system where the trainees will work, it has the ad-
vantage of applying the specific skills learned in the program to the
practices used in the system. In-service training offers opportunitics
for group discussions to share cxperiences and problems, for hearing
specialists in special techniques, and for practicing and applying skills.

Workshop Program: For Levels II and III Jobs

Workshops are similar to in-service psograms. These may be offered
by the library system or at a college or university. Both workshops and
in-service programs may include visits to libraries and media centers to
acquaint the student with real situations and to observe demonstrations
of skills and functions in different types of libraries. Workshops
offered outside of the system require that the student adapt the skills
he lcarns to the practices followed by the media center where he finds
employment. Consequently, workshop planning calle for a more generalized
approach for teaching skills and includes suggestions- for adaptations.

Work-study Training Program: For levels I and II Jobs

Work-study programs are offered in some educational systems to pre-
pare students for jobs in industry and business and some have included
jobs for libraries. These programs have some characteristics of on-the-
job and apprentice programs. Gencral skills, usually clerical and business
skills, are taught in the school program and practice work is performed in
the library. Properly planned and coordinated with the skills being
learned in the schools, these programs produce efficient workers. Work-
study programs serve as a try-out opportunity for the student to find out
if he is interested in working in a school library media situation and
also scrve as a means of recruitment. The program is feasible only in
systems which have a staff member who can have relecased time for coordin-
ating the program, giving instruction, and supervising the performance of
the student.

Demonstration School Library Media Program: For levels 1T and ITI
Jobs -

In this program a school library media center adequatcly staffed,
which has an extensive collection of materials and equipment and conducts
an outstanding media program, can serve as a demonstration center and con-
duct a training program for one or two apprentices at a time.

7O
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On-the-air Library Training Program: For Levels IT and ITI Jobs

A plamned television series of demonstrations of skills applied to
tasks related to data, materials, and equipment in a school library media
center can be developed to meet the training needs on a state-wide basis.
The scries may include discussion sessions with experienced workers and
viewers and also lecture scssions to provide background information. Work
sheets and guide sheets are supplied to the viewer with instructions for
practicing, the skills in his school library media center and provisions
arc made for supervision and evaluation. A bibliography is compiled and
distributed for rcference and rcading needs. These programs can be pro-
duced live on educational television or public service time on commercial
television. The taped film can be made available for individual library
usc. The television instructor reviews the written reports, if credit is
offered for the series.

Media Mobile Library Training Center Program: For Ievels I and II
Jobs i

The Media Mobile Library Training Center Program takes the training
to the prospective worker. A bookmobile cquipped with a sample collection
of print and non-print materials and some of the frequently uscd items of
equipment and staffed by an cxperienced instructor can solve some of the
problems for small school library media districts and other types of
libraries. The Mecdia Mobile Library Training Center may be an effective
means for recruiting and training prospective library clerks in under-
privileged neighborhoods and rural areas. This type of program could be
adapted as part of rcgular bookmohile scrvice.

Correspondence Training Program: For Levels II and I1I Jobs

External library training programs have becen the means for training
Jibrarians in many of the British overscas dependencies. The development
of satisfactory correspondence courscs for clerical aides should be ex-
plored more intemsively and adapted to the training needs for people who
do not have access to pre-employment training. Though correspondence
courses do exist, they have not been widely accepted. To be effective,
the course’should provide a kit of sample materials and instructional
aids, such as filwstrips, transparencies, charts, disc recordings, for
practicing skills. Arrangements should be made with a local library for
the student to observe workers and for a local or regional librarian to
serve as an advisor.

Learning Laboratory Training Program: For Levels 11 and IIT Jobs

The Learning l.aboratory Training Program is a variation for the
setting of training programs for the supporting staff of scveral types of
libraries. Local, state, federal, or foundation funds can be used to
design new or remodeled space cquipped with essential materials and cquip-
ment for training clerical workers in various types of library jobs in the
comnunity or region. These pregrams should be skill oriented and geared
to practices of libraries in the area.
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- Special Project Training Program:. For Levels I and II Jobs

Training for low-level workers and for uncmployed people in under-
privileged neighborhoods may be developed as part of an ESEA-Title I
project which includes funds for the school library clerical aides in "
-- an enrichment and/or reading project. These programs are usually in- *
scrvice programs or on-the-job training programs. The experiences
gained from training these aides have valuable implications for program
i leaders in adapting techniques for teaching low-level skills and for .

ways to utilize available manpowver on this level for certain phases
of library routines.
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CURRICULA FOR TRAINING PROGRAMS FOR SUPPORTING STAFF

It is possible to include the skills for performing the tasks on
both Level I jobs in one training program. The same will be true for all
three Level II jobs. Becausec of the specialized knowledge and skills for
Level III jobs, two courses are needed. The content, procedures, and
skills for all training progyvams have been related to the functions of
the worker as he works with data, pcople, and/or things. Slight varia-
tions in the general pattern for the programs are cvident on each level.

In addition to content, procedures, and practices in skills, all
three programs provide sessions or courses for expanding the student's
knowledge and understanding of the school library media field, for
helping him to understand people and to work harmoniously with students,
teachers, and librarians. The programs provide opportunities and encour-
agement for the student to enrich his general knowledge and continue his
education and self-development.

The training programs recognize the nced for a skilled worker, vho
is interested and knowledgeable about his job and who is eager for a
career, to continue his education.

LEVEL T TRAINING PROGRAM

The skills on Level I have been stated in simple terms in relation
to tasks on this level and some in terms of a functional arca. Examples
of some tasks are suggested for practice work.

LEVEL IT TRAINING PROGRAM

The curriculum for Level II centers on task orientation to data,
people, and things based on the codings used in the SERD Report, pp.
27-29. Some adjustments and modifications were used for the suggested
samples for practice work.

LEVEL 111 TRAINING PROGRAMS

The training program for level III has been sugpgested for two related
courses for post-high school education as specialized areas of study lead-
ing to an associate degree. Multi-media materials and equipment and tech-
nical services in the media center and system require more background and
training for supporting jobs. It is suggested that the course emphasize
instruction in terms of data, people, and things.

In-service training programs and others designed to give partial
training in an individual systcm or community may study the contents of
the college courses and the job descriptions in selecting significant
areas for thesc programs.
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CURRICULA FOR TRAINING PROGRAMS

CURRLCULUM FOR LEVEL I TRAINING PROGRAMS

Admission Requircments

1. Completion of 7 to 8 years of education

2. Intecrest in library work
Purpose

The program is designed to provide training and practice work in
the skills for following step-by-—-step instructions and performing low-
level library and media related tasks in either the school library wedia
center or distiyict processing center, Since Level I library clerks are
not required to solve problews, the instructions adhere to specific
directions for performing tasks and the use of required tools and cquip-
ment, with some recognition for the minor wvariations in forms and prac-
tices in individual media centers.

To promote the worker's interest in his job and an avareness of
his contributions to services, a bricf and simple introduction to the
role of the school library media center in the cducational program and
the needs and interests of students arc presented in an introductory
lesson.

Program Outline

Background information:

1. Introduction to the role of the school library media center
in the cducational program

2, Student profile--a simple introduction to the nature of the
student population in the community and their neecds and
interests

Skills and practice work: -

1. Skills for following directions in the instruction manuals,
charts, and diagrams

2, Skills for processing bLooks

—~opening and collating new books

-stamping, printing legibly, attaching labels, covering
books with plastic covers, packaging materials for dis-
tribution to media centers, etc,

~other reclated skills

3. Skills for processing filws, filmstrips, tape and disc
recordings, slides

—attaching leaders, labels, etc.

4, Skills for operating and cleaning machines
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5. Skills for operating and monitoring simple equipment

-splicing machine, film-cleaning machine, photocopier,
glueing machine, laminator, card master, mimeograph,
multilith, microfilm machine, projecctors, ctc.

6. Skills for repairing books and print materials

-inspecting for damages

-pasting, glucing, crasing, mending, covering books
with plastic covers

~taking care of mending materials

7. Skills for repairing and cleaning audio-visual materials

~inspecting for damages

~splicing films and tapes.

~cleaning discs

-mending tape boxes, record albums, etc.

8. Skills for sorting, filing, and hatching

-alphabetizing by first two letters—-cards, books, and
other materials
-arranging materials in uninvolved numerical sequence

9. Skills for comparing, checking, and matching

~matching book cards and pockets, comparing catalog
cards, checking delivery of oxders, cte.

10. Skills for recording simple information, including
counting

~rccording receipt of wmagazines, circulation of materials,
attendance, tclephone messages, requests for materials
and cquipment

11. Skills for taking pictures with cameras with simple
mechanisms--under direction

12. Other skills——-opening mail, computing fines with fine
computer, etc.

§- edmarid

NOTE:

The skills on Level I have been stated in simple terms in relation
to tasks on this level. Examples of some tasks are listed to sug-
gest practice work, which will relate to what the worker will be
doing on the job. The SERD Coding for worker functions referring
to data, people, and things served as a guide in compiling the
skills, but was not followed exactly. Sce pp. 27-29 in the SERD
Report for definitions of those skills,
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CURRICULUM FOR LEVEL II PROGRAMS

Admission Requirements

1. Completion of 11 to 12 years of education
2. Training in business skills (desirable)
3

. Interest in library work
NOTE: All students will be required to pass the minimum typing
n test. Provisions will be made for a beginner's class for
| peuple who have not learned this skill. Suggestions will
be made for those who have not had business machines to
take a course in office machines and office practice.

Purposc

The program is designed to provide training and practice work in
library and media-rclated skills for following two-step instructions and
for carrying out services specified in memoranda, manuals, or requests.
Training and practicc work will develop the worker's skills in selecting
appropriate procedures, timing, tools, and cquipiment, and in consulting
standard tools to accomplish the task, when these are not specified in
the instructions, '

To promote the worker's interest in his job and in awareness of his
contributions to the services, a brief introduction to the role of the
school library media center in the cducational program and the nceds and
interests of students are presented in an introductory lesson. One
session is devoted to a class discussion on multi-uedia resources f01
the wvorker's leisure enrichment and for continuing education.

Program Qutline

Background information: People oriented

1. 1Introduction to the role of the school library media center in
the cducational program

2. Student profile-~a simple introduction to the nature of the
student population in the community and their necds and inter-
ests

Motivation for continuing ecducation

1. Introduction to resources of a library for recrcational inter-
ests of worker--books, musical recordings, films, etc.

2. Sharing interests in multi-media resources

3. Class discussion on beneflits of continuing cducation
>

Skills and practice work: Data oriented

1. Skills for following direcctions in the instructional manuals,
charts, diagrams, memoranda, oral and wvitten requests
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Skills for copying and coding:

tyning orders for supplics, mterials, equipment, etc.
fyping bibliographies, lists, pockets, ctc.

typing labels, book cards, catalog cards, stencils, etc.
typing form létters

writes accession numbers in accession books

Skills for comparing--checking, matching, verifying:

checking, matching, verifying catalog cards, classifica-
tion numbers, authors' names, receipt of ord~ve, bindery
orders, etc.

checking for accuracy and/or completeness of order cards,
returncd materials, processed books, etc.

checking data with standard tools

checking overdues, rcnewals, reserves

Skills for comparing--checking and maintaining inventories
for:

-—

equipment
supplies

books and AV materials in annual inventory; scarching for,
misplaced materials and withdraving lost items from records

Skills for compiling--filing, sorting, batching:

alphabetizing by whole word
arranging in numerical sequence including decimals
sorting by subjects

filing order suggestions, order cards, copies of orders,
magazine cards, catalog cards, books, AV materials, main-
tenance agreements, advertising brochures, publishcr's
address, ctc. N

Skills for computing:

computing fines, rental rates, replacement costs, mailing
charges

computing expenditures and receipts (bookkecping)

keeping daily, weekly, and monthly circulation statistics

Skills for translating--placing information into different
form:

typing catalog cards

Skills in assisting in cataloging materials:

-

verifying classificiation information

82
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- consulting standard tools
- classifying fiction according to Dewey system

- revising catalog cards

Skills and practice work: Things oriented

1.

Skills for operating machines and equipment:

- operating of fice machines

1

operating AV cquipment

{

operating check—-out machine

{

operating cameras--35 mm, 16 mm, and others

Skills for preparing and sctting up equipment, mnterials,
etc., for use:

- setting up, operating, and monitoring AV equipment

- demonstrating operation of equipueut

- preparing materials for exhibits, displays, posters,
scrapbooks

- preparing transparencies (no involved wark)

Skills for maintaining AV materials and equipment:
- inspecting for damages and malfunctioning

.

- making minor repairs

Skills for storage and retrieval of materials and equipment:
- storing AV materials and equipment

- putting booki and materials in approved order and returning
to proper place on shelves, in files

- locating materials on shelves, files, in storage

Skills and practice work: People oriented

1.

Skills in supervisiug:

- keeping control of keys

- supervising volunteers and part—time clerks
- supervising workcrs at circulation desk

- oversceing interlibrary loans

- directing clerks in handling and processing new books

- supervising clevks in arrangements of materials on shelves

- keeping discipline




protan ot
. .

N

f

i

2.

3.

Other skills as designated.
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Skills in consulting and instructing:

- training students in operation of equipment

- showing e¢lementary children simple use of card catalog,
encyclopedias, vertical file, biographical references

Skills iun hnlping people

~ assisting students in locating information

- assisting librarian in routines

- scheduling demonstrations of equipment

- ansvwering telephone and taking messages

84



CURRTCULA TOR LEVEL III COURSES IN POST-[IIGH SCHOOL EDUCATION

Admission Requirements

1. High school graduate

2. Typing (desirable)

Design of Program

The program for courses for School Library Media Technician and for
Technical Assistant in Media Technology has becn organized with overlapping
requirements and electives to provide basic and specialized knowledge in
these two fields, The courses cover the technical skills in processing
and cataloging print and non-print materials, in handling routines of
school library media services, in preparing audio-visual materials, in
operating, maintaining, and using various types of equipment. Both the
background information relating to education, teaching, and students and
the field work for practical experiences will provide understanding for
work in school library media systems., The following suggestions for
courses can be fitted into the overall mwquirements for an associate
degree. The instructional pattern will relate the units of study and
skills ‘to data, people, and things. :

[
School Library Media Technician
and

Technical Agsistant in Media Techinology

Courses of Study

. . )
Basic requirements for both courses:

LT and TAM School Library Media Oricntation

LT and TAM Human Relations

LT and TAM Instruct:®onal Media Materials and Equipment--Introduction

LT and TAM (Typing--beginner's course for those who do not have
adequate typing skills)

School Library Media

Technical Assistant in Media
Technician Course of Study

Techinology Course of Study

LT Library Techmical TAM Instructional Media
Services 1 Technology~Advanced

LT Library Technical TAM Instiructional Media
Services 11 Teclmology --Equipment and

LT Library Media
Utilization

LT Library Technical
Services--Laboratory
Work

Repair Maintenance
TAY Instructional Media
Technology--Audio and
Visual Productions
TAM Instructional Media
Technology—--Graphics




et

TAM Instroctional Media

LT Library Displays and

Publicity Teclnology-~-Utilization
LT School Library Media TAM School Library Media
Field Work ' Technology~-~Field Work
Electives: Selecct courses Electives: Select courses
listed for TAM listed for LT

COURSE DESCRIPTIONS

LT and TAM School Library Media Center Orientation: Data/Pcople/
Things Oriented

As a survey of the fundamental principles for the operation of a
school library media center and its role in the educational program, the
course is designed to give the student an overall understanding of the
instructional program, trends in teaching techniques, standards and
objectives of media centers, scope of media collections.

LT aud TAM Human Relations and the School Library lYedia Centern:
People oriented

This coursc is planned to promote an understanding of the student
population in our socicty--ecthnic, economic, social, cultural, and student
needs and interests. Discussion of working relations with students,
teachers, and librarians is basic.

LT and TAM Instructional Media Materials and Equipment--Introduction:

Things oriented )

This is an introduction to communication arts and multi-media
materials and equipment as they relate to the instructional program.
Background information on sources of materials and cquipment and skills
for evaluating, organizing, storage, and recordkeeping of materials and
equipment are introduced,

LT Library Media Technical Services I: Data/'ﬂxings oriented

,
A study of the technical tasks related to data, people, and things

in the media systcem, covering background knowledge and skills for locating

sources of materials, ordering print and non-print materials, processing

and cataloging materials, and other routines of scrvice.

LT Library Mcdia Technical Services 1I: Data/Things oriented

Study of knowledge and skills of technical scrvices as they relate
to circulating practices, arrangement of materials, maintaining inventor-
ies, scheduling use of facilities and waterials, and arranging displays
arce part of the course.
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LT Library Media Utilization: People oriented

This course provides techniques for assisting the librarian in help-
ing students and teachers in using media center facilities, materials,
and equipment including locating waterials, giving simple instructions
in the wuse of mmdia resources, conducting reading programs, and super-
vising and training library clerks and volunteers.

LT Library Technical Services—-Laboratory Work: Data/Things
oricnted

Skills in performing tasks in the technical services are performed
in a laboratory situation. Speccial projects and observation visits arc
part of the course.

o

LT Library Displays and Publicity: Data/People/Things oriented

Skills and ideas are presented for preparation and production of
simple and effective posters, bulletin boards, displays, exhibits, book
fairs, open housedisplays, oral and written announcements for school
nevspapers, intercom systems, ctc. Aids for lettering and design and
the cxploration of other communication media for publicity will be ex-
plored. Projects demonstrating creative ideas and application of tech-
niques are requirced.

LT School Library Media Field Work: Data/People/Things oriented

The student is placed in an elementary or secondary school for a
period of six weeks. He participates in the technical functions of the
media center under the supervision of the librarian and a faculty member
of the college. He may.spend one week in the processing center for ex-
pericnce. Part of the schedule arranges time for visits Lo classrooms,.
acquaintance vith school programs and facilitices, observation days in
other madia centers on both clementary and sccondary levels, and class
shaving of cxperiences at the conclusion of these experiences.

TAM Instructional Media Technology--Advanced: Data/Things oriented

Advanced study of audio-visual materials and cquipment covers
trends in communication arts, the wide variety of available instruc-
tional materials and cquipment, the-  lhimdling and operating of cquipment,
techniques for greater utilization. Electronic equipment, data process-—
ing, computer equipment, and operation will be considered.

TAM Instructional Media Technology--Equipment and Repair Mainten--
ance: Data/Things oriented

~This course provides a laboratory situation for practicing skills
for clectrical and mechanical repair and maintenance of equipment and
explains the fundamental principles of operation for projectors and
other types of equipment,

&7
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TAM Instructional Media Technology—-Audio and Visual Productions
Data/Pecople/Things oriented |

This course is plamned to develop techniques in production skills

* for operating school radio and ‘television studios, involving mechanical

Ooperations, acoustics, sound effects, lighting, usec of microphones, camera
operations, cueing up. Writing and directing simple scripts for radio
announcements and television programs are part of learning skills and
practice.

TAM Instructional Media Tochnolo"y~—Glaph1c Data/Things
oriented

Techniques and methiods of graphic arts as related to preparation
of tecaching materials are presented invelving lettering, design, pro-
jectuals, duplicating processes, slides, etc.

TAM Instructional Media Technology--Utilization: Data/Pecople/
Things oriented

This i's ;a study of techniques and skills for providing technical
assistance to tecachers and students in the use of the multi-media
materials and equipment, including scheduling, wonitoring, demonstrat-
ing, ctc.

TAM School Library Media Technology--Field Work: Data/Things/
People oriented

The student is placed in an elementary or sccondary school for a
period of six weeks. MHe participates in the media technology functions
of the center under the, supervision of the specialist in media technology
or the librarian and a faculty member of the college. 1e may spend one
day in the processing center for experience. Part of the schedule is
arranged for time to visit classrooms and to become acquainted with the
school programs and facilities, obscrvations in other media centers on
both clementary and sccondary lcvels, and class qhdllng of experiences
at conclusion of field work.

€8
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SUGGESTIONS TOR INSTRUCTTONAL MATERIALS

GENERAL SUGGESTIONS

The preparation of instructional materials should be developed by
librarians in cooperation with people who have had successful experience
in developing instructional aids for workers on these three job levels
and in terms of skills and worker functions.

The materials for low-level skills must be simple, uninvolved,
specific, presented in step~by-step procedures, and permit only minor
variations. Visual materials accompanying verbal and printed directions
add to the worker's understanding of the tasks, if they are simple and
uncluttered. Samples of forms to be used, linc drawings, cartoon char-
acters, and use of color to highlight action are additional learning
devices. Instructional materials on Level I should include meaningful
repetition to reinforce learning and to relate information to practicing
the skills.

Instructional materials for Level II workers should be geared to
the comprehension of the average ninth grader, bhut also give step-by-
step procedures in simple and clear directions. Instructional aids on
this level can include some variations for adapting to differcnt situva-
tions and suggestions for checking standard tools in petforming some
tasks.

On Level JII the worker has more general educational background
for interpreting data and instructions. On this level instructional
materials should present facts in a more sophisticated language and
style. The cquipment and tasks are more complex and involved, how-
ever directions are casfier to follow on all lcvels, if they arc simple
and precisec. :

Pollowing are some of the multi-media communication devices com-
monly used as teaching aids. The learning value of cach type of media
depends on its content, presentation, relation to tasks, wilization
by the instructor and the student, and its comprehension level for the
individual student. Some media arc better alapted to usce in group sessions,
some morc effective for self-instruction. Some are more appropriate for
low-level skill teaching, and some for high-level skills and concepts
Existing instructional aids rclated to library instruction should be
exgmined to determine whether they are skill oriented and/or in terms
oi{ the factors for describing tasks in the SERD Report. Materials may
have to be devoted to developing skills common to all libraries becausc

- of ‘the expense involved in the preparation and production of materials
~gcﬂred to only-one type of library. A number of audio, visual, and

printed aids listed can be prepared in individual school library media

-centers or systeons.
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SUGGESTIONS TFOR INSTRUCTIONAL, MATERIALS~--WORKER ORIENTED

_ LEVELS
.TO HELP TUL WORKER UNDERSTAND H1S ROLJE 1IN I 1T 111
THE SCHOOL LIBRARY MEDIA PROCRAM
Printed
1. Brochure on role of the sclicol library x X X
media center in the cducational pro-
gran
2. Mimeographed or photocopy 1list of X x X
contributions to media service made
by worker :
3. List of dutiecs for the job related to X X x
functional areas
Audio (cassette)
1. 10-minute tape to orient worker to X X X
school library media center
Visual _
1. TFilm showing school library media X X X
in action
2. Tilmstrip or slides or 8 mm film to X X X
accompany talk on student population
in the community--interests, nceds,
background
TO ENCOURAGE TIE WORKER TO FURTHER
HIS SELF-DEVELOPMENT
Printed
1. TFolder ox shect in color listing ple X X

titles of books, musical recordings,
filme, filmstrips to motivate recrc-
ational interest in media resources.
Annotated and illustrated in a style
to interest the worker.

Distribution and discussion of list
in a session devoted to class discus- . 1
sion on educational opportunitics.

Audio .

1. Introduction to titles of books, x X X
musical recordings, films to moti-
vate recreational interests




i T0 HELP WORKER LEARN SKTLIS TFOR PERFORMING TASKS
. Printed
1. Instructional manual, loosc leaf for
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revisions, additions, deletions.
Directions for performing tasks,

charts, sample forms, worksheets for

practice work. Identifics tools,
equipment, and requirements.

List of standard library tools for
checking and verifying information

Sample forms to follow

Flash cards for practicing filing
skills (using library terms)

Sets of catalog cards, book cards,

order cards, magasine carnds, schedule

forms, title page of book, etec., to
use in practicing filing, matching,
comparing, filling in, scheduling,
recording, and other skills.

List of definitions of media terms
in simple definitions, including

pictures or 1line drawings

Catalogs of furniture, equipment,
supplies--avallable from companies

Manual of instruction on operating,

setting up, monitoring, maintaining,
demonstrating machines and equipment

--one related to each level. In-
cludes pictures and diagrams.

Simple lesson plans foir aiding cle-
mentary children in using the card
catalog, encyclopedia, biographical
references

Tape o1 disc recordings—-1l0~minute

training tapes for giving directions

for performing a series of tasks such

as mending books, counting and record-
ing circulation, sorting cards, ctc.
(Recordings can be in  form of casscttes

also.)

79
LEVELS
I IT 11T
X x X
X X
X X X
X X
X X
X X X
X X
X x X
X
*
1
X X X



LEVELS
I I 117

2 avmieiod

7 2. Audio-book--drills for learning x %

i skills din alphabetizing and

" arrauging things in numerical

B sequence

i .

! 3. Radio (on rccordings for radio use X
Samples of disc jockey announcements, ' .

1 weather reports, commercials, sound

{ . effects, ctc., for radio productions)

| Visual

| 1. Transparencies, including overlays X X

for catalog card information, order
card and bock order form, magazine
record card, physical layout of media
center, design for storage units for
equipment, filing order for vertical
files, etc.

2. Slides with captions for:

-~ stepz in dnspecting and mending books x
-~ steps in inspecting and repaiving p 4 X
films and filmstrips
- steps in sorting and arranging books X X

and audio~visual materials for re-
placement on shelves, etc.
- slides to identify tools to be uscd X X
in performing tasks, items of
‘ equipment, etc.
. ~ pictures of bulletin boards, displays, X X
exhibits, book fairs
~ views of school library media centers, X
facilities, storage cabinets, ctc.
slides to use in instruction of card X
. catalog, encyclopedia, biographical
ref erences :

Jonrsamin ot
i

2 3. Filmstvips with captions——samc as slides

Pictures

.&
.

- items of equipment with dircctions X X _
for operation o
- school 1library media facilities and : X .
- equipment o
- sanples of displays, bulletin boards, X X
etc. A

s
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L 3 e 5. Diagrams and charts

i ; - directions for operating cquipment
- directions for taking photographs
. \ with various types of cameras
directions for developing film
. directions for cleaning wachines
' design for storage cupboards for
equipment

1

1

6. Posters—-printed and/or illustrated

- explaining step-by-step procedure
for a skill or series of tasks
- how to prepare a poster
s - safcty precaitions
- circulation . gulations

Audio-visual

1. Film—-8 mm--training loops for prac-
ticing a skill
- explanations on sound effects, usc
of microphone, and other cffects
in producing radio and television
programs

2. Film-—--16 mm -

- techniques for directing and produc-
ing closed circuit television
prograns

- new communications equipment, dewon-
stration and use

- hints and ideas for graphics

3. fllmstrips—witlh sound and slides
with sound

- skills for taking inventories

- training in skills for mending,
circulating, processing books,
etc.

- use of card catalog, encyclopedias,
biographical references

i Other devices and aids for dinstruction

E MC e

81

LEVEL
I IT III
x X
X X b4
X X
X
X
X x
x X
X x
X
x x
X
X
X
X
p.S
;S X
X
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LILRARY EDUCATION AND I-IANPOW};‘RI'

and

PROPOSALS TFOR SCIHO0L LIBRARY MEDTA SYSTEMS
BASED ON 11l SERD REPORT

In the SERD Report the task statewments and the scale of ratings for
these tasks din relation to worker functions, worker instructions, task
environment, and general education partially support six poiuts made in
the policy statements in Library Education and Manpower. These are (1)
categories of library personnel, (2) carcer lattices, (3) contributions
of special. skills in other disciplines, (4) utilization of library man-
power appropriate to general educational knowledge and training, (5)
formal cducation, and (6) continuing education. ~The analysis of the task
statements for the supporting staff of a school library media system has
related its proposals to these six points.

CATHEGORIES O LIBRARY PERSONNEL

Chart A shows that the tasks identified for school library media
systems wvexre sufficient in number and scaled for levels of complexity
to provide jobs for Clerks, Technical Assistants, Librarians, and Scnior
Librarians, but not for the Associate categories. Cowpared to other -
types of 1ibrary systens, the sthool library media system will not re-
quire large staffs and this fact limits the number of different categorics
and levels of jobs for a job structure plan, Combination of tasks on any
one level and combination of levels will be necessary in staffing small
individual media centers,

CAREER LATT LCLES

Chart A, along with the explinations for joh descriptions, illus-
trates the possibilities for lateral transfers and advancement oppor-
tunitiecs on all levels, if the individual has demonstrated success ful
performance: and obtained the required additional cducation and training.
A cataloger is not likely to advance to the head of the media system,
but this possibility exnists, since he has a degyee in librarianship as
a pre-requisite for his position and he may demonstrate abilitics for
overall administration in his specialized position, Lateral transfers
vere considered for two types of technical assistants in proposing train-
ing programs with overlapping required courses and simil ar clectiwves.
It is quite possible for anyone starting as a library clerk to advance
to the top of the career ladder eventually, if he pursues an appropriate
program of education and training and demonstrates abilitics for jobs
vith increasing responsibilities and more complex skills. Job recuire-
ments should reflect these opportunities for change and for promotion.

]L'ibrarv Fducation and Manpower, Statement of Policy, adopted by
the Council of the American Library Association, June 20, 1970, Office
of Educatiom, American Library Associat:ion, 1970. 94
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CONTWIBU'ETONS 03 SPECTAL SKILLS TN OTHER DISCIPLINES

The only support for specialist categories for school library media
systems was one for a techmnical assistant with specialized training in
media technology on the supporting level and one for a specialist in
media technology on the professional level. Information was lacking in
the S§ilRD statements for clustering tasks fox other specialist positions,
though such speccialists as business manager in the processing center,
and specialists in subject axeas of scieuce, social studies, language
arts, ctc., do exist in some nedia systens.

S

PROPER UTILIZATLON 01' L] B ARY MANPOWER

Table 6 shovwrsithat 5..)/ of the tota]_ of 727 tasks for school library
media systems do not require pre~employment training in technical or pro-
fessional library tasks, 19.5% require some technical training, and 25.5%
require professional trainding. 74.5%4 of the tasks warc identified for
support.ing positions requiring educational training Lfrom one to fiftcen
years. For proper ubilizatdon of manpowver in school libravy media sys-—
tems, job Jevels  in this report are given in termg of SERD tradning time.

There are 146 low-level tasks which regquive less than eight years of
educational experience, so these tasks were clustered for jobs on Level T.
Clerical duties related to 183 tasks of a more complex nature were desig-
nated for Level IT1 jobs. Thege two job categories will relleve both tech-
nical assistants and professional librarians of low-level tasks and will
promte more appropriate utilization of all levels of library manpower.
If the professional personnel can spend a higher percentage of time in
activities and sarvices using their depth of knowledge and their profes- ‘
sional training, thec perpgentage of professional tasks performed in a _5
library would be higher, ‘

FORMAL EDUCATION AND OTNER TYPES 017 TRAINING PROGRAMS

The deseriptions of training time levels din the SERD Report are not
identified with yequiremente for diplomas, degrees, or even certificates
indicating a grade level of achievewent. They are stated as the length of
time required for learning the task, including formal education. This
interpretation of educational training vas adapted in job descriptions
for the supporting staff in this report. This flexibility may remove the
stubling block for the advancement of some successful workers with def-
inite potential for jobs of wore responsibility. Hore consideration
should be given to the abilities of the worker to perform the tasks assigned
to the job on the: clerical level. The higher—1lcvel jobs do require more
formal education to providc the depth of knowledge chuncd for making
decisions and planning activities, etc.

Some of the SERD codings did not rccognize the forwal cducational
training which provides the necessary background for adequately performing
soue professional  tasks. These tasks in Troindng Time 6 had to be rescaled
for job structuring aml placed in Training Time 7,

35
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The vaviely of suggestions for types of trauining programs recognizes
the value of leaming on the job and self-instructional programs for
library clecks and the need for formal educational programs for technical

program for training clerks in skills related to library tasks should be
explored. :

CONTINUING EDUCATION

Several tasks, not all on the same training time level, indicate that
the librory staff has opportunities for in-service training, staff devel-
opment prograws, participation in professional activities for ncw ideas
and professional growth. All training programs should make provisions
for the individual student or worker to expand his gencral knowledge and
gain wore information about his job. This will not only add to his value
as a woewber of the total staff, bulb will also contribute to his own pro-
fessional and personal develepment. Specific provisions for continuing
education have been listed in tasks for the job and also in the curricula
for training programs and in wmaterials for instyuction.
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THE SUBPROFRESSTIONAL OR TLRCHNTCAT. ASSTSTANT REPORI}

and

PROPOSALS FOR SCHOOL LIBRARY MEDIA SYSTEMS
BASED ON THE SERD REPORT

SUPPORTING STAVF
The middle~level position foir library technical assistants and the

subprofessional level for library clerks rccommended in The Subprofes--
sional or Technical Assistant report of Lhe American Library Association

have been identified in the propesals for the supporting staff in the job
organization plan proposed for the school library nedia system (sce

Chart A). The task statements in the SERD Report suggest two levels of
job categories for library clerks and one level for the middie-level job
for library technical assistant., The Level I job includes a list of
low-level tasls limited to a strict adheronce to step~by-step instruc-
tions specificd in instruction manuals for performing routines. Lavel I
job descriptions spacify skills of a more imvolved nature and more scope,
but limits the performance to establishad methods and procedures undex
supervision. Level 111 jobs for technical assistants nced more cducation
and formal training in the tcchnical aspects of library service and/ow in
media technology to perform more complex and involved tasks.

QUALLFICATIORS

The qualifications for Level T and level II positions differ in the
educational requirements from the recommendation of The Subprofessional
or Techwnical Assistant report, which recommends high school graduation
and suggests some experience of a clerical natnre. Table 6 shows that
146 or 20% of the 727 tasks arc simple and uninvolved and can be performed
by clerks with an eighth grade education or less, and that 185 or 25% of
the tasks on a more complex level can be perfarmed by clerks with ten to
twelve years of ecducation. The proposed job qualifications adliere to
SERD scalings for job complexities on the supporting level and permit a
more flexible interpretation of education qualifications and experience
by stating requirecments in terms of ycars of educational caupericnce,

DUTIES

The duties listcd for small libraries in the ALA statement are simi-
lar to the tasks listed for Level I and Level IT library clerks, but
separated into lou-level and higher-Jevel clerieal skills., The listings
in the ALA statements arve in terms of functional areas and the listing
in this report arc in terms of tack statements and skills for performing
the tasks. '

Ligne Subprofessional or Technical Assistant.” ALA Bulletin 62.:
387-397. April, 1968.
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In practice suzll school media centers will have to cowbiune Level T
and Level I@ tasks into one clerical job category with requirements siwi-
lar to the ALA qualifdications. However, this breakdown into two levels
shows skill levels and will be significant in developing standards for
clerical staff.

The job descriptions for the middle-level position of library
technical assistant and the qualification of two years of post-~high
school ecducation are similar to the rccommendations in the ALA statement.
The propesals for three jobs on Level ITI highlipght: the expanded instruc-~
tional need in school libravy media systems for people trained in wedia
teclinology and the devclopment of centralized proceasing centers in
school systems.

Table 6 shows 149 tasks in this middle-level category, 397 for
non-professional tasks, 40.27 for technical tasks, and 20.77% for pro-
fessional tasks. These percentages show that the position between cler-
ical levels and professional levels necds guidelives in terms of stand--
ards to distinguish between tasks awd responsibilities of a technical
nature and those of a professional nature requiring morce knowledge and
professional expertise for proper performance of the duties.

TRATNING PROGRAMS

The Subprofessional or Technical Assistant report recommends pre-
employwent training for both library technical assistants and library
clerks., A wide range of training programs and gponsoring agencies for
further cxploration have becen submitted ine this analysis of the SERD
statements., A number of community and junior colleges are offering
courses leading to associate degrees for media technologists and library
technicians. The task statements on Training Tiwme 6 level in the SERD
Report endorse the need for both specialized knowledge and gencral edu-
cation background to parform tasks in the middle-level jobs of Level ITI.
Standards for training and job requirewents would be most welcome to many
administrators and program planners as guidelines in (1) recognizing the
needs of the media systems in schools and for both adequately trained
supporting staff and professional staff, (2) in undcrstanding the distinc-
tion between the two category levels for job structuring, and (3) for
planning training programs rclated to media techinology and changing cdu-
cational. programs. Tn its Occupational Definitions for School Tdbrary
Media Personnel, the School Library Manpower Project has descyribed the
dutics smd functionz of the Scheol Library Media Technician in terms ol
quality standards, but it did not include definitions for school library
madia clerks,

The curricula suggested for training progroms for all throee support-
ing job levels are partly limited to the skills and knowledge indicated
in the task statements of tha SERD Report. These suggestions are mercly
guides in developing curricula appropriate for librovy clerks and tech-
nicians. Some form of in-service training program conducted on a local
or state basis way be the most elfective means, if not the most economical
means, for tuainiug libravy clerks. Formal courscs fory training clerks

a8
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in library related skills as part of a vocational, business education,

or adult education program conducted by a public school system have been
suggested from time to time. These may be of fered in large cducational
systers, where there are a sufficient number of students for the course,
but may not befeisible in small communities. Small libraries have the
greatest need for outside training programs, because they have the limited
staffs and less time to devote to training and supervision.

basniimn s §
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There is a definite need for further study of ways and means to
develop training programs for library clerks.
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’} CODINGS AND SCALINCS
For the low-level clerical tasks on the three lowest levels of train-
i ing time the codings and scalings appear to be valid and reliable.. Most :
| of the clerical and routine tasks on other training time levels are valid.
. time does not always show the relationship based on common knowledge nor
; the relationship to the knowledge and trvaining required to perform the

quiring knowledge of cducational theory and practice, teaching teclmiques,

reading interests and abilities of students, a knowledge in depth of

For the professional tasks and some of the technical tasks, the training
tasks in the setting of the school library media system. Some tasks re-
refercnce sources in print and non-print materials, or the background
knowledge for making decisions have not been scaled to recognize these
requirements. Tor example, training in reference sources and techniques
and a wide knowledge of books and related materials in the media collec-
tions are essential din preparing bibliographies for curricular necds.
The distinction between the preparvation of a simple list of books from

standard references dnd the prepavation of more complex bibliographies
has not been made in wding some of the reference tasks.

Table & shows 74 changes for training time scalings to make thew !
more cowpatible with the required knowledge. Since training time has been .
sclected as the basic dimension for analysis, thesc changes are important '
in developing job structures, training propusals, and materials of instruc- ;
tion. In preparing the reports for the supporting staff in this study, i
the necessary changes were made on the proper levels. Thirty-tvo of the
changes require shifting tasks from suppoxting jobs to professional job
levels. This will be of significance also to admiunistrators who are
interested in tasks for the professional staff. -

It will be noted that most of the incompatibilities occur in tasks
listed under Training Times 4, 5, 6, with a few in Training Times 7 and 8.
Fifty- five functional job arcas were incorrcctly coded, seventecn scalings

i in worker instructions need rescaling, five GED scalings nced changing,
! and four scalings for task cnviromment neced rescaling to make them compat- |

ible with the proper performance levels for the tasks. All adaptations or
changes were considered in the development for proposals in this study.

Some additional changes in scalings for worker functions were necessary
in developing job description duties.

§ vt

The original scalings for all of these tasks were retained for tabu-
i _ lation in the distribution tables, since any change in training time ; ‘
meant: changing scalings in other categories. Therefore the distribution
tables reflect the original dinterpretation of skill levels of the SERD ‘
Report. '
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ANALYSTS OF TASKS ARND DISTRIBUTION TABLES

TASK STATEMENTS

The 1615 task statements in the SERD Report presented problems in
making an analysis becausc of the duplication of statements, overlapping
tasky, use of different verbs for the same skill, theinclusim of two
components in once statement reguiring skills on different levels of com-
plexity, and the difficulty of interprecting the extent and intent of the
skill in two similar statements using different action verbs. Some state-
menls were vague and general in requiring multi-tasks for the operation
of the activity. Following are somc examples of these problems.

Tasks 0942 and 0846 require the same action. '

0846~--"picks up mail daily and delivers to departuent”

0942--"picks up mail daily and delivers to learning center"

Tasks 0569 and 0760 are the same but in different settings.

0569--"inserts book card in books returned by children (1--5)
in ES library and scts book aside"

0760--"ingerts book card and sets aside books received at
check-in desk from JiIS students"

Tasks 0975 and 1504 iwply the same action and the sawme purposc,
wvith one using a different verb and two actions, delivering and
setting up equip..ant.
]
0975--"carrics AV equipment from storage space to classrooms
and other settings wherce it will be utilized"

1504---"declivers upon request from teachers znd sets up AV
equipment in classrooms"

Tasks 0059 and 1412 are essentially the same, though one identifics
the machine and the specific type of film,

0059-—"yewinds and inspects film' -

1412--"checks films (16 mm) returned by running film through
film inspection machine"

Task 1441 is an example of a multiple task statcment"

1441-"conducts summer reading club and program for clementary
school children in public library

104
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library media systems,

Tacks 0357 and 1291 must include careful examination of scalings
to understand that the two tasks may be part of the same project,
but they arc intended as two different tasks to be performed on
different levels.

0357--"designs and develops-readcr interest surveys in
library' (09/0925/556/6/7)

1291--"conducts reader interest surveys in library"
(10/0923/334/7/6)

Task 1379 is an example of combining two tasks requiring skills
on different levels.

1379—~"c¢xamines and clips for vertical file, newspapers,
magazines, pamphlets, ete., in ES lcarning center"

(09/0984 /444/7/6)

1072--"clips mwarked newspaper articles, magazine anticles,
ete," (02/1184/181./1/2)

Some of the duplications, overlappings, and combination of task

statements were weeded out iu sclecting 727 tasks related to school
Some were retained as part of the working file,
because they nceded further consideration in clustering tasks for job
structures., Too many changes in scalings would be required, if an
attempt werc made to edit all of these inconsistencies.
vas decided to retain the original statements and make adjustments as
required in developing proposals.

Therefore, it




ANALYSIS OF THYE DISTRIBUTION TABLIES

GED Correlation with Training Time---—-Table 1

According to the definition for scaling categories, the lower digits
represent low-level skills and the higher numbers the more complex skills.
Table 1 shows a very high level of correlation between general educational
development (reasoning, mathematics, language) and training time. In all
threc arecas the numerical progression of levels relate to the numerical
levels of training time, except for mathematics and language in Training
Time 1. Most of the tasks in Training Time 1 do not apply to mathematics
and language.

Worker Functions and Correlation with Training time--Table 2

Many tasks in the worker function areas do not relate to data,
péople, or things. This fact, added to the wide range of distribution,
of tasks, makes correlation less evident. However, the digits do repre-
sent levels of complexity for performance. This is apparent in clus ter-
ing tasks on job levels in terms of the significant orientation of the N
task to data, pecople, and things, ‘

Worker Instructions and Correlation with Training Time~~Table 3 i

‘ There is a very high correlation of worker instruction scalings with

training time. All but two tasks in Training Times 1, 2, and 3 require

the lowest level of instructions represented by digit one and two. The

digit pumbers are higher in each training time column on a higher level.

The range indicated is 66.7% of the tasks in Training Time 4 and 5 are .

on levels two and three; 40.9%7 in Training Time 6 on level five; 49.17 ’
on level five and 26.6% on level six in Training Time 7; and 43.27 in : :
Training Time 8 on level cight. |

Task Environment and Correlation with Training Time--Table 4

The range of difficulty within some of the task environment cate-~

- gories, such as influencing and informing. people, digit seven, and eval-
] uating infoimation, digits nine and ten, tend to cluster many tasks on

: the same scaling in several levels of training time. The nature of many
clerical routines which awre performed wnder specific instruction tends to -
cluster tasks on the same level in Training Times 1, 2, 3, 4, and 5. It
will be noted in Table 4, ‘as in Table 3, tha! the tasks in Training Time
1 are all on levels one and two., The wider distributions on several
levels is in greater evidence on the higher levels of training time, .
Correlation is more apparent wvhen tasks are evaluated in terms of the
range of complexity in each setting.

R
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Correlation Summary

The high correlatio: between training time and levels of general
educational development in reasoning and language and the levels of worker
instructions have several implications for job structurcs, training programns,
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and materials of instruction. The correlation between training time and
general educational development verifies the assumption that levels of _
general  education are reliable requirements for jobs. The - job require-~ .
ments should bear some relationship to the levels of rcasoning, mathe-

matics, and language required for performing the tasks of the specific

job. .
Grouping tasks for the three supporting jobs according to the dom-—
inant percentages on various levels of training time, may be an effective
method for structuring jobs. '

The distribution tables for worker functions and worker instructions
will identify the. level of simplicity or complexity of performing a task S |
and the training level on which the worker is prepared to learn the skill :
satisfactiorily, The knowledge will aild in describing procedures for in- )
struction mmuals and for developing other teaching aids, such as charts, :
diagrams, transparencies, tapes, etc. These statistics can serve as one '
of the guides in planning instructional programs stressing the skills most
frequently used on various job levels.

The scalings for training time and general educational development

. L 2 \
may serve as keys in selecting personnel.
. . . )
Job Training General Educational Develcpment E
Levels @ Time Reasoning Mathematics Languagpe .
Supporting Staff . ' 1
1 3 2 : 2 or3 3
‘11 5 b 3 4 |
ITI 6 4 oxr 5 4 5 : 1(
. . i
Professional. Staff ' ‘\
IV 7 5 5 6 ;
\Y T+ 6 .5 6
V1 8 b ' 6 6
Significant Areas in Distribution Tables |
There are a nunber of significant arcas for further study in the
distribution tables. It has becen mentioned that few tasks require high
levels in mathematical skill and that a significant number of tasks are
not oriented to people, data, or things in the worker function category.
Some tasks are not related to language in the lov-level tasks and a few :
do not apply to task cnvironment. t ' '

In preparing training programs, it is important to review tlic SERD
Report in the catagories of worker functions, worker instructiomns, and
task cnvironment for a precise understanding of skills, types of instruc- .
tion, and settings for the performance of tasks. The percentages in the Ear
distribution tables will call attention to the nuwber of tasks and fre-
quency for performing specific skills., Digit four for things/oriented
tasks in worker functions category shows 39.97 of the things in Training
Time 1 require operating machines, equipment, object:s, or materials.
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These same skills are required in other arcas,. but operating more complex
cquipment and objects, 41.7% in Training Timc 2, 40.87% in Training Time 3,
45.6% in Training Time 4, 28.3% in Training Time 5, and 20.1% in Training
Time 6. A study of percentages in the GED chart, Table 1, will provide
guidance for adapting teaching techniques and materials to the ability

of the workers.

Media Technology Tasks—--Table 5

Table 5 reveals a total of 220 tasks relating to audio-visual
materials, equipment, programs, and scrvices ranging from the low-level
task of delivery of equipment to 2 classroom to the high-level task of
conducting studies of a highly technical nature leading to better util-
ization of materials. The distribution of tasks plus a study of the
nature of the tasks in Training Times, 4, 5, 6, ad 7 support proposals
for specialized jobs in media technology in both the supporting and pro-
fessional categorics., These percentages also reflect the expansion of
multi-media materials and services in the school library media centers.
Forty per cent of the tasks in Training Time 6 point up the need for
media‘ technicians and 27.8% in Training Time 7 show the neced for special-
ists in wedia technology. A number of administrative responsibilities
of the professional staff involve print and non-print services, even
though the task statements do not identify tl.ese media specifically.

Task Relationships to Training Time--Table 6

. The tasks were sorted into three groups, those requiring profes-
sional training on a graduate level, 25.5%; those requiring training in
technical processes, 19.5%; and those having no nced for background
knowledge or pre-employment training in library-related skills, 55%.
Table 6 shows the distyibution of the tasks by training time.

None of the tasks ih Training Times 1, 2, and 3 require any knowl-
cdge or pre-employment training in library-related skills. The skills
are general ones on a low level, which can apply to other jobs as well
as to library jobs. On-the-job training can aid the worker on Level I
in making adaptations of these skills to library tasks. Other non-
professional tasks in this category are morc complex and involved and
are identified in higher training level categories--67% of the 273 tasks
in Training Times 4 and 5, 39% of the 149 tasks in Training Time 6 and
9.9% of the 122 tasks in Training Time 7 are in this category.

In Training Time 4, 20.37% of the tasks and in Training Time 5,
45.27% of the tasks involve the technical phases of library functions |
in media technology, processing, and ordering materials, etc. Some of .
the tasks are ones rccommended for rescaling for Training Time, since
they requirce higher level skills. The other tasks of a clerical nature
require higher level skills than the clerical skills of Level T workers,
particularly the business skills. The statistics demonstrate a need
for Level II workers on the supporting staff.
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The task statements in Training Time 6 indicrte that 40% of the
tasks require training in the teclmical aspects of library functions
and 20.8% require considerable background knowledge and professional
training for proper performonce of the tasks. Twenty-seven of the 31
tasks have been identified for rescaling and appropriate placement in
Training Time 7. The other Ffour may be performed by workers with con-
siderable expericnce. The more involved tasks in both the technical
and other non-professional tasks are on a higher skill level and indi-
cate the necd for a Level TII job, a middle-level supporting job between
library clerks and professional librarians. ‘

These distributions are similar to the SEED Report for the 1,615
tasks, which show 72.8% of the tasks in Training Times 1, 2, 3, 4, 5,
and 6, and 27.2% in Training Times 7 and 8. If school library media
systems are to functirn effectively and efficicently, the need for sup-
porting staff on several levels arc justified by many studies and reports.
The SERD Report repeats this nced with task statements from the man-on-
the job.
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The Library Clerk--Gencral Setvices--Level T performs minimum level
tasks in preparing and maintaining materials for use; helping to keep the
library and its materials in order; and assisting in the circulation of
materials and equipment. Some of the tasks provide youtine services to
students and teachers. :

All work is performed under supervision and most instructions are
specific for the use of tools, equipment, and for procedures in perform-
ing tasks., Some tasks require skills for using several standard sources
of library information. Most tasks are oriented to data and things and
a few to people.

Supervised by: Library Technical Assistant--Level III
or Librarian--Level IV
t

DUTTES N

Ve T

General /Activitics

1. Opens mail, stamps with date rcceived
2. Ansvers telephonc ' ;
3. 'Records student attendance

4. Performs general huseckeeping tasks not performed by school

custodial staff

Selection and Acquisition/Activities

1. Stamps date, adds title of newspaper or magazine article,

95
JOB DESCRIPTION--LIDRARY CLERK-~-GENERAL SERVICES--LEVFL I ) '
clips, and staples, or glues to blank page ' '

2. Opens new print and non-print materials and checks against ,
original purchase ordens

3. Rcmoves cards for filing from new titles received from dis- + g I
trict processing center ) |

4. Checks receipt of magazines and newspapers on record cards
and notifies supervisor of delayed arrival of subscriptions |

5. Files recommendations for AV equipment
6. Checks new AV equipment against purchase order -

7. Checks developed microfilm for acceptability and refilms,
if necessary

8. Produces negatives from black and white f{ilms

Processing and Cataloging/Activities

Sce tasks undexr job description for Library Clerk—--District Ser-
+ vices--Level I for these tasks, if individual mwedia center per-
forms its own processing and cataloging of materials.

1. Separates catalog cards into two groups--shelf list and -

catalog cards A
1i1
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2. Arranges catalog cards by first letter of alphabet

3.

Arranges shelf list cards by first number for non-—-fiction
and first letter for fietion

Opexation of Kquipment/Activities

1.
2.

3.

6.

7.

Cuts paper and card stock with paper cutter

Operates automatic stapling machine, paper punch, and paper

collater

Operates plastic laminator, glueing machine, card-master,
developer, microrecader printer

e
Operates copiecr to produce color transparencies, etec.

Operates machiines for inspecting, splicing, and cleaning film

Cleans and maintains machines by replenishing paper, ink,

- toner, etc.

Monitors tape deck

Maintenance of Materials and Equipment/Activities

1.

W NN SN

Reinforces pamphlets, booklets, paperbacks

Inserts pamphlets in binders and magazines in plasitic covers

Kepairs torn pages and damages in books

" Repaij.rs broken tape boxes, record albums, ctc.

Changes soiled plastic covers on books

Inspects film, rccord discs, tapes for damages

Splices tapeg, filmstrips, ectc., and cleans discs

Calls technician for malfunctioning equipment

Circulation of Materials and Equipment/Activities

1.

Operates check—out machine or hand stamps cards

Checks recturned material s using machine or locates cards in

file and inserts them in™~books, ctc.

Assists elementary children in writing names and checking

out books

Computes fines using fine chart and gcollects fines

Identd fies returned titles for reserve shelf and inserts

reserve slip
Files cards

Examines ret

Sorts returned books on

for checkad

urned books

out materials at end of day
for damages

cart by fiction and non-fiction

Files micrefilws alphesbetically by title

112
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Stamps date due cards for next day or sets up date due machine




; 97 .
- Level I continued

11. Shelves casy boolks and fiction alphabetically by firgt letter

Lo . 12. Keeps record of date duc for interlibrary loans

13. Packages for return, films on interxrlibrary loam

14, Telephones other schools for borrowing AV materials

H ' Scervices to Teachers and Students/Activitics

1. S8chedules classroom use of AV materials and cquipment

2. Delivers, sets up, and monitors usc of AV equipment in
classroom and library

3. TPlages new books on special display
4. DTProduces photocopies of matcrials

5. Inserts microfilin negative in microfilm machiine

€. Takes pictures of classroom activities and student and
i . ' faculty identification photographs ’
7. Instructs children in clementary school in check-out procedures '

Continuing Education/Activities

1. Attends in-gervice training programs for self-improvement

ket @
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JOB DESCRIPTIONS--LIBRARY CLERK--DISTRICT SERVICES--LEVEL I

The Tibrary Clerk---District Seivices~-Level I performs minimum level
tasks in the district processing center. This is specialized work in-
cluding checking receipt of new materials, picparing the materials for
use:, opesating machines for reproducing catalog cards, filing order cards
and cataloug cards, and packing processcd materials for distribution to
school library media centers. All of thesc tasks are rclated to data
and/or things.

All vork is performed under supervision and most instructions are
specific for the usc of tocldg, equipment, and in procedures in performing
tasks. Some tasks require skills for using several standard sources of
library information,

Supervised by: Technical Assistant--District Services--Level I1IT
or  Cataloger--District Services--Level IV

DUTLES

General /Activitics

1. Opens mail and stamps with dite veceived

2. Ansvers teclephone

Operates Machines/Activities

1. Cuts paper and card stocks to varying sizes with papcr cutter
2. Operates automatic punch, plastic laminator, glueing machine

3. Operates machines for reproducing cards, cardmaster, mimeco-
graph, multilith, photocopier, ctc.
]

4, Cleans and maintains machines and replenishes with paper,
ink, toner, etc.

- Acquisition/Activities

1. Separates book order requests according to nature of order

2. Opens cartons and packages of new print and non-print mater-
ials received and checks against original purchasec orders

3. Opens new titles, collates, and checks for damages
4. Inserts original order card in ncw hooks and shelves them

alphabetically by first letter

"Processing/Activities

1. Writes in designated places the school number, date, accession
number, call number, ‘and othey symbols on new print and non-
print materials

2. Color codes materials according to special characteristics
3. Glues pockets in books and inserts boolk cands

4, Attaches spine labels or prints call numbers on spines
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Level 1 continued

5
6.
7
8

Shellacs spine labels
Sands cartons (tape boxes, etc.) before glueing labels
Covers books with plastic covers

Attachies trailers, leaders, and labels to filwstrips,
tapes, ectc,

Cataloging/Activities

l.

2.

3.

4.

9.

o

Checks for classification cands or LC proof slip date files
for fiction and non-fiction titles

Scts titles aside if no LC proof slip or classification
information on file

Places master catalog cards on templates for reproduction
and removes for refiling when reproduction completed

Produces number of catalog cards required by using multilith
machine or photocopy cquipment

Cuts reproduced catalog cards, sorts by type of card, and
routes to batching

Alphabetizes by title, boxes of reproduced card sets
Organikes master cards in sets and rubberbands each sct

Sorts slips corresponding to master card sets and rubberbands
slip with set

Routes book order slip and catalogued new title to processing

clerk
[]

Distribution/Activitics

1.
2.

3.

4

Records number of processed books to be sent to each library

Locates cardmaster preprinted library labels and packs in
boxes with appropriate shipment

Packages titles for shipment and marks cartons with place of
delivery

Sorts cartons by school and places on book trucks for delivery

Arranges for movement of cartons to destination
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JOB DESCRIPTION--LIBRARY CLERK~-GENEWAL SERVICES---LEVEL I1

The Library Clevk--Gencral Services--Level 11 performs some tasks
in the same arcas as Level T clerks, but the tasks will be nore complex
and varicd in nature., Some tasks in elementary mcdia centers are less
involved than those in secondary media centers., The tasks include cir-
culating and distributing materials and cquipment, ordering and process--
ing materials (if these tasks ave pertormed in the individual school),
organizing, checking, and filing materials. Other types of dutics are
preparing simple lists, maintaining inventories, preparing purchase or-
ders ard typing tasks, such as letters, carvds, orders, lists, etc. The
Library Clerk also assists the professional staff in routine scrvices to
students and tefichers.

All wvork is performed under supervision, Most instructions are ex-
plicit and described in manuals, memoranda, or oral and written requests
and identify tonls, equipment, and procedures. Some tasks require refer—
ence to standard sources for information and permit the worker to select
procedures and scquence to perform the task, The clerk may have oppor-
tunitics to train and supervise student voluntcers and Level 1 clerks.
Most of the tuasks are oriented to data and things and some to pecoplc,

Supervised by: Library Technical Assistant--General
Services-~Level 111

, 0r Librarian--Level 1V

DUTIES

Administration/Activities

1. leviews mail, and allocates to staff
2. Scrves as personal secrctary to librarian, maintaining files,
taking dictation, ctec,
. 3. Types mimecograph stencils and makes corrections
4., Maintains chronological account of expenditures by catcgories
. Scnds verified accounts payable to librarian for approval

. Maintains office supplices

5
6
7. Maintains clipping file of librarvy publicity
8. Maintains discipline in media center

9

. TYdentifies unruly students and rccommends variety of punish-
) ments :
10. Assigns students to faculty members for intake interviews

-

11, Assigns duties to student volunteers, monitors workload,
and assists when necessary

12, Assigns duties and plans weelly work schedules for part-
time clevks

13. Maintains inventory of equipment including date purchased,
price, serial number, ctc. \
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Level 13 continued .

Operates Machines/Actd.vities

1.

Operates office machines--clectric adding machine, ditto
machine, mimeograph, photocopier, etec.

Selection and Acquisition/Actirtities

Considerativn file:

1.

2.

Ordering:

1.

Maintains consideration file of recommendations for materials
from professional journals, students, staff, teachcrs, cte.

Che€iks order cards for accuracy and completeness by checking
standard tools before adding to file

Checks catalog against standard collection building tocls to
note titles not in collection ¢

Checks standard tools to determine if woirm-out titles are
available for replaccment

Checks order files and catalog to determine if ordered title
is a reorder

Maintains file of comments of magazines reviewed, examined,
and rejected.

Types from prepared draft information on purchase orders for
books, audio-visual matcrials, equipment, and supplies, and
gives completed form to supervisor for inspection

Assigns budget account numbers for all new orders

Obtains approval for orders involving unusual cost, vague and
incomplete information, rush Inequests, ctc.

Sends purchase orders to school business office and/or types
form letters to accompany orders and sends direct to jobbers,
publishers, or supplicrs

Telephones publishers, . jobbers, etc., for orders of unusual
expense, rush, etc.

Files approved copy of purchase orders

{aintains address files of publishers, jobbers, and suppliers
of materials

Receiving materialsé _ o

See taslks listed for Library Clerk—-District Senvices--Level

1T, if dndlvidual school library media center receives mater-
ials divect from suppliers ' :

Maintains alphabetical file of cards for all magazine subscrip-
tions indicating beginning date, title, number of copics, cost,
cte., and logs dissues as received (a tasl: for Levél I clerks dn
elemen tary schools)



Q

Aruntoxt provided by Eic:

ERIC

102
Level IT continued

2. Types formm letters for clalming undelivered magazines

3. Accepts gifts and transmits for cvaluation and acceptance
to supervisor

Processing and Cataloging/Activitics

Sce tasks .listed for Library Clerk--District Services-—~Level 11,
if individual school library media center pe1.f01 ms the pmccqc:lng
and cataloging tasks

Catalogring: files cards

1. Alphabetizes catalog cards for mew books accérding to estab-

lished procedures
\
2. Tiles cards for nev books, ctc., in card catalog and in shelf

list above the rod and submits for checking

CirculationfActivities

Checking materials in and out:

1. Supervises activities at circulation desk ond shifts clerks
to meet traffic needs (may be task of Library Technical
Assistant--Level 111 in a larpe sccondary school with a
large volume of activity)

2. Helps in checking out materials, ete., when needed

3. Estimates number of date-due cards needed for next day

4. Checks in returned AV materials (films, arvt prints, records,
etc.) and sends to AV clerk for examinat:ion

5. Searches for correct book card of title which has incorrecet
book card in pocket

Overdue and lost books:

1. Resolves overdue problems such as student being charged for
tit les in stacks, cte.

2. Checks stacks, records, files, and other locations for over-
due books
3. Checks file of overduc books weekly and either posts names
of students, or sends notices to student in classroom, or |

requests assis tance from classroom teacher in obtaining retum
of material

4. Estimates replacement cost of lost books and decides amount
to charge student
Renewal s and reserves:

1. Processes rencwal requests by checking to see if title is on
rescive, cle,

i 1
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Level IT continued ¢ |
{
2, Complctes reserve form, lecates Dook card fLor requested title i
. . ] . . ¥
: in circulation file or book in stacks and attaches reserve '
ordex form or identification symbol to book card or book !
]
R ]
3. Places titles requested by teacher on reserve shelf for '
students' use i
i
Records: - !
i
1. Computes monthly record of fines by using hand count or adding N
machine i
: |
2. Maintains daily, weckly, and wonthly statistical records of |
circulation activities )
Files cards and materials:
1. TFiles typed cands for interlibrary loan wmaterials
t
, . . . i
2. Sorts cards and takes daily circulation count of books and :
AV materials
|
3. Files circulation cards by call nunber or as instructed !
4, Maintaiuns file of missing issues of mgarines '
5. Tiles materials in verticual files using standard tools .
6. Arranges returned fiction books in alphabetical order and
non-fiction in nusber order
7. Checks arrangement of books by Level T elerk and/o1r student
volunteer
- 1
8. Supervises arrangement of books returned to shelves :
Binding and Repair of Materials/Activities
. 1. Updates bindery control file !
2. Conducts annual inventory of boolis and materials in need of
binding and maintenance care
) 3. Exoamines titles requiring mending or binding and decides ;
wvhether to discard, mend, or send to bindery :
[ o1 4, DPrepares purchasc orders for titles for bindery ;
: . . . : . |
5. Sends magazines to bindery with vecessary inscructions :
. 6. Checks for indexing, spine labels, cards, pockets, cte., \ .
- materials recedved from bindery and shelves books, cte.
. .
7. lExamines card catalog and replaces soiled ond dumaged cavds l
. Inventory of Rook Collection/Activitics |
1. Conducts annual inventory of books by chacking books on |
- shclves, in circulation, and elseowhere, against accassion
list or shelf 1list : - |

ERIC
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g” : Level II continucd '
$

2, Prepares listk of titles for discard and submits to teachers
- for review and comments

i 1‘7""‘. R . . .
| i, 3. Stmaps titles withdrawn and pulls and destroys caxds
|
| H Exhibits and Displays/Activities
1
i 1. Selects dust jackets for displays
2. Constructs felt images, cartoon characters, ete., for use
!, on flannel board and bulletin board
3. ConStructs posters involving simple lettering and drawving
4, Constructs non-purchasecable materials for display, such as
scraphooks, ctc.
Continuing Rducation/Activities
KN
1. Attends in-scrvice training programs for self-improvement
]
VA

o 12
e <0
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JOB DESCRIPTIONS--LIBRARY CLERK--MEDIA TRCHNOLOGY SERVICES--LEVEL I1

The Library Clerk--Media Technology Servicaes--Level II performs

| routine tasks related to the operation and use of audio-visual cquipment
i and matevials, Those tasks include cireulating, delivery, and monitoring

the use of cquipment, scheduling demonstrations, keeping records, and
3 making simple repairs., Producing transparencics, operakting a micro-
! reader printer, taking pictures, monitoring student response tcrminals,
- instructing students in the use of the tape recorder and other equipment:
5- are some of the media technology services performed by the clerk to
assist the specialist in madia technology and the librarian.

All vork is performed under supervision. Most instructions are ex-
plicit and described in manuals, mcmoranda, or oxal and written requests
and identify tools, cquipment, and procedures. Some tasks require refer-
ence to standard sources for information and permit the worker to sclect
procedures and scquence to perform the task. The clerk may have oppor-
tunities to train ad supervise student volunteers and Level I clerks.
Most of the tasks are oriented to data and things with some oriented to
people.

- . Supervised by: Technical Assistant, Level J11
. or Specialist--Media Technology Services--Level IV

or lLibrarian---General Scrvices--Level IV

DUTILS

Inventory/Activitics
1. Maintains files of maintenance agreements for equipment
2. Maintains consumable supplics for media technology necds

3. Maintains chronological list of expenditures for AV equip-
1+ ment and materials

i . 4. Maintains inventory of AV equipment and materials

5. Keeps and controls use of keys for cupboards, storerooms,
. cetc., containing expensive and ‘fragile television cquipment,
i ete. :

Selection and Acquisition/Activities

1. Screens and files brochures anmnouncing ncw AV wmatcrials

: ) 2. Schedules jobbers to display and demonstrate AV equipment
for staff cvaluation

3. Maintains consideration file of recommendations of teachers
and others for purchase

i 4. Examines for completeness orders for AV materials and equip-
ment and submits to supervisor

5. Computes rental rates on order forms and racords

6. Consnlts mailing charts to determine postage and insurance
.charges for AV materials sent via mail and records information

1;

El{fC‘J‘
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Level 11 continued !
- Processing and Cataloping/Activitics
] . 1. Types labels for new AV materials with information as instruc-

ted
g3
; 2, Assigns accession numbers to art prints, films, etc.
3. Maintuins cerd index of AV materials
4. TPrepares catalog list of AV materials

5. Places microform card on micro-reader and records appropriate
cataloging data

Circulation/Activitics

1. Checeks out AV materials and files returnced materials

2, Checks out AV cquipment and materials to students as requested
by tcachers

)

< 3. Oversecs distribution and rcturn of films ordercd Ly teachers
from rental services or interlibrary loan

4, Checks AV rescrve order files and rvemoves materials from
reserve shelf when no longer required

3 o iand

Scrvicds Lo Teachers and Studcnts/Activitigg

g Scheduling use of cquipment and facilities
N : 1. Maintains weckly schedule of students assigned to television
. or radio studio tasks

i

i 2. HMaintains schedules for use of AV cquipment in media center
and classrooms

§ it sond

Operating cquipment:

1. Examines and tcst operates new equipment (1) to insure proper
functioning, (2) to familiarize self with operation in order
i to pexform winor maintenance, and (3) to instruct staff and
students in operation

Joatimtinend

Conducts anmmual demonstration for teachers in use of AV cquip-

!M_l
N

ment
B ’ 3. Coordinates and monitors student use of equipment
3 . 4. Connccts tclephone to tape desk for students to reccive taped

- materials by telephone

Retrieves materials in stacks and operates microfilm machine
to produce wicrofilmed materials

f it
(%]

X 6. Operates rccording tape duplquLlng machine

-
-

Operates reader printer to retricve information

8. Produces transparcncies for teachers involving little or no
i- art wvork, wusing simple tools and office machines

ERI lq
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- TLevel I continued .

9. Checks with supervisor for specific photocopy limits for i
teachers and staff

% 10. Operates appropriate caomeras to take 3 x 4 slides, motion
pictures of classroom activities, etc.

11. Produces black and white slides from books, etc.

Assisting ‘students:

. Assists students to searvch fdles for AV materials

PRTpIPE

]
2. Locates AV materials for students

3. Instructs students in operating AV equipment, such as film
and filmstrip projectors, tape recorder, video rccord system,
reading, and teaching machines, ete.

Pt b

Classroom tests and computers:

Sty
-

(These tasks are performed in schools vhere this type of cquipment
S is located and used.)

. 1. Prepares student response terminals and checks before each
classroom test session i

2. Monitors student response terminals and when problems occur, i
notifics teacher or supervisor, who arranges for service call

e mammm s

3. Monitors subsidiary terminal during c¢lassroom tests as data ‘
is fed to a computer in another city

: 4. Produces punched tape of classroom test data to be trans-—
mitted to computer

L]
5. Types input data for computer using "on-line" keyboard device
6. Tests program on computer
7

. Codes returned questiomnaires for data processing

Majntcnancc/Activitiqg ) ‘

- 1. Stores tape recordings and vidco tapes
; 2. Checks cquipmwent to determine if operating properly and scts

aside malfunctioning cquipment

3. Examines AV cquipment in response to request from users and
performs first eschelon maintenance

. /
i- 4, Notifies sevviceman of problewms with AV cquipment and author-
izes repairs

Performs minor maintenance on art prints by touching up {rames
and cleaning priuts

[ N S
L} 1
v

}' Sce Library Clerk--Gemeral Serviceg--Level I for AV Maintenance ¢
i and Operation of Fquipment activities, if the Level II clerk is !

to asgsuie these tashks, too. -

ERIC | | ';
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3 Level II continued ’
] i
1

Continuing Education/ictivitics !

i

) . , . : !
i 1. Attends in-service training programs fov self-improvement '
=" and professional purposes :
- . !
{ !
] i
. i

T i
i :
i - i

L =at

U o
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JOB DESCRIPTION--LIBRARY CLERK--~DISTRICT SERVICES--LEVEL IT

The Library Clerk—--District Services--Level 1T works in the district
processing center and perforias the routine tasks related to processing,
cataloging, and distributing print and non-print materials for use in
scheol library media centers. 7The tasks include checking the receipt of
orders; typing catalog cards, stencils, orders; checking and verifying
cataloging information; sorting, matching, and filing ovder cards and
catalog cards; maintaining supplies; and operating multilith, mimeograph,
photocoyping, and other reproduction machines. "fasks involving ordering
of materials may be either a part of the processing center or theindi-
vidual school media center,

A1l work is performed under supervision. Most instructions are ex-
plicit and described in manuals, memoranda, or oral and written requests
and identify tools, equipment, and proccdures. Some tasks require refer-
ence to standard sources for information to perform the tasks. The clerk
may have the opportunity to train and supervisce Level T clerks. Most of
the - tasks arc oriented to data, a few to people and things.

Supervised by: Technical Assistant--District Services-~Level ITI
or Cataloger--District Services--Level 1V

DUTIES

General/Activities

1. Ansvers processing questions received from school library
media centeys and refers policy or procedural questions

2. Reviews mail and allocates to staff
[}

3. Inventories processing supplices biannaully

Typing/Activitics

1. Types from prepared draft information on purchase orders for
books and materials and submits to supervisor

2. Selects form letter to accompany order, types, and sends to
jobber or publisher

3. Scleects and types follow-up form letter to be sent to jobber
for incorrect orders, overduc orders, rejected titles, cte,

4. Types ownership labels for AV materials

5. Types spinc labels, book cards and pockets, for new books
accovrding to instructions

6. Types multilith masters and stencils and wakes corrections
as dirccted by proofreader

7. Types cards for catalog upon reccipt of processing form which
describes steps and submits for checking ‘

8. Types shelf list cards for non-fiction titles

125
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Level 11 continued 110

Filing/Activitics o

1. TFiles approved copy of orders
2. Maintains address files of publishers, jobbers, cte.

3. Alphabetizes catalog cards, sets of cards, LC proof slips,
ctc,

. Files new master shelf list cards in master shelf list file
5. Tiles other types of cands in appropriate files

6. Locates master file catalog scts upon notification of ervors
in.card sets and gives to reproduction for correction

7. Organizes by priority new titles rcceived for cataloging

Operation of Equipment/Activities

1. Operates electric adding machine

2. Determines methnd of reproduction (photocopy, multilith, etc.)
for matcrials to be reproducced

3. Operates multilith machine to produce copies from masters
(task for both Level I and Level IT clerks)

4. Operates Flexowriter machine to produce catalog cards from
tapes

Acquisition/Activities

Ordering:

1. TPrepares orders for paper and reproduction supplies and sub-
mits to supcrvisor '

2, Verifiecs orders received from school media centers
3. Assigns budget account numbers for all orders

4. Submits to supervisor book orders involving unusual cost,
vague and incomplete information, rush requests, ete. 1

5. Telephones publishers, jobbers, cte,, for orders of unusual

expense, rush, ctc. y

6. Completes billing for titles by adding processing costs

7. Records on charge sheets, checks received from school media |
centers for titles purchased

Checking reccipt of orders: ~

1. Checks rcceived materials against packing slip, initials, and

sends to billing ’
2. Retrieves from files original order, checks orders rcceived,

and vwrites prices for titles on ordey -
3. Checks invoice vouchers for mathematical errors before sending

to supervisgor .

4. Identifies incomplete orders and writes facts for supervisor

1<6
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Lovel II continued .

Processing/Activities

1. Accepts new books and authorizes books to be collated, checked
for damages, stamped with school stamp, and accession numbgr

2. TFnters accession number of ncw titles in accession book (if
used)

3. VWrites classification number and other infoymation on desig-
naged poge of new title (also a task for some lLevel I clerks)

4, Examines ncwly cataloged books for correct spine labels,
bool pockets and cards, accession numbers, cte.

Cataloging/Activities
Cheching and verifying information:

1. Checks against standard tools to determine if new title is
in system

)

2. Checks titles on storage shelf against each oxrder of LC cards

received

3. <hecks LC call numbers against code book preparcd by staff
when assigning call numbers to new titles

4. Checks for LC number on titles not in mastey file and pulls
* card,

5. Comparcs LC proof slip with title page and types descriptive
cataloging information on book slip

6. Checks shelf 1list for data for producing preliminary
classification cards

7, Checks standand tools for cataloging information for titles
on which no LC card is available

8. Checks standard tools for form of author's name

9. Cowparcs manuscript card with title page of new title and
amends or adds to card according to dnstructions

10.  Checks new titles and accompanying cards, initials control
card, and routes Lo processing

11. Checks fo1r accuracy typed catalog cards

- Clasaifying:

1. Revisges printed cards received with new titles to accommodate
Yibrary classification system procedures

2, Classifies fiction titles using Dewey Decimal System

Continuin&.Hduuntinnﬂﬁgﬁivitles

1. Attends in-service trniniug programs for self--improvement
and professional purpose
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1

JOB DESCRIPTTON-~LILRARY TECHNICAL ASSISTANT--GENERAL SERVICES---LEVEL IIT

The Library Technical Assistant——General Scervices—-level 111 performg
tagsks to assist the professional staff in the technical aspects of operat-
ing the school library wmedia center. The functional arcas,include cixcu-
lation services; maintaining inventories and information files; preparing
orders; keeping statistics; planning displays; preparing simnle biblio-
graphics; assisting teachers and students in locating materials; giving
simple instruction in the use of basic library tools; training and super-
vising library clerks and student voluntcers. The knowledge, training, and
experience of the technical assistant will determine the extent of his
assisting the librarian in reference work and recading gujdance services.

The duties of the technical assistant are coordinated and interre-
lated with those of the professional and supporting staff to provide
effective overall school librarvy media scervice for students and teachers
and to make it possible for the librarian to have more time to promotc
programs requiring his professional knowledge and expericnce.

The service for this level is specified in assignuents in memorandum,
manuals, or requests, but the worker may work out procedures and sequence
of operation to accomplish his tasks. MHe is expected to apply theory so
that he understands the options and he may have to gain some understanding
through reading professional literatuve. FEven though he may have respons--
ibility for some scrvice, he works under the guidance of the librarian;
most of tho tasks arce data and people oriented.

Supervised by: Librarian-—General Services--Level IV
DUTIES . '

Administration/Activities

: General:

1. BEvaluates library procedures and techniques and vecommends
changes to supervisor

2. Reviews and develops forms and record-kecping procedures

3. ITdentifies statistical data to he tabulated and filed in
circulation

4. Reduces statistical data to graphic and tabular form and
transwits with report on activilties

. Scts up inventory scheme for controlling cquipment

5

6. Screcens salesmen

7. Designs form letters
8

. Tdentifies commumnity resource persons for involvement in wedia
programs and makes request of individuals to serve as speakers,
participants, ctc. '

9. Conducts rcader interest surveys

428
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Level TIT continucd .

10.

Determines timing on vecovds and files to be maintained ox
destroyed and submits to supervisor

Training and supervising clerks and student volunteers:

l.

(=2

» ] (] » 3 4
Conducts intervioews with clerical applicants and relays com-
ments and recomnendations to personncl office

Assigns new clevical ewmployeces to in-service training

Plans work activity, supervises, and provides evaluation of
clerical staff

lecruits, trains, assigns work activities, and monitors volun-
teers

Assesses student traffic in school Jibary media center and
determines staff deployment to providecffective services

Consults with students providing less than minimum services
before reporting to supervisor

Disciplines

1.
2.

Determines rules of conduct in school media center

Identifies probiem students (behavioral or intellectual) and

‘reports to teachers or guidance persomel

Selection and Acquisition/Activities

Sclecets department to receive and cvaluate titles

Colleccts datu, information, etc., regarding materials or
cquipment discussed with salesmen and recommends action

Determines verification sources to be used in checking com-
pleted book order form and instructs clerk

Approves and signs letters of transmittal to jobbers and
publishers for orders of books and materials
Sclects jobber or publisher to receive book order

J p

Reviews sugpestions from faculty for subscriptions Lo magazines
and journals and confers vith supervisor when unable to arrive
at decision

Notes gaps in magazine and journal collections and recommends
to supervisor whether to purchase back issucs or microfilm
copics

Reads necwspapers and magazines and marks articles to be
clippad

Reviecws vertical files and removes obsolete and dated material

\

\
\
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Level TIT continued '

Cataloging and Processing/Activitics
S g { L

Sce tasks for Technical Assistant—--District Scrvices--level TII,
if individual media center performs cataloging and processing
tasks, -

l.

2.

Assigns subject headings to pamphlets and materials for ver-
tical file using standard tools

Checks Filing of catalog cards by clerks and makes corrections
before filing on the rod

Circulation/Activitics

l.

2.

3.

4.

Supervises activities at circulation desk and shifts clerks
depending on traffic and need (may be done by Clerk--level IT
“‘for elementary schools)

Instructs clerk to prepare form letter to be sent out over
principal's signaturce to parvent of student with overduc
materials

Assesses student's socio-cconowic background to determine if
he should be charged and how much for overduc or damaged book

Prepares reports on circulation procedures and transmits to
.supcrvisor :

Services to Students and Teachers/Activities

.r

Assisting in reference work:

l.

Assisting in reading guidance and motivation:

Provides '"floor" service in reference techniques, reading,
use of wertical files, usc of catalog, ctc.

Responds to dircct questions from students on interpretation
of books, materials, ectc.

Assists teachers in materials scarch and bibliography checks

Prepares, upon request, simple bibliographies from standard
reference and library tools

Refers students to public library for materials not in school
media center '

Maintains liaison with publiclibrarians to notify them of
need for reserve books for assignments

Sets aside selections relevant to special topics upon requests
from teachers

Provides rcading motivation by telling stories to elementary
students and reviewing books for sccondary students

Conducts reading programs for clementary students in groups
or for individuals :

130




+ ot
N .

Aruntoxt provided by Eic:

ERIC

v 115

Level II1 continued

3.

4.

Grades for completeness and auvthenticity reports from students
enrolled in elementary reading program and transmits to teach—
ers :

Conducts summer reading program using stimulating recading
devices

Instructing:

1.

2.

Provides orientation for students (groups and individuals)
in use of media center

Teaches elementary students use of the card catalog, individu-
ally and in groups, and in the media center or in the classroom

Maintenance/Activities

‘,4 J- .

2.

3.

4.

Reviews shelves and sclects titles, which are obsolate, worn
out, not uscd, and sets aside

Identifies titles unsuitable for binding and not in print and
schiedules replacement

Determines binding policies and procedures for magazines, etc.,
including color, kind of binding

‘Coordinates and supervises rearrangements of physical facilities

Displays, Exhibits, Nowsletters/Activities

1.

2.
3.
. 4

5.

6.

Plans displays based on scasonal or topical cvents--sclects
theme, materjnls, and design

DCVClOp; bool fairs, exhibitg, cte.

Arranges and plans annual open house program for parents
Oversces publication of newsletter

Develops promotional programs by reviewing ideas suggested by
others, reviewing literature, own initiative

Sets policics and procedures for book fairs, exhibits, ectc.

Professional Development/Activities

. 1.

2.

3.

4

5.

Scans and rcads new titles and reviews publications to familiar-
ize self with collection and literature for pupils

Visits other librarics to learn new ideas in libravy operation
and management

Attends in-service training program on reference activities
for non-professional staff

Attends staff development program

Attends in-service training program for sclf-improvement and
professional purposcs
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JOB DESCRIPTION---TECHUNLCAL ASSTSTANT—~MEDIA TECHNOLOCY SERVICES—--l.evel 1711

The Tochnical Assistant—-Media Technology Services—-level 111 performs
specialized tasks rclated to the technical aspects of audio-visual materials
and cquipricnt: Some of the tasks include demonstrations, operation, and
training in the usc of a wide range of audio-visual equipment, including
some knowlédge of electronic devices, computers, data processing. Other
responsibilities are procurement and maintenance of audio-visual materials
and equipmunt, production and reproduction of instructional materials,
technical assistance to teachers and students in radio and television pro-
ductions and videco tape systcms.

The dutics of the Technical Assistant--Media Technology Services arc
coordinated and intexrelated with the duties of the supporting and the pro-
fessional stalfs to provide effective media services for all students and
teachers., In assisting the Specialist--Media Technology Services--Level IV
the technician implements the non-professional tasks and makes it possible
for the specialist to have more time for programs and activitics which re—
quire his professional training and empertise. :

h

The service is specified in assignments in memorandum, manuals, or

ations to accomplish his tasks. He is cxpected to apply theory so that he

understands the options and he may have to gain some understanding through

reading professional literature. UEven though he may have the responsibility ‘

for some scrvices, the technician works under the guidance of the media

Specialist or the librarian,

’ Supervised by: Specialist--Media Technology Services--Level 1V
or Librarian--General Scrvices--Level 1V

DUTTES . "
: !

Administration/Activities . |

' ;

) 1. Maintains contact with mass media representatives :

2. Schedules workshiops for teachers in operation, utilization,

and possibilities of AV cquipment

3. Directs video department by coordinating usc of equipment,
student aides, teachers, mterials, etc,

4. Disciplines students in television studio during productions
and instructional scssions

Selection/Activi tics

1. Reviews journals, brochures, and other publications Lo screen
AV cquipment add lists equipwent to be examined

2.  Approves scheduling test demonstrations of AV equipment

3. Discusses with supervisor and recommonds AV equipment needs ' |
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4, Selects brands and kinds of AV equipment requested from AV
currdculum designer

5. Instruects typist to prepare purchase orders for AV equipment
and matcerials

6. Rvaluates usage pattcrns of films on lease or rental and de-
cides vhether to continue ov discontinue arrangements or to
purchase films

7. Visits book stores, travel agencies, ete., for materials to
use in library

Circulation/Activitics

1. Evaluates and revises circulation system for AV equipment and
materials

Y Service to Students and Teachers/Activitics

General:

1.” Makes sclf availoble on "floor'" of media center to answer cues-
tions regarding uxe of AV equipment

2. Assists students and teachers in setting up, operating, and
‘using AV cquipment and mterials

3. Checks, analyzes, and grades for accuracy, completencss and
L . appropriateness, guides and worksheets based on AV materials
received for elementary students

4., Provides in-service training for students in operation, main-
. _ tenance, ctce., of AV cquipment

. 5. Provides slides and other materials based on personal experi-
' ence and travel

« Shows films and conducts discussion groups
. Serves as advigsor to sccondavy scheol broadeast club
. Programs classroom test data for computer terminal

. Provides individual assistance in completing worksheets and

other matervials involving adaptation.of sheets and other water-
inls dinvolving adaptation of AV matcerials

Instructing and giving technical assistance for producing programs:
General:

1. Instructs sccondary students in stringing microphone cables and
1 other cquipment used in production of radio or television pro-
grams in media center .

.

2. Instruclys students in operation of wmicrophones

3. Instyucts students in radie and television studios to cue-up ‘
tape recordings, disc recordings, and other sound ceffects

U. . ' . 133
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Jievel TI1T1 continued

st

Radio:
‘ 1. Supervises instructional radio studio

2. Instructs students in classification system of equipnent used
in school radio station and supervises replacement of materials
and equipment '

St &

3. Instructs students how to write radie scripts for newscasts,
commercials, and disc Jockeys

] 4, Ins tyucts students in simple radie annot .cing skills, how to \
' produce special sound effects, and how to present radio :
§ veather reports

Television and videco productions:

1. Instructs students to serve as floor directors during taping of

. closed circuit television programs
2. Tnstructs students to '"ride gain," to operate swit:ch mechanisn, f

to control Jights, and to operate film

3.- Grades students on application of techmiques and performance
in operating equipment: and coordinating productions in closed
circuit television studio

4. "Supervises and provides tecinical assistance in original video
© productions-—operating camera, staging, cditing 1dve, physdical,
and clectronic receiving materdals

5. Instructs students to operiate sound system in video programs

6. Instructs s:l:.udents in mechanics of video sct design for in-—
. structional programs, Intervicew-—type shows, (ravel Llalks, etc.

Madintenmce /Activities

1. Conducts informal inventory by walking abont building and exan-

or discard

3 5. Supervises engineer assigned to handle tcchnical problems din
seccondary television studio

7 ining operation of AV equipment
A 2. Mthorizes students to remove ncecessary equipment and supplies . ||
from locked storage spaces for use in closcad circuit television !
. :
' productions: i
. . . . , i
X 3. FExamincs annually inventory of AV waterials to identify out-- !
dated and little-used materials and recommends vhether Lo keep ;
or not §
- 4. Tvaluates damaged AV materials and decides to repaiy, trade—in, !
!
i
é

Lo
i py

[ | ~ -

Q . ':
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}' Level X II continued

Facilities/Activitics

[SNCIC,

1. Designs storage systems for storing films, tape recordings,
disc recordings, video tapes used in vradio and television '
studdios

2. Plans utilization of available space for sccondary school
television studio

Professional Development/Activitics

1. AMtends in-service traZning programs for self-improverent and
professional puiposes '

2. AMtends staff development programs

3. Attends training programs on reference activities for non-—
profcssional staff :

4. Visits other libraries to learn new ideas on library operations
©and managemen t

ERIC
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JOB DHSCRIPLION--TT.CHNICAL ASSISTANT--—DI1ISTRICT SERVICES--—LEVEL T1T

The Technical Assistant—-—District Scrvices—-lLevel 1717 performs
specialized tasks in the district processing center in processing and
cataloging print and non-print miterials. The technical processes in-
clude cheekiding the receipt of orders; verifying cataloging informationg
preparing information for catalog cards; wing standard tools Lo asuist
in classifying fiction and uninvolved non-fiction titles ; checking the
fiiing of cards for accuracy. Other tasks are related to training and
supervising the clerical staf £, procurement and reproduction of catalog
cards, and reconciling classdification diwnformation to the system adopted
by the media centers.,

In assisting the cataloger, the technical assistant s tasks are
coordinated with the tasks of the non--professional and the professional
staf{ of the center.

The service for this job leovel is specified in assignments in memoran-—-

dum, . nanuals, or requasts, but the wvorker my work out procedures and se-

quencee of operations to accomplish his tasks, He is expacted to apply
theory so that he understands the options and he may have to gain some
understanding through reading professional literature, Even though he
may have responsibility for some services, he werks under the guidance
of the cataloger. Most of the tasks are data oricnted wi th some t-asks
oriented to people.

Supervised by Cataloger--District Services--Level TV
DUTIES

AMwministration/Activitics
t

1. Conducts interviews with clerical applicants and relays recom-

niendations to persomnel of fice

. 2, Assigns new clerical employces to in--scrvice training for
specific tasks in processing center

3. Supcrvises and cevaluates clerical staff
4. Designs formletters
5.  Reviews ‘and develops forms and record-keeping procedures

6. Reduces statistical and quantitative data to graphic and
tabular form and tranemits with reports on activities of
center

7. Evalvates procedures and techniques and recommonds changes
to superviisor

8. Writes manuals'and instructions for operating Flexowriter,
multilith , and other machines as necded

Acquisi tion/Activities

1. Orders supplicg based on inventories and estimated vorkload

2. Assigns book orders to jobirers by determining the most advan-

tageous process for cach order in center
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Level 11T

continned

Mpproves and signs lettors of transwmittal to jobbers and pub--
lishers for ordevs of books and AV materials

Sets up inventory scheme for controlling cquipment

Determines verification sources for checking book orders

Cataloging/Activities

1.

2.

10.

Goes to another 1library to obtain cataloging information on
orders for wvhich no infeoirmation is available in center

Scarches standard tools for classification data for titles
not available in processing center

Reconciles cataloging procedures of processing center to data
on prepared catalog cards

Checks LC cards for new titles against catalog file and shelf
list and wodifies 1LC cards according to procedurcs in process—
ing center

Checks catalog cnord against Cutter Catalog and assigns Cutter
number (if used)

Determines through mwscarch if author is writing under pemame
and-follows procedures for cross references, etc.

‘Verifics ddentity of new author when card is not in catalog

Maintains and updates authority files

Checks with publisher ordered catalog cards for subject head—
ings and catalog mumber and mekes changes appropriate for
cataloging practices of processing conter

1

Assists cataloger with routine and uninvolved classification
of titles identificd in standard tools {fiction and non-
fiction)

Professional NDevelopmen t/Activities

1.

2.

3.

NOT}

w2
s

Visits other processing centers to learn ncw ideas in opera-

tion and management

Attends dn-scrvice training programs for self--improvement and
professional purposes

Attends staff development programs

Thesec tasks will nced to be adapted to classification scheme and

repioduction practices of individual processing conter--1.C, Dewey,
printed cards, tapes, ctc,
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