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Library Objectives, Goals, and Activities

200 WORD ABSTRACT

This publication represents a new approach to the determination of public

library goals. It contains objectives and goals, as well as activities
relating to goals, for all fyactions of the Inglewood Public Library.
Unique is a concept of common goals and activities which apply to three
or more division within the Library.

in compiling general goals and activities, we developed the following
list of uniform headings: budget; community relations; cooperation; latest
developments; materials; materials circulation; materials maintenance;
materials processing; personnel; policies and procedures; records and files;
reference and information; services; supplies, equipment, and maintenance;

and volunteers.

In addition to City ordinances relating to the Library Department, Library

Board, and Friends of the Library, the following Library divisions are
included: Extension, Circulation, Circulation Control (eegistration and
overdues), Reference, Information, Serial Publications and Documents,
Children's, Young Adult, Audio-visual, Social Services, and Technical

Processes.

This study should be useful for public libraries preparing their own goals

studies, position descriptions, or procedural manuals, anu especially use-
ful as an aid to library administrators in analyzing and making comparative
evaluations of their own organizations or in considering' the possible

application of management by objectives.
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INTRODUCTION

THE NEED FOR GOALS

The public library, as a service agency, must continually evaluate its
function if it is to provide meaningful resources, services, and programs
to a community that continually is changing. A basic approach is for the
library to determine its goals, Goals influence the quality and types of
services. Decisions can be more readily made when goals are stated.
Planning and programming can be more effecive and realistic when goal
statements, are established. Specialized goals influence the internal
organki.ation and effect the selection and assignment of personnel. These
general goals can also form a basis, for determining quantifiable short
term goals. Idcntifying general goals i.;,: valuable as a point of departure

for any detailed analysis or study of the public library operation.

PREPARATION OF GOALS

Wu determined initiall to analyze our present library organization in terms
of objectives, goals, and activities -- all of whi(h help provide a thorough
view of the library organization, We then requested all division heads and
their staffs to formulate their divisional objectives, goals, and activities.
Concepts and relationships ut divisional objectives, goals, and activities
were clarified with a aeries of meetings between the division heads and their
key staff and the library administration. The goals study was then assembled
and reviewed by the staff.

It became apparent that there were many similar goals and activities. At

this point all thus( common goals and activities were extracted and restated
to provide uniformity. In compiling general goals and activities, we
developed HI, following it of uniform headings: budget; community relations;
cooperation; latest developments; materials; mat(rials circulation; materials
maintenance, materials processfng, personnel; policies and procedures; records
and files; relerente and information; services; supplies, equipment, and
maintenance; and volunteers.

VALUE

rho publica ion and distribution of this goals study was prompted by its
possibl( usefulnesE in a number of ways:

1) As a checklist to make staff members aware of the objectives and goals
of their division and overall Library Department objectives and goals.

2) As an aid in preparing library studies such as position descripticns
or division policy and procedural manuals.

3) AS a basis for establishing short term quantifiable goals and
performance indicators for possible use in management by objeclivqs.

-4-
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CITY ORDINANCES

The Inglewood Municipal Code contains sections on the City Library. It

notes the creation of the Library Department, the establishment of the
Library Board, the powers and duties of the Library Director, and the
creation of a Library Fund. Especially relevant to this report is Code
Section 2-162 creating the Library Department and outlining its function.
The full texts of these code sections are reproduced below.

INGLEWOOD MUNICIPAL CODE

Section 2-98. Library Board.

A Library Board is hereby created and established to perform the
, functions designated in this Article.

Section 2-99 Membership of Board.

The Library Board Shall consist of five members who shall be desig-

nated respectively as Board Members Nos. 1, 2, 3, 4, and 5.

Board Member No. I shall be a citizen residing in Councilmanic
District No. 1 of the City and shall be appointed by the Mayon with the
approval of the City Council from nominees submitted by the Councilman
from said Councilmanic District.

Board Member No. 2 shall be a citizen residing in Councilmanic
District No. 2 of the City and shall be appointed by the Mayor with the
approval of the City Council from nominees submitted by the Councilman
from said Councilmanic District.

Board Member No. 3 shall be a citizen residing in Councilmanic
District No. 3 of the City and shalt be appointed by the Mayor with the
approval of the City Council from nominees submitted by the Councilman
from said Councilmanic District.

Board Member No. 4 shall be a citizen residing in Councilmanic
District No. 4 of the City and shall be appointed by the Mayor with the
approval of the City Council from nominees submitted by the Councilman
from said Couruilmanic District.

Board Member No. 5 shall be a citizen of the City and shall be
appointed by the Mayor, with the approval of the City Council, from the
citizens at large of the City.

Section 2-100. Terms o) Board Members.

Memberl of the Library Board shall each beve for a term of four
years; one member At large serving a term which expires June 30, 1972,

two member,; (Numbers 3 and '4) seryine tollim which expire Jun 30, 1971

and two members (Numbers 1 and 2) serving terms which expire June 30, 1975

-6-
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INGLEWOOD MUNICIPAL CODE

(I) recommend concerning library services offered Co the
community and the need for additional or expanded service
and facilities;

(2) recommend fees and charges necessary to be instituted or
modified by the Library system;

(3) recommend hours of operation of library facilities;

(4) recommend the desirability of establishment or termination
of reciprocal relationships with other library systems,
including the borrowing, lending, or exchange of library
material with other libraries;

(5) recommend rules and regulations pertaining to the borrow-
ing of libr ry materials by non-residents and general
conditions concerning the issuance of library cards or
borrowing privileges; and

(b) recommend as to the acceptance or rejection of all offers
of donations of money, personal property or real estate to
be used for library purposes except as provided otherwise
in this Article.

(h) Co accept on behalf of the City all offers of donations of money
or personal property, where no conditions or burdens are
attached to such offer.

(c) to assist and consult with the Library Director in the establish-
ment of a book selection policy.

(d) to adopt rules and regulations for its own organization and
government consistent with the Charter of the City of Inglewood
and this code.

(e) to keep aciurate records of its acts and procedures in a suitable
minute book which shall he open at all times during regulir
business hours to public inspection.

Section 2-162. Library Department. Functions.

The Library Department is hereby created and established to perform
the following functions:

(a) Operate the City library syston, providing free library service
to the citizens of the City and to the citizens of any other
governmental jurisdiction under and pursuant to any contractual
relationships or reciprocal Agreements entered into by the City
Council between the City and said other jurisdictions, and to
advise patron: in the 11:t 0: the tacililic:4 thereca.

-8-

III

1



I

INC.LtWooD MrNICIPAI: Col .:

S, 1, t , ora , an, , ti L., 1 n and ti r'.cilate books, per i

e t auti; 0-', sua 1 mat eri a Is , art works, and
ot in: sna I tn. dia.

( M,k inZ.1 i" p,1 in t to- of rcit renee and Other
, 111, system, and to advise readers thereon.

Prvid. t ,3,+t an, t i o the Library Board.

to ) For 1 .. h la 1 slut i, s may b assi tined by the City Council
or Adttani ive Ott it cr.

I I '1- t r. Power s and Duties.

The Libra:- itir t I 1 hay.. the fo I lowing powers and duties:

(a Act a t'i, adminisit it,,ad of the Library Department and
the 111,r tr, sv? tem.

(hi ro advi s onl re, omim nd the Library Board concerning operation
of tite Iibrir'. and the tont t ions of Litt Library Board.

It) To ;.,ubm:: -gni sit i on,. for On purchase of al l materials and
services tit d the operation and maintenance of the library
sYsttm, in ot. C1.it;C't with purt has ng and other procedures
adopted by t1;, t v t oun.ti 1 or Administrative Officer.

(d) ro prep irt ui th ad' 1, 01 the Librark. Board, an annual operating
tin 1 bran. stern, and subrlit the same to the

Administ rat. 1., (In i t t r, together wi th appropriate comments which
he or ill. 1..br iry Bo :rd mar deem appropriate.

lo ta:: .11 11. add it ;ona I dot les az;:,,igned by the City Council
Or Adi'int st*rat 0.. 01

t . 1,12,i a Puna.

A "1.1,1 I: 1' d" : b r. aI d lIII t ',A.1tit tilt 1l I be paid proceeds
t .,11 ass. s t.t C t .1,111..ir`, ($100) Of asst. ss ed value Of

Ic , y. '.1:,111 so eta to meet the annual
obl 7at , H. 1 tr, pr.; id, d for br Art i. le II I, Section 4,

t - lin t , t ( hat t r Cit t In' ll'.,00(1. Such tax Shall
1), 1, n. it is t ho manner and at t he same time
v t h r pg: is I. tied and col lected.



C3)

LIBRARY BOARD

OBJECTIVE

The Library Board will serve in a general advisory capacity to the City
. Council and Library Director concerning the operation of the Library.

GOALS

Budget

Assist in the preparation of the annual operating budget of the
Library to insure adequate financing.

Community relations

BQ aware of the library needs and desires of the citizens and inter-
pret this information to the City Council and Library Director.

Be aware of social, cultural, and economic conditions in the communi-
ty and how they relate to the needs for librrlry service.

Latest developments

Keep informed on library trends, developments, and progress so that
the program can constantly grow and change with modern requi.ements.

Be aware of general public library services and facilities in order
to make recommendations to the City Council and Library Director and
to interpret these in terms of improving City library service.

ACTIVITIES

Budget

Review the annual Library budget request and recommend changes
and additions.

Community relations

Enlist civic leaders in promoting better library service.

Review and encourage offers of donations of money, books, or other
personal property.

Survey and promote the total library resources of the community.

Participate in selected library programs such as National Library Week.

-10-
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LIBRARY DEPARTMENT

OBJECTIVE

The Inglewood Public Library, as a civic institution, will provide citizens--
young and oldwith free library service which they will ,find useful and
valuable for their own purposes.

(The Library, as a department of the City, operates within the framework
established by ill( City Council and in accordance with policies established
by the City administration.]

GOALS

Budget

k

Attempt to sccur: funding ad(quate to enable the Department to perform
its service objectives.

Administer its budget allocation to make the most effective use of funds.

Community relations

Promote public awareness of services the Library renders by utilizing
all communications media.

Re-evaluate effectiveness of the Library's resources, services, programs,
policies, and procedures on a continuous basis through prompt response
to citizen reaction and through studies, reports and documentation of
activities.

Become acquainted with the nature of the community; observe community
changes and adjust policies and services to a changing community.

Provide a focal point for exchange of City information, group discussion,
and cultural activities.

Cooperation

Work with groups, organizations,and other agencies.

Work with the Library Board to further library objectives as provided
in the Inglewood Municipal Code.

Provide all forms of assistance to the various City departments as
required.

Latest developments

Be continually aware of new knowledge and developments in the library
field and apply where appropriate.

-12-



Be await of kuirent dev,lopment,. in municipal Activities and technology.

Materials

Select, acquile, and place,,:, to :. an attractive product) library materials
of all types with minimum delay to the user, and provide accurate public

records for all materials.

Materials circulation

Provide a vac ins for the public to borrow and retiwn library materials;

make library materiaks accessible to the public.

Provide procedures for retrieving overdue library materials and

registering borrowers.

Personnel

Attempt to secure sufficient staff to offer consistently efficient service.

Make maximum use of staff and volunteer assistance.

Policies and procedures

Develop library policies and procedures that are effective and public .

service or

Subscribe to the principles of the AmA:ican Library Association's Bill
of Rights, combat attempts at censorship and any form of prejudice.

Refertnce and intorstation

Lftectivelv interpret the Libiary's resources to the public.

Servicis

Provid 1., ,:our.,',, t.ervice,,, and programs for adults, yodng adults (ages

It Ilmough 18), And children (pre-school through junior high school),
utilizing Assi).,ned areas and employing librarians specially trained to

serve the, W gtoupg.

Proviafq hours of ,erviee convenient to all residents of the community.

Entr into no -toss reciprocal agreements with othr libraries in the area
that maintain the same general level of service:.

Prielde a convenient neighborhood librdry rvice through branch libraries
with rtsource, ,tert,ices, piograms, and hours of ''pening which reflect the

nieds 01 the surcoAndin communit% and ,;timulate its interests.

Prav tue , as ad hint t to the public servi i i.,-, divisions, the serial,

c ont i neat ion, ria t rot orm, arid do, unlcut resources needed and wanted by the

comm.mt t ..

-13-
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Provide audio-visual materials, services, and programs utilizing assigned
areas and employing audio-visual librarians; provide exhibits.

Provide extended library services to those in the community not fully
able to use library service in its traditional form.

-14-
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O
GENERAL GOALS AND ACTIVITIES

As indicated in the introduction, the goals study was begun by requesting
division heads and their staff to formulate objectives, goals, and activities.
This was followed by a series of conferences with the Library's administrative
staff resulting in more clarified concepts. The study was then assembled and
reviewed by the staff.

After the last staff.review an analysis of the goals and activities indicated
many common goals and activities. We observed that some goals and activities
of a general nature were not included in other divisions where applicable. It

was, therefore, necessary to re-evaluate and restate those goals and activities
that were common to most or all divisions.

It should be noted that although there are many goals and activities in common,
each division interprets these goals and performs these activities in a manner
relating to its divisional requirements.

The following is a listing of general or common goals and activities (that is,
common to three or more divisions) arranged by subject.

GENERAL GOALS

Budget

Recommend realistic divisional budget requirements and make the most
effective use of the budget allocation.

(Ail divisions except Information)

Community relations

Keep in mind that the Library is a public service agency and make every
effort to be courteous and helpful while displaying judgment and tact.

(All divisions)

Maintain a business-like appearance and attitude with the public and
staff.

(All divisions)

Develop on awareness of the nature and resources of the surrounding
community.

(All divisions)

Promote public awareness of services the Library renders by utilizing
all possible communications media.

(All divisions)

Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organised and spontaneoqs approach to
public relations activities.

(Ail divisions)

-16-



'te Jwat, ,i pdblic isee, 1 )r intormati .i, and library resources available
in order LO pr )vide the mein, o answer these needs.

,Ali divivi.to,i x(ept CirLdlatioii, Circulation Control,
or I, c , fei lit) i, n! Processes i

Conduct htudics and recirch, both original and secondary, in divisional
areas .et dctlyit,, wad make results available.

tAll di,,.ision,)

Partiipate in City-wide programs.
(All divisionhi

Involve community members in planning of and participation in library
gervice and programs.

(Ail divisions except Circulation, Circulation Control,
Office, :,oriols. lchnical Processes)

Be aware ot and initiaie assistance when need is evident.
(All divisions except Office, Technical Processes)

Work with groups , organizations and other agencies.
(All divisions)

Cooperation

Provide assistanke to, tete:ye assistance from, and cooperate with other
library divisions, City departments, and other agencies and groups as
required.

(All divisionh)

Latest developments

Be aware of the latest developments in the division's area of activity
and the library told in general and apply where appropriate.

(All divisions)

Materials

Identify and select librar% materials, based on do approved selection
policy, so ,es to provide an ample tolletion of all forms of library
materials that retloct the interests and need); of the community.

tAll divisilns'excont Circulation, Circulation Control,
Otiice, Technic a1 Prdcesses)

Review and evaluate re.,0eice., on d kontinuing basis to insure collections

.ire cut rent and continuo to ieflect the needs of the community.
(All divi,ions ept Circulation, Circulation Control,
intormation, Office, Technical Processes)

Encourage librdiv users ind stilt f to make order suggestions.

.A11 division., rcpt Circulat.on, Circulation Control,
Of Technical Processes)
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Materials circulation

Provide a procedure for charging, receiving, and reserving library
materials that will be easy to use, accurate, and require a minimum
transaction time.

(Audio visual, Circulation, Circulation Control, Extension,
Social Services)

Materials maintenance

Insure that library materials are promptly reshelved when returned and
that stacks are in good order.

(Audio-visual, Circulation, Extension, Serials, Social Services)

Insure that library materials are in good condition before being
reshelved.

(Audio-visual, Circulation, Extension, Serials, Social Services)

Materials processing

Employ systems of cataloging and processing best suited to the nature
of the various media.

(All divisions except Circulation, Circulation Control,
Information, Office)

Provide fully processed library materials that are attractively packaged
for the public.

(All divisions except Circulation, Circulation Control,
Information, Office)

Review and evaluate procedures on a continuing basis to insure an
efficient flow of library materials through all processing stations.

(Audio-visual, Reference, Serials, Social Services,
Technical Processes)

Personnel

Make maximum use of staff.
(All divisions.)

Provide a productive and pleysant working environment.
(All divisions)

Policies and procedures

Be aware of, Library policies and procedures.
(All divisions)

Review and evaluate procedures on a continuing basis to insure a service
that is responsive to the public.

(All divisions)
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Rec ot ds_--__
t'tovid. and mil'' )1,1 , ,(11 a., conipiete, up-to-date records, catalogs,
Ind i i :es.

Reference and intorno:

Provide referei, and information services.
(All divitions ex) ept Circulation, Circulation Control, Office)

Give leaders ad,:isory service.
(All divisions except Circuidtion, Circulation Control,
Intormation, Office, Technical Processes)

It wart. 01 the Li,,tar,,, organi4ation, structure, and personnel so that
the public cdt) !,q.' directed to the proper source for assistance.

(All divisions)

Teach the public how to tind library materials.
(All divisions except Circulation, Circulation Cottrol,
Office, Technical Processes)

Have at least trio' well-trained reference librarian on duty at all times

the Library is open.
(Audio-visnal, Children's, Extension, Reference, Young Adult)

Services

Review and evaluate services on a continuing basis to insure a service
that is responsiYe to the public,

(All divisions except Office, Technical Processes)

Provide for ade(piate manpowei and materials to continue any initiated
or planned seivites ,ti program,.

(All divisions)

be aware ot public t(action toward Library services, resources,
procedur(s, ptoosrams, Ind tacilities.

(All divisions)

Develop pr,gra(ls If.L.pon;1%! to osill,lunity needs.

(Audi.) -''l :'ill Childreuls,Extonsion, Social Services, Young Adult)

Provide go 1 i U.1, C I ' ' '1 t r%I i . 1 111. in t he use of the Library to promote
knowledge and reldin,e, enite.rwrit.

(Audio- '1,1di, Cbildren',, Extension, Reference, Serials,
Youn4 Adak(
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'Supplies equipment, and maintenance

Insure adequate supplies are available and that equipment used by
the public and stall is kept operable.

(All divisions)

Be aware of building maintenance needs.
(All divisions)

Volunteers

Make maximum use of volunteer assistance.
(All divisions)
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C.rat.A. 1:'1 LIES

bud t

Preparc .t rera;,,t and Levi ew budget i I locat ion

p(, r od ic.a I .

IAI I J, cp I I o rum i ,m )

C,k)Immiti tv

Prepai I.. t. 1 0,t , +)t ok hui es , leas lets, and posters.

Prepare hooklast,,..

1.111 d n ties pt t cal I a, Circullt ion Control,

fek:Im ,t

Contact Ind i . ua ommun v me .1h rs , local organizations, schools,

ibrar les ta.it i t tit ions igen( le-,, rte reat ional facilities, and

businesses.

4 A 11 ,;

t al ks and lemogst t at ions; conduct library orientations.

(All A -is 1,,-s ex( opt Circulat ion, Circulation Control,

Ott ice, rechni,al Processes)

Arrange dkpla% s 1 i brary materials.

Al 1 d -is ions except Circulation, Circulation Control,
Techni(al Processes)

Maintain pub) is teal in boards .

.:,,cept Circulation Control, Technical Processes)

Attend and p art icip in eortrmniI v meet i tv,:s and activities.

(Al A ,

,1aka t Int es .rt s .

(Al!

Acti-l,.. ks, I.e public in the use of library resources.

,A d ept CireulaItoil, Circulation Control,

0; I I, ,t )1,) Proeosst..0

t .'A i es Wilie h ut i 1 i?e I ibrary lac i I ities and resources.

1.1;1 ; %.1%1 opt r,ulat ton, Circulation Control, Office,

Sr e . : I1.1 A 4 al Pro( (-,ses)

r ri' i it. CIMMIit ity e ilt.IngPS t rOM t he Ci:y Planning

Da.part art m..at s .

+All 11 1.1 epr rt +11 at , C yeti lot ion Control,
ech'n .t 1 Pr
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Refrain from making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

(All divisions)

Cooperation

Request materials and services from other Library divisions.
(All divisions)

Latest developments

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of ne, methods and equipment.

(All divisions)

Materials

Review library media, order suggestions, and use indicators as a basis
for selection.

(All divisions except Circulation, Circulation Control, Office)

Review new library materials as received.
(All divisions except Circulation, Circulation Control,
Office, Technical Processes)

Analyze library collections and withdraw materials no longer suitable.
(All divisions except Circulation, Circulation Control, Office)

Supply trade bibliographic information on order and withdrawal records.
(Audio-visual, Children's, Extension, Serials)

Conduct inventories of library materials.
(All divisions except Circulation Control, Office)

Consult with wndors of library materials and publishers' representatives.
(All divisions except Circulation, Circulation Control,
Information, Office)

Return defective or unwanted library materials.
(Audio-visul, Serials, Technical Processes)

Materials circulation

Charge and receive library materials.

(Audio-visual, Circulation, Extension, Social Services)

Reserve library materials and maintain files.
(All divisions except Serials, Technical Processes)

Collect lines on overdue library materials.
(Audio-visual, Circulation, Circulation Control, Extension)

Seatili public stacks lor requested library materials.
(All divRions except Office)
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Receiv and lous liblar material..
,All divisions e>a.ept Oftlee)

Material. maintenane

Inspect. collate. and clean library materials.
(A(.di C:rcalatioa. Extension, Serials, Social Services)

Shelve returned library material. and shelL-read stacks on a continuous
basis

(Audi,-vi.nal. Circulation, Extension, Reference, Serials,

Social Services)

Appraise damiged library materials.
(Audio-visual. Circulation Control, Extension, Serials,
la,chnical Processes)

Mend library materials requiring minor repairs.
,Audio-visual, Circulatioa, Extension, Serials, Technical Processes)

Materials processing

Order, receive, and process library materials.
(audio- visual, Serials, Social Services, Technical Processes)

Cover library materials with plastic.
(Audio-visual, Children's, Circulation, Extension, Serials)

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

(All divisions except Information)

Interview applicants for positions; schedule and supervise personnel;
maintain time wotko.l re,ords; prepare work performance reviews and
counsel as nessar%, determine training needs and conduct specialized
in-service training.

(All divisions)

Insure zlnit staiilng provided at all public desks.

tAll dp.isions,

Conduct stat;
all dr.Aloos)

Policies and procehires

Read I il)mar 'or .4. oA,r,i n.itz,, memos, and leper) s: disseminate
inforrnit ion: report on prohlem areas and suritcst prop e411;ral improvements;

artnd stail Toetins.
A11
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Explain Library policies and procedures to the public.
(All divisions)

Review procedures, activities, and services, and incorporate changes in
division manual revision.

(All divisions)

Records and files

File and withdraw public catalog cards and records, accurately and
promptly.

(All divisions except Circulation, Circulation Control, Office)

Prepare and file correspondence and compile statistics.
(All divisions)

Maintain account records for divisional library materials.
(Audio-visual, Serials, Technical Processes)

Initiate claims for library materials not received.
(Audio-visual, Office, Serials, Technical Processes)

Receive and record money accurately.
(Audio-visual, Circulation, Circulation Control, Extension, Office)

Reference and information

Explain the resources, catalogs, and indexes to the public.
(All divisions except Circulation, Circulation Control, Office)

Answer reference questions.
(All divisions except Circulation, Circulation Control,
Information, Office, Technical Processes)

Assist the public in the location of library materials.
(All divisions except Circulation, Circulation Control,
Office, Technical Processes)

Have a general knowledge of the duties and operating procedures
involved in manning public desks.

(All divisions)

Direct and explain to the public the use of the library facility.
(All divisions)

Assist the public in the location of materials and services not provided
by the library system.

(All divisions)

Services

Prepare and evaluate questionnaires concerning services.
(All divisions except Office, Technical Processes)

-214

1



1

Caudmt stall conferences to plan an,1 evaluate services and programs.
;All divisi;ws except Office. Technical Processes)

Inform other Library divisions at public reaction toward Library
policies, pt-,, lure. ,.rvi(es, and resources.

(All divisions)

Discontinue anv serviLes, programs, activities, or procedures that no
longer fulfill the needs of the community.

(All divisions)

Supplies, equipment and maintenance

Request supplies and maintain a stock inventory.
(All divisions)

Inspect and lean equipment and request maintenance service as required.

(All divisions)

Survey public areas of the Library for maintenance needs.
(All divisions)

Volunteers

Contact possible sources of volunteer assistance; prepare job duties list;
interview volunteers; train volunteers; schedule and supervise volunteers;
maintain records of time worked; and evaluate work performance.

(All divisions)
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EXTENSION DIVISION

DIVISION OBJECTIVE

The Extension Division will provide convenient neighborhood library service
through branch libraries with resources, services, programs, and hourc t:f
opening which reflect the needs of the surrounding community and stimulate
its interests.

GENERAL GOALS

BudQoet----.
Recommend realistic divisional budget requirements and make the most
effective use of the budget allocaticn.

Community relations

Keep in mind that the Library is a public service agency and make every
effort to be courteous and helpful while displaying judgment and tact.

Maintain a business-like appearance and attitude with the public and
staff.

Develop an awareness of the nature and resources of the surrounding
community.

Promote public awareness of services the Library renders by utilizing
all possible communications media.

Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Be aware of public needs for information and library resources available
in order to provide the means to answer these needs.

Conduct studies and research, both original and secondary, in divisional
areas of activity, and make results available.

Participate in City-wide programs.

Involve community members in planning of and participation in library
service and programs.

Be aware of and initiate assistance when need is evident.

Work with groups, organizations,.and other agencies.
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C,+<1 tt ^1 ai lott

Provide line to, receive a,sistance from, and cooperate with other
Librdry divisi,ns city departments, and other agencies and groups as

.

Latest dt.4. I 1plit'!)(

Be awaie of tin developments in the division's area of activity
and the libiary field in general and apply wnere appropriate.

Materials

Identity and ,elect library materials, biased on an approved selection
policy, so a, to provide an ample collection of all forms of library
materials 'hit collect the interests and needs of the community.

Review and evaluate resources on a continuing basis to insure collections
fire current and continue to reflect the needs of the community.

Encourage library users and staff to make order suggestions.

Materials circulation

Provide a procedure for charging, receiving, and reserving library
materials that will be easy to use, accurate, and require a minimum

transaction time.

Materials maintenance

Insure that library materials are promptly reshelved when returned and

that stacks are in good order.

Insure that 'diary materials are in good condition before being reshelved.

Materials processia

Employ systems of cataloging and processing best suited to the nature of

the various media.

Provide hilly processed library materials that are attractively packaged

for the public.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and protedurcs

Be awate of Librtry poli, en! procedures.



Review and evaluate procedures on a continuing basis to insure a service
that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and information

Provide reference and information services.

Give readers advisory service.

Be aware of the Library organization, structure:and personnel so that
the public can be directed to the proper source for assistance.

Teach the public how Co find library materials.

Have at least one well-trained reference librarian on'duty at all times
the Library is open.

Services

Review and evaluate services on a continuing basis to insure a service
that is responsive to the public.

Provide for adequate manpower and materials to continue any initiated
or planned services or programs.

Be aware of public reaction toward Library services, resources,
procedures, programs, and facilities.

Develop programs responsive to community needs.

Provide guidance and training in the use of the Library to promote
knowledge and reading enjoyment.

Supplies, equipment and maintenance

Insure adequate supplies are available and that equipment used by the
public and staff is kept operable,

4e aware of building maintenance needs.

Volunteers

Make maximum use of volunteer assistance.

-28-
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GENERA!. ACl lVH !ES

13 ud e t

Prepaic 1:visi,11, t=uditet requet and review budget allocation
periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individual community members, local organizations, schools,
libraries. institutions, agencies, recreational facilities, and
businesses.

Give talks and demonstrations; conduct library orientations.

Arrange displays of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports.

Actively seek out and assist the public in the use of library resources.

Organize group activities which utilize library facilities and resources.

Request information concerning community changes from the City Planning
Department and other City departments.

Refrain tram making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation

Request materials and services from other Library divisions.

Latest developments

Read protessivitl literature, attend meetings and conferences, visit
Iftrtries, and view demonstrations of new methods and equipment.

Materials

Review Itbraiv media, order sugostions, in'! vie indicators as 3 basis

for selection.
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Review new library Materials as received.

Analyze librdry collections and withdraw materials no longer suitable.

Supply trade bibliographic information on order and withdrawal records.

Coziduct inventories of library materials.

Consult with vendors of library materials and publishers' representatives.

Materials circulation

Charge and receive library materials.

Reserve library materials and maintain files.

Collect fines on overdue library materials.

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Inspect, collate, and clean library materials.

Shelve returned library materials and shelf-read stacks on a continuous
basis.

Appraise damaged library materials.

Mend library materials requiring minor repairs.

Materials processing

Cover library materials with plastic.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time worked 1...,coeds; prepare work performance reviews and

counsel as necessary; determine training needs and conduct specialized
in-servic training.

Insure that staffing is provided at all public desks.
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Conduct stali meetings.

Policies and procedures

Read 1,11t.m., ptokk.d,it d :aaLuals, 1.4.mos, and reports; disseminate

intormatton, report ou problem areas and suggest procedural improvements;

attend stall meetings.

Explain Library policies and procedures to the public.

Review proteduies, activities, and services, and incorporate changes in

division manual revisions.

Records and files

File and withdraw public catalog cards and records, accurately and

promptly.

Prepare and file correspondence and compile statistics.

Receive and record money accurately.

Reference and information

Explain the resources, catalogs, and indexes to the public.

Answer reference questions.

Assist the public in the location of library materials.

Have a general knowledge of the duties and opPrating procedures involved

in manning public desks.

Direc.t and explain to the public the use of the library facility.
.. .

Assist the public in the location of materials and services not provided
by the library system.

Services

Prepare and e%aluat questionnaires concerning services.

Conduct staff .onferences to plan and evaluate services and programs.

Inform other Library divisions of public reaction toward Library policies,
procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that no
longer fulfill the needs of the community.
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Supplies, equipment and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as required.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties list;
interview volunteers; train volunteers; schedule and supervise volunteers;
maintain records of time worked; and evaluate work'performance.
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LIBRARY OFFICE

DIVISION OBJECTIVE

The Library Otfice will provide centralized direction for all Library
divisions, furnishing information necessary for the efficient internal
operation of the Department and for the Department's relations with
other City departments as well as outside organizations and individuals.

DIVISION GOALS

Budget

Administer and coordinate Library fiscal procedures.

Cooperation

Act as liaison with the Library Board and the Friends of the Library.

Personnel

Administer the Library's personnel program.

Implement the City's affirmative action program in the Library.

Policies and procedures

Insure that pertinent information is promptly conveyed to employees.

Public relations

Coordinate an active publication program.

Serve as reception point for callers on library business.

Records and files

Expeditiously handle correspondence to, from, and within the Library.

Supplies, equipment, and maintenance

Provide for the efficient physical operation of the Library.

GENERAL GOALS

Budget

Recommend realistic divisional budget requirements and make the most
effective use of the budget allocation.
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Community relations

Keep in mind that the Library is a public service agency and make
every effort to be courteous and helpful while displaying judgment
and tact.

Maintain a business-like appearance and attitude with the public and
staff.

Develop an awareness Of the nature and resources of the surrounding
community.

Promote public awareness of services the Library renders by utilizing
all possible communications media.

Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Conduct studies and research, both original and secondary, in
divisional areas of activity, and make results available.

Participate in City-wide programs.

Work with groups, organizations, and other agencies.

Cooperation

Provide assistance to, receive assistance from, and cooperate with
other Library divisions, City departments, and other agencies and
groups as required,

Latest. developments

Be aware of the latest developments in the division's area of activity
and the library field in general and apply whey' appropriate.

Personnel

Make maximum use of staff.
Provide a productive and pleasant working environment.

Policies and procedures

Be aware of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.
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fit WA,1 1.161 .C4 or;; t ion, ',trot Lore, and personnel SO that
tn pub 'An h. dir,ctod to the proper source for assistance.

Servites

Pia ;(I& let adyqq.itt maript,%,,tr and mat.. vials to continue any initiated

or p Aimed St 1.."1e, . or proiLrariS.

Be aware of public reaction toward Library services, resources,
pr;et,(Inrk S, proktr iris, and I aci

Supplies, equipment, and maintenance

Insurt adtquatt supplies are availablt and that equipment used by the
public and staff' is kept operable.

ht aware of building maintenance needs.

Volunteers

Make maximum use of volunteer assistance.

DIVISION ACTIVITIES

Budget

Coordinate budget preparation and administration.

Personnel

Inicrprtc pro1.4ionq ot. salary plans, Civil Service Regulations, and
othtt decumtuts r. latitw to City personnel policy.

Take otompt attion to improve working conditions.

04),i. 4 :tit' 11.1' 1. .'11+ ttt l ity personnel polik ies in case of disagree-
mutt or as otherwise required.

!Ibt H. vsitions in terms of cequirements, duties, and
t, spen'Ibi

;14 .ipp I I, at ion'. Ior Library posi L ions; ma i n t ain eligible

list ler use in filling vat and les.

Coe, rtt p. solup Ilcdt1 i rq .111(1 p rov i de s rat i ng in emergency

Si 1,1 it 1;,11

Wt,t;z Ath division ht. Rh. ill plannine, mote effitient use of employee
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I

Conduct .111d up-date surveys of personnel by race and sex.

Implement A program of employee safety.

Coordinate scheduling of Library delivery clerk.

Schedule and arrange for testing of applicants and employees (for
pact-time positions).

Policies and procedures

Prepare and di:.tribute memos to Library staff regarding policies and
procedures to be followed in the operation of the Library.

Disseminatv Information to employees regarding activities concerning them.

Public relations

Receive callers.

Record appointments.

Generate reports, incorporating statistics and other information
furnished by Library divisions.

Assist in the preparation and editing of Library procedural manuals,
studies, and publicity releases.

Records and files

Process payfoll information accurately and adjust records as required.

Maintain complete files of all incoming and outgoing memos and other
correspondence.

Prepare outgoing Library correspondence in acceptable final form.

Receive and route incoming correspondence by telephone and City
inter-departmental mail.

Maintain records of requests for use of Library Lecture Hall.

Receive and review user's reaction forms and route to appropriate
divisions for action.

Supplies, equipment, and maintenance

Initiate requisitions fur supplies and equipment needed by other Library
divisions.

Prepatt work ordeIN for maintenance of library buildings and request
maintenance service on library equipment.
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GLNIRAL ACTIVITIES

Budget

Prepare divi,,ion', budget request and review budget allocation
periodik,a11%.

tommunicv relations

Pre pare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individual community members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and
businesses.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports.

Request information concerning community changes from the City
Planning Department and other City departments.

Refrain from making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

CQoperation

Request materials and services from other Library divisions,

Latest developments

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of new methods and equipment.

Materials circulation

Reserve library materials and maintain files.

Personnel

tenLacL scliools ,ind other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Intclviet, -pplicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.
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Insure that staffing is provided at all public desks.

Conduct staff meetings.

Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate
information; report on problem areas and suggest procedural improve-
ments; atcend.staff meetings.

Explain Library policies and procedures to the public.

Review procedures, activities, and services, and incorporate changes in
division manual revisions.

Records and files

Prepare and file correspondence and compile statistics.

Initiate claims for library materials not received.

Receive and record money accurately.

Reference and information

Have a general knowledge of the duties id operating procedures involved
in manning public desks.

Direct and explain to the public the use of the Library facility.

Assist the public in the location of materials and services not
provided by the library system.

Services

Inform ether Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that no
longer fulfill the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as required.

Survey public areas of the Library for maintenance needs.
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Volunteers

Contact possibl( sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate, work
performanc..
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CIRCULATION DIVISION

DIVISION OBJECTIVE

The Circulation Division will provide a means for the public to borrow
and return library materials; make library materials accessible to the
public.

GENERAL COALS

Budget

Recommend realistic divisional budget requirements and make the
,

most effective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
every effort to be courteous and helpful while displaying judgment
and tact.

Maintain a business-like appearance and attitude with the public
and staff.

Develop an awareness of the nature and resources of the surrounding
community.

Promote public awareness of services the Library renders by utilizing
all possible communications media.

Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Conduct studies and research, both original and secondary, in
divisional areas of activity, and make results available.

Participate in City-wide programs.

Be aware of and initiate assistance when need is evident.

Work with groups, organizations, and other agencies.

Cooperation

Provide assistance to, receive assistance from, and cooperate with
other Library divisions, City departments, and other agencies and
groups as required.
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Latest developm(nts

Le aw ire of cite latest. developments in the division's area of activity
and the library field in general and apply where appropriate.

Mater! t Is c i rcu 1 it ion

Provide A procedure for charging, .eceiving, and reserving library
materials that will be easy to use, accurate, and require a minimum
transactiop time.

Mater:As maintenance

Insure that library matetials are promptly reshelved when returned and
that stacks arc in good order.

Insure ti'ot library materials are in good condition before being
reshelved.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and procedures

Be awars' of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a service
that is responsive to the public.

Records and tiles

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and intormation

i,e aware of the Library organization, structure, and personnel so that
the public can be directed to the proper source for assistance.

Services

Review and evaluate services on a continuing basis to insure a service
that is responsive to the public.

Provide for adeqwtte manpower and materials to continue any initiated
or planned services or programs.

Be aware 01 pnblic reaction toward Library services, resources,
procedures, pro,,,rams, and facilities.



Supplies, equipment, and maintenance

Insure idequate supplies are available and that equipment used by the public
and staff is kept operable.

Be aware of building maintenance needs.

Volunteers

Make maximum use of volunteer assiv.:ance.

GENERAL ACTIVITIES

Budget

Prepare division's budget request and review budget allocation periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Contict individual community members, local organizations, schools, libraries,
institutions, agencies, recreational facilities, and businesses.

Attend and participate in community meetings and activities.

Make studies and reports.

Refrain from making negative statements to the public concerning City policies
or activities and avoid persomA or controversial subjects.

Cooperation

Request materials and services from other Library divisions.

Latest developments

Read professional literature, attend meetings and conferences, visit libraries,
and view demonstrations of new methods and equipment.

Materials circulation

Charge and receive library materials.

Reserve library materials and maintain files.

Collect fines on overdue library materials.

Search public stacks for requested library materials.

Receive and route library materials.
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Services

Prepare and evaluate questionnaires concerning services.

Conduct staff conferences to plan and evaluate services and programs.

Inform ocher Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that no
longer fulfill the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as required.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties list;
interview volunteers; train volunteers; schedule and supervise volunteers;
mainciin records of time worked; and evaluate work performance.
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Cooperation

Provide assistance to, receive assistance from, and cooperate with
other Library divisions, City departments, and other agencies and
groups as required.

Latest developments

Be aware of the latest developments in the division's area of activity
and the library field in general and apply where appropriate.

Materials circulation

Provide a procedure for charging, receiving, and reserving library
materials that will be easy to use. accurate, and require a minimum
transaction time.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and Procedures

Be aware of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and inlormation

Be aware of the' Library organisation, structure, and personnel so that
the public can be directed to the proper source for assistance.

Services

Review and evaluate services on a continuing basis to insure a service
that is responsive to the public.

Provide for adequate manpower and materials to continue any initiated
or planned services or programs.

Be aware of publi( reaction toward Library services, resources,
procedures, programs, and facilities.
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Refrain from making negative statements to the public concerning
Cite polici(s or activities and avoid personal or controversial
subjects.

Cooperation

Requvt:t material:. and services from other Library divisions.

Latest d(velopments

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of new methods and equipment.

Materials circulation

Reserve library materials and maintain files.

Collect fines on overdue library materials.

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Appraise damaged library materials.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

Insure that staffing is provided at all public desU.

Conduct staff meetings.

Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate
information; report on problem areas and suggest procedural improvements:
attend staff meetings.

Explain Library policie: and procedures to the public.

Review procedures, activities, and services, and incorporate changes in
division manual revisions.
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REFERENCE DIVISION

DIVISION OBJL- VE

The Reference Division will provide specialized service to adults by
assisting them co locate and use adult library materials and will perform
readers advisory service employing reference librarians.

DIVISION GOALS

Reference and information

Learn the Library collection as thoroughly as possible.

GENERAL GOALS

Budget

Recommend realistic divisional midget requirements and make the
most effective use of the budget allocation.

Community relations

Keep in mind chat the Library is a public service agency and make
every effort to be courteous and helpful while displaying judgment
and tact.

Maintain a business-like appearance and attitude with the public
and staff.

Develop an awareness of the nature and resources of the surrounding
community.

Promote public awareness of services the Library renders by utilizing
all possible communications media.

Develop and maintain an atmosphere of trist and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Be aware of public needs for informal.ion and library resources avail-
able in order to provide the means to answer these needs.

Conduct studies and research, both original and secondary, in
divisional areas of activity, and make results available.

Participate in City-wide programs.

Involve ommunitv members in planning of and parxicipation in library
service and programs.
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Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and information

Provide reference and information services.

Give readers advisory service.

Be aware of the Library organization, structure, and personnel so that
the public can be directed to the proper source for assistance.

Teach the public how to find library materials.

Have at least: one well-trained reference librarian on duty at all times
the Library is open.

Services

Review and evaluate services on a continuing Lasis to insure a service
that is responsive to the public.

Provide for adequate manpower and materials to continue any initiated or
planned services or programs.

BC aware of public reaction toward Library services, resources,
procedures, programs, and facilities.

Provide guidance and training in, the use of the Library to promote
knowledge and reading enjeyent.

Supplies, equipment, and maintenance

Insure adequate supplies arc available and that equipment used by the
public and staff is kept operable.

Be aware of building maintenance needs.

Volunt:ers

Make maximum use of volunteer assistance.

DIVISION ACTIVITIES

Latest developments

Be familiar with the City administration, policies, and function, and
its relationship to the public.
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kl t Ls t the le and Library Service

Collection mat, ri

Record-; Ind III,s

Maintain pablititv tiles.

Read metropolitan and local newspapers daily (off-desk).

Services

Give priori t\ -erylee to those who appear in person.

GrNERAL Acmirirs

Prepare diision', ;,udgt request and review budget allocation
periodically.

Communit% relations

Prepare news rtleases, brochures, leaflets, and posters.

Prepare booklist.s.

contatt (adiidaal kommunit% members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and
hq;=ArN,3(..s.

Give tolk, and dmnstracion; conduct library orientations.

Arrin4o dipla\s ol library materials.

Maintain public ball, tin hoards.

Att.nd Ind parti, ipitt in tom munItv meetings and activities.

ma k, (lid report,.

A, tiel. out ani a.,0.ist the public in the use of library resources.

-oust A.t0.1tIcs whl, h tit i 1i. e libraiv facilities and resources.

Rqu,:,t Int to (on((rnine t.ommunliv changes from the City Planning

Departm, nt ind other City depirtments.

P, ntgitiVe tit Itmcnts to the public concerning City

pollik- 01 .it and avoid per,,onal or t.ontroversial subjects.
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Cooperation

Request materials and services from other Library divisions.

Latest developnvnts

Read professional literature, attend meetings and conferences, visit
libraries, =1 view demonstrations of new methods and equipment.

Materials

Rev;ew library media, order suggestions, and use indicators as a
basis for selection.

Review new library materials as received.

Analyze library collections and withdraw materials no longer suitable.

Conduct inventories of library materials.

Consult with vendors of library materials and publishers' representatives.

Materials circulation

Reserve library materials and maintain files.

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Shelve returnA library materials and shelf-read stacks on a continuous
basis.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time wotked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

Insure that staffing is provided at all public desks.

Conduct staff meetings.
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Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers: schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.
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Librart.', .nitial toot et yith tit ittizen who requests information
conciming library 'services and materials.

INFORMAIION ARVItL GOA1 :1

Re +t rk. uct and Int it :no t ion

Pro%ide a finoted rkad. ittereme service including information
on 'ommunit%

Seek and be awirt oi information concerning activities of and

within the city.

Proide floormation service in Spanish.

GENERAL GOALS

Community relations

Keep in tuind that the Library is a public service agency and make

every efloit to bk courteous and helpfal while displaying iudgment

and tact.

Maintain a business-like appearance and attitude with the public

and stall.

Dtvt lop an awareness, of tht natere and resources of the surrounding

comirintr..

Pr,)11,1tt iwareness of the services the Library renders by

utilizing ill possible communications media.

Ott, lop ind maintain in ionosphere of trust and cooperation with

tomilanit, iii.ol ink; both an organidied and spontaneous approach

to public relation:.

.! pqkilic needs for information and library resources

a: III shit 111 .order t , provide the int ant to answer these needs.

t.ontlakt -ta01,, dna r, starch, both original and secondary, in
aA ictivitv, and make results available.

Pinis ip.1t in I i programs.
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Involve community members in planning of and participation in
library service and programs.

Bl' aware of and initiate assistance when need is evident.

Work with groups, organizations, and other agencies.

Cooperation

Provide assistance to, receive assistance from, and cooperate
with other Library divisions, City departments, and other agencies
and groups as required.

Latest developments

Be aware of the latest developments in the division's area of
activity and the library field in general and apply where
appropriate.

Materials

Idtntify and select library materials, based on an approved selection
,policy, so as to provide an ample collection of all forms of library
materials that reflect the interests and needs of the community.

Entourage library users and staff to make order suggestions.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and procedures

Be aware of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and information

Provide reference and information services.

Be aware of the Library organization, structure, and personnel so that
the public can be directed to the proper source for assistance.

Teach the public how to find library materials.
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GENERAL ACTIMIES

Commtnity relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact ind)vidual community members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and
businesses.

Give talks and demonstrations; conduct library orientations.

Arrange displays of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports.

Actively seek out and assist the public in the use of library resources.

Organize group activities which utilize library facilities and resources.

Request information concerning community changes from the City Planning
Department and other City departments.

Refrain from making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation

Request materials and services from other Library divisions.

Latest developments

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of new methods and equipment.

Materials

Review library media, order suggestions, and use indicators as a basis
for selection.

Review new library materials as received.

Analyze library collections and withdraw materials no longer suitable.

Conduct inventories of library materials.
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Interview Adp1.kants for positions; schedule and supervise personnel;
maintain iln worLed records; prepare work performance reviews and
counsel as occessatv; determine training needs and conduct specialized
in-service training.

Insure that stAtting is provided at all public desks.

Conduct stall mvetings.

Policies and irocedures

Read Libiory procedural manuals, memos, and reports; disseminate
information, report on problem areas and suggest procedural improve-
ments; 'attend staff meetings.

Explain Library policies and procedures to the public.

Review procedures, activities, and services, and incorporate changes in
division manual revisions.

Records and iil.'s

File and withdraw public catalog cards and records, accurately and
pr'ompt1v.

Prepare and fih correspondence and compile statistics.

Rultrcnel And information

Explain tilt resources, catalogs, and indexes to the public.

AsAst tlo public in the 'location of library materials.

ii4Vu 4 ken, 1al know1c4e 01 the duties and operating procedures involved
in -tanning public desks.

Direct old expltin to the public the use of the Library facility.

As,,i,,t, ti, iyll, is the !ocation u1 materials and services not
provided Lv tilt ilbrar, ,:stem.
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Services

Prepare and evaluate questionnaires concerning services.

Conduct staff conferences to plan and evaluate services and programs.

Inform other Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that
no longer fulfill the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as
required.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.
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:,IA:12,1, P,1.1,1(ArIONS Alit. DocrmL:,,rs DIVISION

The S.ital Publikatlaw, and Docmnt Division, as adjunct to the public
:.ervit(.. 1.(.1 .1ns, (.ill plo.id( tlik serial, tontinuation, microform, and
document r(qoalcs ne(ded and wanted by the community.

DIVISION GOALS

Provide an ctlicivnt mail and materials routing service.

GENERAL GOALS

Paidget

R(commn d rtalistic divisional budget requirements and make the most
effective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
every (ffort to be tourteous and helpful while displaying judgment
and tact.

Maintain a busine,,s-like appearance and attitude with the public and
staff.

Devi [op an awartness of the nature and resources ,' the surrounding
community.

Proota ()obit( awaieness of services the Library renders by utilizing
all possibl (ommunications media.

D(v4lop and miintain an atmosphere of trust and cooperation with the
kommonitv ilivolving both in organized and spontaneous approach to
public rlations kLiViLlkS.

11( Aware 01 publi( needs for information and library resources available
in (rder to ptovid( tt( means to answer these needs.

Wndukt studics and research, both otiginal and secondary, in divisional
ara. (1 activitY, and make resuits available.

Palti(ipat. in ( it--wide prof rams.

Po. awar, ei and initiate as,.Istani. when need is evident.

Wotk uuth ,qoupN, organizations, and other. agencies.
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Cooperation

Provide assist nee to, receive assistance team, and cooperate with
other Library divisions, City departments, and other agencies and
groups as required.

Latest developments

Be awaik, of the latest developments in the division's area of activity
and the library field in general and apply where appropriate.

Materials

Identify and select library materials, based on an approved selection
policy, so as to provide an ample collection of all forms of library
materials that reflect the interests and needs of the community.

Review and evaluate resources on a continuing basis to insure
collections are current and continue to reflect the needs of the
:ommunitv.

Encourage library users and staff to make order suggestions.

Materials maintenance

insure that library materials ire promptl> rushelved when returned and
that stacks are in good order.

insure that library materials are in good condition before being
reshelved..

Materials processing

Employ syste ms of cataloging and processing best suited to the nature
of the various media.

Provide fully processed library materials that are attractively packaged
for the public.

Review and evaluate procedures on a continuing basis to insure an
efficient flow of library materials through all processing stations.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environmcnt..

Policie.; ,'fld procedures

Br aware of Library policies and procedures.



plok,dur.s on A kontinuing basis to insure a

skr%., that is i,,!sonsivk to thc

k 4:01.c1; .111.1 it is

P:ovid, and Aini tin akeur.it, , komplete, up-to-date records, catalogs,
and ille;;.

Reference and information

Prmidk retkrenee and in formation services.

C.:ye readkis advisor% service.

Bk aware ol the Librar\ organi.iation, structure, and personnel so that
Che publik ean be directed to the proper source for assistance.

Teach the public ho., to find library materials.

Services

Rkview and kaluate serves on a continuing basis to insure a service
that is responsive to the public.

Provldk for adequati manpowcr and materials to continue any initiated
or planned services er programs.

B. aware public reaction toward Library services, resources,
procedures, programs, and facilities.

Provide guidance and training in the use of the Library to promote
knowledge and reading enjoyment.

supplies. equtnment, an.'. maintenance

Instate adequat, supplies ark available and that equipment used by the
public and stall is kept operable.

Be aware of building maintenance needs.

Volunteers

Make maxin:um use of volunteer assistAnce.

1)1V1S1ON At HVITIES

Mattrials orockss1n4

prkpark, Its: 1\ process bindery shipments.



Records and files

Maintain shelf list for continuations and documents.

Maintain want list of serials, continuations, and documents.

Sort and route mail.

Maintain NAsifile of serial publications for public use.

GENERAL ACTIVITIES

Budget

Prepare division's budget request and review budget allocation periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individu 1 community members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and
businesses.

Give talks and demonstrations; conduct library orientations.

Arrange displays of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports,

Actively seek out and assist the public in the use of library resources.

Request information concerning community changes from the City Planning
Department and other City departments.

Refrain from making negative statements to the public concerning City
,policies or activities and avoid personal or controversial subjects.

LEIELEILimn

Request materials and services from other Library divisions.

Latest developments

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of new methods and equipment.
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Mateitlis

Revi,w tibial-% likdia, order suggestions, and use indicators as a basis
lor selecion.

Review net, library materials as received.

Anal..ie librar% LolltLtions and withdraw materials no longer suitable.

Supply trad, bibliographic information on order and withdrawal records..

Conduct inventories, of library materials.

Consult with vendors of library materials and publishers' representatives.

Return defective or unwanted library materials.

Materials circulation

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Inspect, collate, and clean library materials.

Shelve returned library materials and shelf-read stacks on a continuous
basis.

Appraise damaged library materials.

Mend library materials requiring minor repairs.

Materials orocessin'.

Order, receive, and process library materials.

Cover library materials with plastic.

Personnel

ContaLt ,Lhools and other employment sources in recruiting applicants for
positions, utiliing affirmative action standards.

lutcrview applitints for positions; schedule and supervise personnel;
maintain tim, ...,rkkd records; prepare work performance reviews and
counskl .I,: ncLessarv; determine training need:: and conduct specialized
in- service training.

insure that stafting is provided at all public desks.

Conduct statt :11, , t in.: .

1
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Policies and procedures

Read Library procedural manuals, memos, and reports; dissiiminate
information, ikport on problem areas and suggest procedural improvements;
attend staff meetings.

Explain Library policies and procedures to the public.

Review procedures, activities, and services, and incorporate changes
in division manual revisions.

Records and files

Pile and withdraw public catalog cards and records, accurately and
promptly.

Prepare and file correspondence and compile statistics.

Maintain account records for divisional library materials.

Initiate claims for library materials not received.

Reference and information

Explain the resources, catalogs, and indexes to the public.

Answer reference questions.

Assist the public in the location of library materials.

Have a general knowledge of the duties and operating procedures
involved in manning public desks.

Direct and explain to the public the use of the library facility.

Assist the public in the location of materials and services not provided
by the library systm.

Services

Prepare and evaluate questionnaires concerning services.

Condu-t staff conferences to plan and evaluate services and programs.

inform other Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that no
longer fulfill the needs of the community.
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Supolitt" tquipmtnt, and maintenani:e

Request supplies and maintain a stock inventory.

lutptet AIA kl,a11 kqui!ment and request maintenance service as required.

Surve% public att is of the Library for maintenance needs.

Volunteers

Lontakt possible sourLes of volunteer assistance; prepare job dutie,s list;
intervie ,oluntetrs; train volunteers; schedule and supervise volunteers;
maintain rkeords of time worked; and evaluate work performance.
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CHILDREN'S DIVISION

DIVISION OBJECTIVE

Provide specialized resources, services, and programs for children
(pre-school through junior high school) utilizing assigned areas and
employing children's librarians.

DIVISION GOALS

Cooperation

Serve to supplement and enrich, rather than substitute Tor, the
school library.

Reference and information

Provide guidance and assistance to parents and other adults who
are attempting to nurture knowledge, reading enjoyment, and the
use of the Library by children.

GENERAL GOALS

Budget

Recommend realistic divisional budget requirements and make the
most effective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
every effort to be courteous and helpful while displaying judgment
and tact.

Maintain a business-like appearance and attitude with the public
and staff.

Develop an awareness of the nature and resources of the surrounding
community.

Promote public awareness of services the Library readers by utilizing
all possible communications media.

Devidop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Be aware of public needs for information and library resources
available in order to provide the means to answer these needs.
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ond t .t kid i ind t, .eafc h , both ortt,ina1 and secondary, in

d siona I art a- )1 sie I iv i tv, and make results available.

Participate in t,it-wide programs.

involve eommunit member:. to planning of and participation in library

servi,.e and ptograms.

Be aware o and initiate assistance when need is evident.

Work with groups, organizations, and other agencies.

Coo)eration

Provide aasist inee to, receive assistance from, and cooperate with other
Library diyi:jon:,, City departments, and other agencies and groups as

required.

Latest developments

Be aware of the latest developments in the division's area of activity
and the library field in general and apply where appropriate.

Materials

identify and Select library materials, based on an approved selection
policy, so as to provide an ample collection of all forms of library
materials that reflect the interests and needs of the community.

Review and evaluate resources on a continuing basis to insure collections
are current and continue to reflect the needs of the community.

Encourage library users and staff to make order suggestions.

Materials processing

Emplo'. 01 tatAloOng and processing best suited to the nature of

the various media.

Prw.tele full} pieee.ssed library materials that are attractively packaged

for the publie.

Personnel

Maltc may.imciv. t.t 0: staff.

Provide a productive and pleasant working environment.

Policies and procedqreq

Be aware el Library policies and procedures.
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Review and evdludte procedures on a continuing basis to insure a
service chat is responsive to the public.

Records and tiles

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and information

Provide referonce and information services.

Give readers advisory service.

lip aware of the Library organization, structure, and personnel so that
the public can be directed to the proper source for assistance.

Teach the public how to find library materials.

liaN.,c at least one well-trained reference librarian on duty at all times
the Library is open.

Services

Review and evaluate services on a continuing basis to insure a service
that is responsive to the public.

Provide for adequate manpower and materials to continue any initiated
or planned services or programs.

Ili aware of public reaction toward Library services, resources, procedures,
programs, and facilities.

Develop programs responsive to community needs.

Provide guidance and training in the use of the Library to promote
knowledge and reading enjoyment.

Supplies, equipment, and maintenance

insure adequate supplies are available. and that equipment used by the
public and staff is kept operable.

Be aware of building maintenance needs.

Volunteers

Make maximum use of volunteer assistance.
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ion!, p,1,0,1:. illy ..itb Processes Division staff concerning
the processin4 61 khildien's materials.

Policies .rocs procedure:

Re.,iew and revisc. Library of Congress classification adapted for

children's library materials.

Services

Arrange school programs upon request and schedule school visits.

Conduct story hours, preschool, film, and related programs.

Pim and present children's programs related to community events and
holidays.

GhNERAL ACTIVITIES

Budget

Prepare division's budget request and review budget allocation periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individual community members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and

businesses.

Give talks and demonstrations; conduct library orientations.

Arrange displays of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Mate dnd report:;.

ActiveLy '.kk out and assist the public in the use of library resources.

organize group activitic's which utilize library facilities and resources.

P. dust iniormition conterning community changes from the City Planning
Department And other k,ity denirtments.
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Rkfrain from making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation

Request materials and services from other Library divisions.

Latest developments

Read professional literature, attend meetings and conferences, visit
libraries, and view d,monstrations of new methods and equipment.

Materials

Review library media, order suggestions, and use indicators as a basis
for selection.

Revicw new library materials as received.

Analyze library collections and withdraw materials no longer suitable.

Supply track: bibliographic information on order and withdrawal records.

Conduct inventories of library materials.

Consult with vendors of library materials and publishers' representatives.

Materials circulation

Reserve library materials and maintain files.

Search public stacks for requested library materials.

Receive and route library materials.

Materials processing

Cover library materials with plastic.

Personnel

Contact schools ;Ind other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counsel as neeessary; determine training needs and conduct specialized
in-service training.

Insure that staffing is provided at all public desks.

Conduct staff meetings.
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i.d. id libt it.% pt,iitidiA1 mdnuals, memos, and reports; disseminate
inloptiation; :evert on problem areas and suggest procedural
irpiov.ircut.; itteod st itf meetings,

Ixplain Library polities. and procedures to the public.

Rev it''.. prottdurts, activitits, and services, and incorporate changes
in division manual revisions.

Records and tilts

File and withdraw public catalog cards and records, accurately and
promptly.

Prepare and file corre-Tondcnce and compile statistics.

Reference and information

Explain the resources, catalogs, and indexes to the public.

Answer reference. questions.

Assist the public in the location of Library materials.

Have a general knowledge of the duties and operating procedures
involved in manning public desks.

r

Direct and explain to tlie pUblic the use of the library facility.

Assiizt the public in the location of materials and services not
provided by the Library system.

Services.

Prt pare and evaluate questionnaires concerning services.

Conduct stall conferences to plan and evaluate services and programs.

Intorm other Library divisions os public reaction toward Library
policies, procedures, services, and resources.

Diskontinue any strviit:, programs, activities, or procedures that no
longer lultill the needs of the conmunlity.

Supplies equIpment, and maintenance

Reqoest supplits and maintain a stock. inventory.

Inspect and clean equipment and request maintenance service as required.



Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.

-7!)-



14

..rNG ADM' DIVISION

:)Is ISIo:,. Dui 1.:( I.,.

Th( Young Adult Divt,ion will provide specialized resources, services,
and programs for \oung adults (ages 14 through 18) utilizing assigned
areas and employing young adult librarians.

GhNERAL GOA1S

Budget

Recommend realistic divisional budget requirements and make the
most vlivetive use of Inv budget allocation.

Communitv relation:,

Keep An mind that the Ltbt try is a public service agency and make
every effort to be courteous and helpful while displaying judgment
nd tact.

Maintain a busimns-like appAirance and attitude with the public
and staff.

Develop an awareness of the nature and resources of the surround-
ing community.

Promote public awaienesq of serices the Library renders by
utilizin)., all possible ,ommunications media.

Develop and maintain .in atmo,pbere of rrost and cooperation with
th( communit. 1n..olving both an organized and spontaneous approach
to public relation:. activities.

Be aware 01 public needs for information and library resources
availabl. in order to pi...vide the means to answer these needs.

(onduct ,,tedt. , and re:ockrch, both original and secondary, in
diviA,Inal (r. as ot activity, and make results available.

Pattt(tpAt, .n titv-,..ide progrims.

Invlv. (,Immitnit_ Timbers in plinning 01 and participation in
I ibr try ql r% 1, (nd pror r,me..

Be a...itu of Ind :nitlate tqsktan. c whin need is evident.

Wor% ..ith zt0up:,, oNtoliz.aticns, Ind oth(t apAncieS.
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Cooperation

Provide assist 'nee to, receive assistance from, and cooperate with
other Ltbrtt.,. City departments, and other agencies and
groups as required.

Latest developments

Bc aware of the latest developments in the division's area of
activity and the library field in general and apply where
appropriate.

Materials

ldentit\ and seleLt library materials, based on an approved selection
pone.., so as to provide an ample collection of all forms of library
materials that reflect the interests and needs 01 the community.

Review and evaluate resources on a continuing basis to insure
collections arc current and continue to reflect the needs of the
community.

Encourage library users and staff to make order suggestions.

Materials processing,

Employ systems of cataloging and processing best suited to the
nature of the various media.

Provide fully processed library materials that are attractively
packaged for the public.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and procedures

Be aware of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
Ind files.

Reference and information

Provide reference and information services.
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tic A."IL J. -L 1 stlaetur., and personnel so
:11.1( elk ' t. ..n b, d;rected to th, proper source for assistance.

r,aen ho. to lind libiary

hav, at. :t as: on, ukil-train,d rkterknee librarian on duty at all
times the ::br.ry is op.n.

Servi..cs

and e\,...at, -:,r\!ces on a continuing basis to insure a
scr\iee that I,: rospensiv, to the public.

Pro\id, manpower and materials to continue any initiated
or planned skr\ices or programs.

Be o: pub11, reaction toware Library services, resources,
procedures, ptograms, and

:)evelop progr.ms rcsponsive to community needs.

i'rovidc guidon., and training in t!,e use of the Library to promote
knowled:e and reading en:ovment.

Supplies, eQuitv-hnt, and maint,nance

Insure adLquot, arc available and that equl;ment used by the
publi ,nd sta:t is ::ept. operable.

it aware o: nitntenane needs.

Volunteer:,

MaK, ma,1 %,,.-ntcer assistan.c.

DIVISION A, .1 .

Matria:,

- book -t.1c:tIon c:mmiztee composed of the Library's young
adult :,rartan,t a.tults.

, .r.er n.. t:ks \1/4.:1,i, :omr-onitv activity file.

Pabli. rc.Attons

In:ttat, a \ :.ervicc whose members would
act as nei.::,boro:d 1.,t.c.n tn. :Ibrary and the community.
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S -vices

Conduct a discussion group which considers topics that are relevant
to young adults.

Offer a vocational ghiclance program which includes library materials,
speakers, and field-trips.

Create a tutoring service sponsored by young adults and geared to
assisting young adults.'

Develop projiLts grated to the interests and needs of out-of-school
youths.

GENERAL ACTIVITIES

Budget.

Prepare division's budget request and review budget allocation
periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individual community members, local organizations, schools,
libraries, institutions, agencies, recreational facilities, and
businesses.

Give talks and demonstrations; conduct library orientations.

Arrange displays of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports.

Actiy(ly stet: out and assist the public in the use of library resources.

Organize group activities which utilize library facilities and resources.

Requtst information concerning community changes from the City Planning
Department and other City departments.

Rctrain from making negative statements 'to the public concerning City
policies or activities and avoid personal or controversial subjects.
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Cooperation

Rkquest mal,rills and strvices from other Library divisions.

Latest ceyelopmtnts

Read protcssionil litLrature, attend m.,tings and conferences, visit
librariLs, and :iew dLmonstrations of new methods and equipment.

Materials

Review library media, order suggestions, and use indicators as a
basis for selection.

Review new library materials as received.

Anal:.... librat\ ..Illections and withdraw materials no longer suitable.

Conduct inventories of library materials.

Consult sith 1/4,ndors of library materials and publishers' representatives.

Materials circulation

Reserve library materials and maintain files.

Search publiC stacks for requested library materials.

. Receive and route library materials.

Personnel

ionta,t s;Lhocls and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Int,ri,. appll,ants for positions; schedule and supervise personnel;
maintain timL .crktd rtLords: prepare work performance reviews and /
coansL1 as nt.,kssit., determine training needs and conduct specialized
in-service training.

In,,Irk 0,1: s:o:Iing is provided at all public desks.

Cor.kilet ss:ai: ,,rin.sz.

P)11ct.'s and iocedurs

1.1t,. :ClorA:. -r.cedural manuals, memos, and reports; dissemina
intormation, itport .n oroblem areas and suggest procedural im ve-
Int ;11:,: . 1 : t ro.: :. t..1 : f 7't S t ings.

F\pilin :ibrary policies; and procedures to the public.

/



Review procedures, activities, and services, and incorporate changes
in division manual revisions.

Records and files

File and withdraw public catalog cards and records, accurately
and promptly.

Prepare and file correspondence and compile statistics.

Reference and information

Explain the resources, catalogs, and indexes to the public.

Answer reference questions.

Assist the public in the location of library materials.

Have a general knowledge of the duties and operating procedures
involved in manning public desks.

Direct and explain to the public the use of tha library facility.

Assist the public in the location of materials and services not
prbvided by the library syste.M.

Services

Prepare and evaluate questionnaires concerning services.

Conduct staff conferences to plan and evaluate services and programs.

Inform other Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, .activities, or procedures that
no longer fulfill the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as required.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.
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AUDIO-VISUAL DIVISION

DIVISION OBJUTIVL

the Audio- visual Division will provide specialized audio-visual materials,
servic,es, and programs utilizing assigned areas and employing audio-visual

librarians, and provide exhibits.

DIVISLON GOALS

Commui 'tv relations

Promote, plan, and produce displays and exhibits creating an
attractive atmosphere.

Materials

Recognize and utilirx the unique qualities of multi-media materials,
realizing the special needs of those who may not normally use the
Library's book resources.

Reference and information

interpret multi-media resources to the public and the Library staff.

Services

Provide programs utilizing multi-media materials.

GENERAL GOALS

Budget

Recommend realistic divisional budget requirements and make the
most effective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
ever effort co be courteous and helpful while displaying judgment

and tact.

Maintain a business-like appearance and attitude with the public

and staff.

Develop an awareness of the nature and resources of the surrounding
coimnuni t y .

Pr(-mote public awareness of services the Library renders by utilizing
all possible communications media._
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Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Be awre of public needs for information and library resources
available in order to provide the means to answer these needs.

Conduct studie:, and res(arch, both original and secondary, in divisional
areas of activity, and make results available.

Participate in City-wide programs.

Involve community members in planning of and participation in library
service and programs.

Be aware of and initiate assistance when need is evident.

Work with groups, organizations, and other agencies.

Cooperation

Provide assistancL to, receive assistance from, and cooperate with other
Library divisions, City departments, and other agencies and groups as
required.

Latest developments

Be aware of the latest developments in the division's area of activity
and the library field in general and apply where appropriate.

Materials

Identify and select library materials, based on an approved selection
policy, so as to provide an ample collection of all forms of library
materials that reflect the interests and needs of the community.

Review and evaluate resources on a continuing basis to insure collections
are current and continue to reflect the needs of the community.

Encourage library users and staff to make order suggestions.

Materials circulation

Provide a procedure for charging, receiving, and reserving library
materials that will be easy to use, accurate, and require a minimum
transaction time.

Materials maintenance

insure that library materials are promptly reshelved when returned and
thet stacks are in good order.
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Insure that library materials are in good condition before being

reshelved.

Materials processing

Employ systems of cataloging and processing best suited to the
nature of the various media.

Provide !elly processed library materials that are attractively
packaged for the public.

Review end evaluate procedures on a continuing basis to insure an
efficient flow of library materials through all processing stations.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and procedures

Be aware of Library policies and procedures.

Review and evaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,

and files. ,

Reference and information

Provide reference and information services.

Give readers advisory service.

I

Be aware of the Library organization, structure, and pers hnel so that
the public can'be directed to the proper source for assistance.

Teach the public how to find library materials.

Have at Ita.;.t one well-trained reference librarian on\duty.

the Library is open.

Services

/

all times

Review and (valuate services on a continuing basis to insu service

that is responsive to the public.

Provide for ddegeaty ...anpower dnd materials to continue an nitiated or

planned service'. or programs.
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Be aware of public reaction toward Library services, resources,
procedures, programs, and facilities.

Develop programs responsive to community needs.

Provide guidanLe and training in the use of the Library to promote
knowledge and reading enjoyment.

Supeies, equipment and maintenance

Insure adequate supplies are available and that equipment used by
the puolic and staff is kept operable.

Be aware of building maintenance needs_

Volunteers

Make maximum use of volunteer assistance.

DIVISION.ACTIVITIES

Community relations

Select, design, and schedule exhibits.

Ship, set up, and return exhibits.

Latest developments

Locate and contact sources of exhibit materials and visit source
locations.

Materials

Preview multi-media materials.

Materials processing

Perform descriptive cataloging and classification, using Library of
Congress classification for selected adult material and adapted
Library of Congress classification for children's material.

Verify and modify Library of Congress card information.

Services

Plan, coordinate, schedule, and conduct multi-media programs and
workshops inside and outside the Library.
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Prep ire U., i ,i, n':: laid .,.; rk,,,cs! ind rk view budget allocation
n, r i ,N0 i , i .

ormaln I L.. re i it I ...us

Prpar, ut....., ro lc 1;s. ., in ). hot es, leaf lets, and posters.

Pr, pare book11,-.1.s.

Contact fndtvidual k.)r.-:!unit.% membcrs, local organizations, schools,

librarik,;, institutions, .wencies, recreational facilities, and
businesses.

Give talks dud cL.mouscratims; conduct library orientations.

Arrangc display, of librory materials.

Maintain public bulletin boards.

Attend and partikipate in community meetings and activities.

Make studies and reports.

Accivety seek ouL And assi-t the public in ill( use of library resources.

Organize group activities which utilize library facilities and resources.

Request information concerning community changes from the City Planning
Department and other Ci tv departments.

Refrain frop mikin- nkgative ,.fatements to the public concerning City
polici.,, or nctivitic.. and avoid personal or controversial subjects.

Coupes t i on

Request latui ills and ',( rvic. s iron other Librany divisions.

Litt tit dev. i )1)'.en:s

R( al part ,i .1.41 1, t,rature, attend tat otings and conferences, visit
libririk-- and vi . demonstrattons cf new methods and equipment.

Materidl:,

Revt(w lib:at rAdia, wkle.t. suggestions, and use indicators as a basis
for ',el '( t i,n. .- ,
Rkvi-w new libr.trt watoriak as recoived.

Anal .z. library colle.tions and withdraw materials no lon,,er suitable.
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Supply trade bibliographic information on order and withdrawal records.

Conduct inventories of library materials.

Consult with vendors of library materials and publishers' representatives.

Return defective or unwanted library materials.

Materials circulation

Charge and receive library materials.

Reserve library materials and maintain files.

Collect fines on overdue library materials.

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Inspect, collate, and clean library materials.

Shelve returned library materials and shelf-read stacks on a continuous
basis.

Appraise damaged library materials.

Mend library materials requiring minor repairs.

Materials processinK

Order, receive, and process library materials.

Cover library materials with plastic.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

Ihsure that staffing is provided at all public desks.

Conduct staff meetings.
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Policies and procedures

Read Library procedutJ1 manuals, memos, and reports; disseminate
information; report on problem areas and suggest procedural improve-
ments; attend staff meetings,

Explain Library policies and procedures to the public.

Review procedures, activities, and services, and incorporate changes
in division manual revisions.

Records and files

File and withdraw public catalog cards and records, accurately and
promptly.

Prepare and file correspondence and compile statistics.

Maintain account records foi divisional library materials.

Initiate claims for library materials not received.

Receive and record money accurately.

Reference and information

Explain the resources, catalogs, and indexes to the public.

Answer reference questions.

Assist the public in.the location of library materials.

Have a general knowledge of the duties and operating procedures
involved in manning public desks.

Direct and explain to the public the uariof the library facility.

Assist the public in the location of materials and services not
provided by the library system.

Services

Prepare and evaluate Liu:ionnaiies concerning services.

Conduct staff conferences to,ptest and evaluate services and programs.

Inform other Library divisio f public reaction toward Library
policies, procedures, servic and resources.

Discontinue any services, > ams, activities, or procedures that no
longer fulfill the needs o community.
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Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

inspect and clean equipment and request maintenance service
as required.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact possible sources of volunteer assistauee; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.
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SoCIAL SERVICES DIVISION

D1':1SioN oBIECIIVE

Ilk SOLIA SCIThilltRI DiVIIitni Will provide special library service to those
in the community who are not tu I 1 y able to use library service in its

I rad i t iona I form.

DIVISION GOALS

Community relations

Become conversant with the physical and psychological problems
affecting the handicapped using library materials.

Materials circulation

Facilitate transportation of library materials to any patron unable
to use the Library.

Services

Establish and maintain library collections and services for local
institutions.

Supplies, equipment, and maintenance

Provide special materials and equipment usually inaccessible to the

handicapped.

GENERAL GOALS

Budget

Recommend realistic diAsional budget requirements and make the most
effective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
every effort to be courteous and helpful while displaying judgment
and tact.

Maintain J business-like appearance and attitude with the public and
staff.

Develop an lwareness of the nature and resources of the surrounding
community.

Promotc. public AL:ar,nci:, of services the Library renders by utilizing
All possible communications media.
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Develop and maintain an atmosphere of trust and cooperation with the
community involving both an organized and spontaneous approach to
public relations activities.

Be aware of public needs for information and library resources
available in older to provide the means to answer these needs.

Conduct studies and research, both original and secondary, in
divisional areas of activity, and make results available.

Participate in City-wide programs.

Involve community members in planning of and participation in library
service and programs.

Be aware of and initiate assistance when need is evident.

Work with groups. organizations, and other agencies.

Cooperation

Provide assistance to, receive assistance from, and cooperate with other
Library divisions, City departments, and other agencies and groups as
required.

Latest developments

Be aware of the latest developments in the division's area of activity
and the library field in general and apply where appropriatt.

Materials

Identify and select library materials, based on an approved selection
policy, so as to provide an ample collection of ail forms of library
materials tLat reflect the interests and needs of the community.

Reviok and evaluate resources on a continuing basis to insure collections
are current and continue to reflect the needs of the community.

Encourage library users and staff to make order suggestions.

Materials circulation

Provide a procedu-e for charging, receiving, and reserving library
materials that will be easy to use, accurate, and require a minimum
transaction time.

Materials maintenance

Insure that. library materials are promptly r.eshelved when returned and
that stacks are in good order.
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Insure that library materials are in good condition before being
reshelved.

Materials procesA a

Employ systems of catalogin,; and processing best suited to the nature
of the various media.

Provide fully processed library materials that are attractively
packaged for the public.

Review and evaluate procedures on a continuing basis to insure an
efficient flow of library materials through all processing stations.

Personnel

Make maximum use of staff.

Provide a productive and pleasant working environment.

Policies and procedures

Be aware of Library policies and procedures.

Review and tvaluate procedures on a continuing basis to insure a
service that is responsive to the public.

Records and files

Provide and maintain accurate, complete, up-to-date records, catalogs,
and files.

Reference and information

Providk reterknee and information services.

Give redders advisory service.

Bi aware of the Library organization, structure, and personnel so that
the public can be directed to the proper source for assistance.

Teach the public how

Services

find library materials.

Review and evaluate services on a continuing basis to insure a service
that is responsive to the public.

Provide tor 4dkquack manpower and materials to continue any initiated
or planned services or programs.

Be xwai, of publik reaction toward Library services, resources,
procedurks, programs, and facilities.
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Analy4( library collections and withdraw materials no longer suitable.

Conduct inventories of library materials.

consult with veuchrs of library materials and publishers' representatives.

Materials ...rculation

Charge and receive library materials.

Reserve library materials and maintain files.

Search public stacks for requested library materials.

Receive and route library materials.

Materials maintenance

Inspect, collate, and clean library materials.

Shelve returned library materials and shelf-read stacks on a continuous
basis.

Materials processing

Order, receive, and process library materials.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

Insure that staffing is provided at all public desks.

Conduct staff meetings.

Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate

information, report on problem areas and suggest procedural improvements;
attend staff meetings.

Fxplain Library policies and pro(edures to the public.

Revt(w procedure: ;, activities, and services, and incorporate changes in
division mnfinal revisions.
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Records and files

Filk and withdraw public catalog earth> and records, accurately and

promptly.

Prepare and tile corr. sp,ondence and compile statistics.

Reference and information

Explain the resources, catalogs, and indexes tc the public.

Answer reference qucstions.

Assisi the public in the location of library materials.

Have a general Iknowledge 01 the duties and operating procedures
involved in manning publii. dksks.

Direct and explain to the public the use of the Library facility.

Assist tlo publk in the location of materials and services not
proviti1 by the libiaiy ivstem.

SerV1,-,

Pepaie and evaluat. questionnarres concerning services.

Londukt striff konlkienck., to plan and evaluate services and programs.

Inform other Libry divisions of public reaction toward Library
policies, procedures, servi ces, and resources.

Discontinue nv services, programs, activities, or procedures that no
longer fulfill the needs of the community.

Supplies, equipment Ind maintenance

Request supplies and maintain a stock inventory.

Inspect and cfkan equipment and request maintenance service as r(quired.

Survey public areas of the Library for maintenance needs.

Volunteers

Contact posibic :,o414,..:. et volunteer assistance; prepare job duties,
list; inter%icw volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
per tormance.
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TECHNICAL PROCESSES DIVISION

DIVISION OBJECTIVE

The Technical Procksses Division will provide public service indirectly by
Acquiring, procksing, ind maintaining library materials, maintaining re-
lated records, and serving As a support unit by supplying technical assist-
ance and interpreting technical processing operations.

DIVISION GOALS

Materials

Provide an efficient method for procuring library materials at the
best discount.

Personnel

Provide a professional staff of librarians experienced in technical
. processing operations, descriptive cataloging, and Library of
'Congress classification.

GENERAL GOALS

Budget

Recommend realistic divisional budget requirements and make the most
efiective use of the budget allocation.

Community relations

Keep in mind that the Library is a public service agency and make
ev(ry effort to be courteous and helpful while displaying judgment
and tact.

Maintain a bus.ness-like appearance and attitude with the public
and staff.

Develop an At: 11,nos,; of the nature and resources of the surrounding
community.

Promote public Awareness oi services the Library renders by utilizing
1!1 possible eqmminications media.

Develop and maintain an ,atmosphere of trust And cooperation with the
community involving both an ergani/ed and spontaneous approach to
public relations activities.

Conduct studies and research, both origin it and secondary, in
divisional areas of Activity, and make results available.



Paitkipate in City-wide programs.

York ,,,Ath Aroup,,, organi,:ations, and other agencies.

Coop. rat ion

Pro\ide a-0,istance to, receive assistance from, and cooperate w:th
other Library divisions, City departments, and other agencies and
groups as required.

Latest lit V+ I Opal(' n t ;

Bk aware of tI .attst developments in the division's area. of 4ctt.tt,

and the library field in general and apply where appropriate.

Materials pro(essiu,

Employ systems of catalcying and processing best suited to the
nature of the various media.

Provide it'll\ processed library materials that are attractively
packaged for the public.

Review and eval4ate procedures on a continuing basis to insure an
efficient flow of library materials through all processing station..

Personnel

Make rmximum use 01 staff.

Provide a produttive and pleasant working environment.

Policies and procelures

Be awar of librtr, policies and procedures.

Revic:, anA eyiluate procedures on a continuing basis to insure a

service that is responsive to the public.

Records and :ilk's

Providt and aintain ucurate, complete, up-to-date records, catalo4.
and tile,;.

Retereno and information

Provide reference and information services.

Be await' of the Libiary organization, structure, and personnel s) !lit
the public can be dir(cled to the proper source for assistance.
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Services

Provide fot ad,qeate manpower and materials to continue any initiated
or planned services or programs.

Be aware of public reaction toward Library services, resources,
procedures, programs, and facilities.

Supplies, equipment, and maintenance

Insure adequate supplies are available and that equipment used by the
public and staff is kept operable.

Be Aware of building maintenance needs.

Volunteers

Make maximum use of volunteer assistance,

DIVISION ACTIVITIES

Cooperation

Conic' periodically with division Librarians concerning the acquisition,
cataloging, and classifying of library materials.

Assist City departments in procuring books.

iiMaterials

Order library materials from book order suggestions, submitted lists,
or dealer catalogs.

Materials irocessing.

Perform descriptive cataloging and classification, using Library of
Congress classification for adult material and adapted Library of
Congress (lassification for children's material.

Verily and modify Library of Congress card information.

1'tili4e Library of Congress bibliographic information from the National
Union Catdlog or other sources.

Prepare, reteive, and process bindery shipments.

Order, receive, and process Library of Congress catalog cards.

Records and files

Maintain ord(r files and want lists.
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GENERAL ACTIVITIES

Budget

Prepare division's budget request and review budget allocation

periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

Contact individual community members, local organizations, schools,
libraries, institutiotis, agencies, recreational facilities, and
businesses.

Attend and participate in ommunit,y meetings and activities.

Make studies ond reports.

Retrain from making negative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation

Request maters 11, and services from other Library divisions.

Lotez,1 devclopment:

Read professional literature, attend meetings and conferences, visit
libraries, and view demonstrations of new mlphods and equipment.

Materials

Revi. w iibiai,, m,dia, order suggestions, and use indicators as a basis

for selection.

Analv,.e library collections and withdraw materials no longer suitable.

Conduct inventories 01 library materials.

Con-,ult with vendor,, of library materials and publishers' representatives.

Return defective or unwanted library materials.

Materials circulation

Search public stacks for requested library materials.

Receive and route library irirerials.
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Maur i A IS ma I 11, I t 11 Mt

Appraise dama),ed 11111.11'. MA1 11 11 ..

Mend libury matetiak lequilIng minor repairs.

Materials processing

Order, receive, and process library materials.

Personnel

Contact schools and other employment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Interview applicants for positions; schedule and supervise personnel;
maintain time,worked records; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

Insure that stafting is provided at all public desks.

Conduct staff meetings.

Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate
information; report on problem areas and suggest procedural improvements;
attend staff meetings.

Explain Library policies and procedures to the public.

Review procedures, activities, and services, and incorporate changes in
division manual revisions.

Records and files

File and withdraw public catalog cards and records, accurately and
promptly.

Prepare and file correspondence and compile stytistics.

Maintain Akcouni records for divisional library materials.

Initiate claims for library materials not received.

Reference and information

Explain 'the resources, catalogs, and indexes to the public.

Have a general knowledge of the chides and operating procedures involved
in manning- public desks.
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Direct and explain to the public the use of the Library facility.

Assist the public in the location of materials and services not
provided by the library system.

Services

Inform other Library divisions of public reaction toward Library
policies, procedures, services, and resources.

Discontinue any services, programs, activities, or procedures that
no longer luifill the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance service as
required.

Survey public areas of tine Library for maintenance needs.

Volunteers

Contact possible sourLes of volunteer assistance; prepare job duties
list; intervii, volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work

performance.
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FRIENDS OF THE LIBRARY

OBJECTIVE

The Friknds of the Inglewood Public Library will provide a means to
encourage public interest in library facilities, resources, and services.

(7011LS

Budget

Provide funds for needed library items not included in the budget.

Work for library legislation or appropriations.

Community relations

Create public support for an expanding library program.

Intensify community awareness and use of the Library.

Aid in public relations by informing the community about the
Library's services and problems.

Communicate the needs of the community to the Library staff,
Library Board, and City Council.

Call public attention to any outstanding achievement of the
Library staff and volunteers.

Obtain active members from all segments of the community.

Latest developments

Keep informed on library trends, developments, and progress.

Materials

Encourage gifts to the Library.

ACTIVITIES

Budget

Raise funds by used book sales and other activities.

Write letters to legislators, attend council meetings, and urge
mcmbers'eooperation concerning library legislation or appropriations.
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Subsidize and assist in specialized events.

Community relations

Provide news about the Library and Friends of the Library to media.

Arrange receptions tor special groups interested in the Library.

Sponsor or co-sponsor programs designed to stimulate interest in
the Library and other cultural activities.

Recruit members at melAings and book sales, and make applications
avai lab le.

Inform the Library staff, Library Board, and City Council concerning
the needs of the community by individual contact and meetings.

Furnish hosts and hostesses for programs.

Provide refreshments for programs.

Latest developments

Attend meetings, workshops, and conferences.

Publish a periodic bulletin to the membership.

Hold periodic meetings.
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