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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. 1t contains objectives and goals, as well as activities
relating to goals, for all fractions of the Inglewood Public Library.
Unique is a concept of common goals and activities which apply to three
or more division within the Libravy.

in compiling general goals and activities, we developed the following

list of uniform headings: budget; community relations; cooperation; latest
deve-lopments; materials; materials circulation; materials maintenance;
materials processing; pecsonncl; policics 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 (registration and
overdues), Reference, Information, Serial Publications and Documents,
Children's, Young Adult, Audio-visual, Social Services, and Technical
Processes.

This study should be uscful for public libraries preparing their own goals
studies, position descriptions, or procedural manuals, ana especially use-
ful as an aid to library administrators in analyzing and making comparative
evaluations of their own organirations or in considering’the possible
application of management by objectives.
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INTRODUCTLON

THE NEED FOR GOALS

The public library, as a scrvice agency, must continually cevaluate its
function if it is to preovide 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 reoadily made when goals are stated.
Planning and programning can be more cffective and realistic when goal
statements, arce established. Specialized goals influence the internal
organ.zation and ¢ffect the scelection and assipgnment of personnel. These
general goals can aiso form a basis for determining quantifiable short
term goals. Identifving geaeral goals i valuable as a point of departure
for anv Jetailed analysis or study of the public librarv operation,

PREPARATLON OF GOALS

We determined initially to analvee our preseat library organization in tcerms
of objectives, poals, and activitics — all of whidh help provide a thorough
view of the library organization, We then requested all division heads and
their stafts to formulate their divisional objuctives, goals, and activities.
Concepts and relationships ot divisional objectives, goals, and activities
were clarificd with a series of mectings 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 poals and activities. At

this point all these common goals and activities were extracted and vestated

to provide uniformity. In compiling general goals and activities, we
developed the tollowing list of uniform headings: budget: community relations;
cooperation; latest developments; materials; matcrials circulation; materials
maintenance, matirials processing, personnel; policies and procedurcs; records
and files; reterence and information; services: supplies, equipmeut, and
maintenance; and volunteers.

VALUVE

ihe publication and distribution of this goals study was prompted by its
{ 8 I I )

oss3ible uscefulneny in a number of ways:

1

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

2) As an aid in prepaving librarv studies such as position descripticns
or division policy and procedural manuals,

3) As a basis lov establishing short term quantifiable goals and
performance indicators for possible use in management bv objectives.



4 Aw s b tor o possible ot Dndation of Like tanctions through a task
foree or s nar e appr vach, on reerganization of hibrary structure,

% As oan ad to fibyars admint trators, protessional statf, and citv
of ficials in the understaundine o1 the municipal library function.

M As an aid to librar administrators in making comparative evaluations
of thaoir own o sani “ations,

7)Y As case studv natyriatl ter lHbrary schools.
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: CITY ORDINANCES

The Inglewood Municipal Code contains sections on the City Librarvy. |t
notes the creation of the Libravy 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 crcating the Library Department and outlining its function.
The full texts of these code sections are reproduced below. '

INGLEWOOD MUNICTPAL CODE

Section 2-98. Library Board.

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

Section 2-99 Membership of Board,

The Library Board shall consist of {ive members who shall be desig-
nated respectively as Board Members Nos. 1, 2, 3, 4, and 5.

Board Member No. 1 shall be a citizen residing in Councilmanic
District No. 1 of the City and shall be appointed by the Mayor with the
approval of the City Ccuncil 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 nomineces submitted by the Councilman
from said Councilmanic Districe.

Board Member No. 3 ghall be a citizen residing in Councilmanic
District No. 3 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 bistrice,

X Board Member No. 4 shall be a citizen residing in Councilmmanic
) District No. 4 of the City and shall be appointed by the Mayor with the
approval of the City Ceuncil from nominces submitted by the Councilman

from sald Councilmanic¢ District,
Buard Member No. 5 shall be a citizen of the City and shall be
appointed by the Mavor, with the approval of the City Council, from the

citizens at large ot the City.

Section 2-100. Terms of Board Members.

Members of the Library Board shall each serve for a term of four
vears; one member at large scerving a term which expires June 30, 1972,
two member< (Numbers 3 and %) serving terms which expire June 30, 1973
and two members (Numbers 1 and Q) serving terms which vxpirv June 30, 1975,

==
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Sectien =101, ibrar: poad mmcation,
ity Librar  poeoand DUose oo U trom 1t membs rs oa chairman and o

Vice Cugirman, whoe shall orve o such duving, the pleaiure of the Board.
Fhe Board shall ol o nate o seoreuary who shnli serve as such

darine the phoasars ot tae Boandy the secretary mas, but need not be,

¢ persen tn the Crrol Sevnioe Sy tem ot the City, The compensation of

the sevrotary, as suacl, Shall be determined b the City Council, but the
Board  hodl have the 11 0t to make 1ecommendat fons with reference thereto.

Sectron 2-102, Vae I ios,

A vacaney oocenrrin 1 the cidice o Board Monber tor any reason shall
be tilled by the City Councii tor the balince ot the unexpired term.

Scetion 2-103. Moctings of Board.

The Board shdl hold av least one regular mecting of such Board in
vachy calondar month at the time and place fixed by the City Council by
vesolution,

Section 2-104., e xeused Abscencos,

A Boeard Momber vhe absontg himscelid from anv three consecutive
regular moctims of sald Library Board, unless (xcused from such attendance
by consent of sk Board, oxpr ssed by oaction of record in its official
minutes or whe 3n absent from a totat of five regular meetings of said
Board in anv siy months pericd without such consent of snch Board, so
cxpressed oo rooord inorts oftrcial minntes, shall thereby automatically
fortait tis position o oftice as a pember ol said Library Board, and the
name ot ucho person il be automacically removed from the membership of
saad Board fmeaiate]l  aotore the adjonrnment of any such third conseciitive
oL o ol any wch ittt moctine o ans such six months period, as the
case may beyoat o vingt such Board Member has not appeared.  The Secretary
ot the Board shal U ther wpon promptiy anotify the removed person and the
ity toura il o1 rhe 130t ot such ramoval,

%

Section J=100, Bootd Moebior bxpuonine:

Phoomo phay St dabaeary Board chall recerve no compensation for
the 1 wors: 3 o oy, but nadl be emtaticd to their roasonable and
e osensar o poere ot d oand cxpensded wnothe portormance of their
roapect.y dute ooand damettens o ouch Booar L Memboers,

Setion -ito, Do omd Pancta o o1 Board.,
Tro Dabrar Borso ol b the ol howenn Jutne: and fundctions:

Garootaont Lo el agr o capaert to the City council oan ail
wmatt oy o pertaioarne b toe ocuand o dpsd Drbrary operation and

. [T

RO ' R O Covererd o erndnge the tollowing:

Q .
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INGLEWOOD MUNLCLIPAL CODE

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

) recommend fees and charges necessary Lo be instituted or
modified by the Library system;

-

(

(3)  recommend hours of operation of library facilities;

(%) recommend the desirability of establishment or terminatjon
of reviprocal 1elationships with other library systems,
including the borrowing, lending, or exchange of library
material with other tibraries;

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

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

(b) to accept vn behalfl of the City all offers of donations of money
or personal property, where no conditions or burdens are
attached to such offer.

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

(d) to adopl rules and regulations for its own organization and
government counsistent with the Charter of the City of Inglewood
and this code,

(¢)  to keep accurate records of its acts and procedures in a suitable
minute book which shall be oper at all times during regular

) business hours to public inspection.
Svetion 2-162. Library Department. Functions.

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

()

Operate the City ltibrary svstem, providing f(ree tibrary service
to the citizens of the City and to the citizens of any other
governmental jurisdiction under and pursuant to any contraciual
relationships or reciprocal agreements entered into by the City
Councii between the City and said other jurisdictions, and ro
advigse patrons 1o the v ol the tadilities thereot,
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ENGLEWOGCD MUNTOTRAT, Cold

ehy Sl ond o, onaand o, maiintan and drrcalate books, peri-
ecdicalsy te o pagped s, audie=visual materiats, art works, and
othor ot s tional madia,

() Maintasm o and ossd U patrons in the use ot reforence and other

tes trees o the dibrare system, and to advige readers thereon.
(o Prevaids stait assastance io the Library Board.

(o) Pertoee such othar dutics s mav be assigned by the City Council
or Administiative Otticer,

Seotion 2-103, Library hiector. Powers and Duties.

The Labrars Div ctor suall bave the foltowing powers and duties:

() ACt as tne admtmastrat:ve head of the Library Department and
the hibrary svetem

(bi To wdvis:  md recommend to the Library Board concerning operation
of e dibrary and the tanctions ot thye Library Board.

(¢ To submi: requisitions for the purchase of all materials and
servives nocdod Tor the operation and maintenance of the librarvy
svstem, noceordance with purchasing and other procedures
adopted by tie City Council or Administvative Officer.

(&)  To prepare, vith adire ot the Library Board, ar annual operating
buduet for the library svsoem, and submit the game to the
Administrative oftrcer, topether with appropriate comments which
he or the Lobrary Bo:vd mav deem appropriate.

G Lo cars cat teose additional dutres assagned by the City Couacil
or Adrrmstratine Otticer,

St o=t Lies i - Pund,

AMabrn o Pad” oo b o ad ant shach shall be paid proceeds
Sboon assesarent s U e e hmndiod Jollars (8100) of asscssed value of
the Citn, cha 7o Lown v mount whall by suttrarent to peet the annual
oblirations e Dibhrare o oas prosvaded for by Artic le T, Section &4,
Eivate=thod Poovv 0 the tharter 08 Cit ot Inctbowood. Sueh tax shall
o bevaiad vnd ol ctoe o e e same mannee and at the same time
s the wneras ta o e maapal purpoaes as Lovied and collected.
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LIBRARY BOARD

OBJECTIVE

The Library Board will scrve in a general advisory capacity to the City
~ Council and Library Dircctor conceraing the operation of the Library.

GOALS

Budget

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

Communi.ty relations

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

Be awarce of social, cultural, and cconomic conditions in the communi-
ty and how they rclate to the needs for libriry 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.
p >

Review and encourage offers of donations of money, books, or cther
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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\ Part.icapatse oo ctivitaes of the drionds ot the Library.

N . » M -
o BN ! P O F

: and e ol can work
v tael Lo vodop boiete e voadan s nabits in vouth,

_lﬁilk"rl. Jove }‘ii):',.‘,‘il_.t..;‘ .

e r——————

Visit bibrar taciiitaies aad evaluate sorvices, equipment, and
Pacar by tie: .

Attend hibrar contaronee | omectines, and workshops.
Review Libaare becisdation md standards.
Materials

Assist and ¢onselt wath the Library Dirvector in establishment of a
Library matorrass selection policv,

; Materials civenlbition

Evaluate mathods for lending of library materials to non-residents.
Fvaluate Tibrary borrowing proccedures.,

Policres and procedures

Hold fermal wonthl moeetings and maintain meeting records.

Roview toos and charges to be instituted, cancelled, or modified by
the librare evstem .

Review hours i operation of Libvary tacilities.

Fvaluate reorprocal oo bationships with other library systems in terms
SF tie rectanis or terranation f apreoments.

Revivw dibrar activaties by oo ot (b roports and studies submitted
¥

to thery ¢ onsultation, and (4 personal visit, with a view toward
saintrininy and inereasing ef {-ctiveness ot Librarv services.

ERIC
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LIBRARY DEPARTMENT

OBJECTIVE
The Inglewoud Public Library, as a civic institution, will provide citizens—
young and old—with 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 he City Council and in accordance with policies established
by the City administration.]
GOALS

Budget

Attempt to sccure funding adequate to enable the Department to perform
its service objectives,

Administer its budget allocation te make the wmost effective use of funds.

Community relations

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

Re-cvaluate offectiveness of the Library's resources, services, programs,
policics, and procedures on a continuous basis through prompt response
to citizen reaction and through studies, reports and documentation of

activitics,

become acquainted with the nature of the community; observe community
changes and adjust policiecs and services to a changing community,

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

Cooperation
Work with groups, organizations, and other agencics.

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 depariments as
required.

fLatest developments

Be continually awarce of new knowledge and developments in thie library
field and apply where appropriate.

—12-
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Be awdaty ol current deve lopments in municipal activities and technology.
Miterviats .

Select, acguiire, and process (as an attractive product) library materials

ot all tvpes with minumum delay to the user, and provide accurate public

records tor all materials.,

Materials cicculation

Provide a me ins for the public to borrow and retwn library materials;
make library matevials accessible to the public.

"

Provide procedures fov retrieving overdue library materials ard
registering borrowers.

Personnel
Attempt to scoure sufficient staff to offer consistently efficient service.
Make maximum use of staff and volunteer assistance.

Pclicies and procedures

Develop library policies and procedures that are effective and public -
service oriented.

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

Referonce and 1nfornation

Effectively interpret the Libiary's resources to the public.
Services

Provide 1 osource s, services, and programs tor adults, voung adults (ages
1+ through i8), .md children (pre-school through junior high school),
atilizing assiyned arcas and emploving librarians specially trained to
serve these groups,

Provide hours of service convenient to all residents of the community.

Enter inte no-cost reciprocal agreements with other libraries in the area
that maintain the same peneral level ot servive.

Provide a conventent neighborhood library sorvice through branch libraries
Wwith rosources, scrvices, proprams, and hours of ~pening which reflect the
needs ol the sarroanding community wnd stimulate its interests.

Provide, as adjunet to the public services divisions, the serial,
continuation, microtorm, and dosument resources needed and wanted by the

cosninety .

-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 scevices to those in the community not fully
able to usce library service in its traditional form.
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GENERAL GOALS AND ACTIVITIES

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

After the last staff review arn analysis of the goals and activities indicated
many common goals uand activities. We observed that some goals and activities
of a gencral naturc were not included in other divisions where appliceble. 1t
was, therefore, necessary to re-cvaluate 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,
cach division interprets these goals and performs these aciivities in a manner

relating to its divisional requirements.

The following is a listing of general or common goals and activities (that 1is,
common to three or more divisions) arranged by subject.

GENERAL GOALS

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

(A1l divisions except Information)

Commuuity relations

Keep in mind that the Library is a public scrvice 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,
(A1l divisions)

Develop an awareness of the nature and resources of the surrounding
community.
(A1l divisions)

Promote public awareness of services the Library renders by utilizing
21l possible communications media
(All divisions)

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

(A1l d1v1 ions)

-16-



Be awdate ot public pee s 1or o antormat i on and library resources available
in order to provide the merns o answer these needs.

Al divistiona oxeept Civelation, Circulation Control,

Of Lo, Technioal Processes)

Conduct studies and tesearch, both original and secondary, in divisional
areds of actavity, and make results available.
Al division )

Participate 1a Citv-wide programs.
(A1l divisions)

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

(A1l divasions except Circulation, Circulation Control,

Otfice. d»eriats, Technical Processes)

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

Work with groups, oryanizations and other agencies.
(A1l divisions)

Cooperatiou )

Provide assistance to, trece.ve assistance from, and cooperate with other
Ihbrary divisions, City Jdepartments, and other agencies and groupse as
required,

: (ALL divisions)

Latest developments

Be aware of the latest developments in the division's area of activity
and the bibrary {.cld in general and appiy where appropriate.
(Al divisions)

Materials

tdentarfy and select library materials, based on an approved selection
policv, so s to provide an ample (ollection of all forms of library
materials that retlect the saterests and needs of the community.

¢All davisisns-exeent Circulation, Circulation Control,

Ottice, Technical Processes)

Review and evaluate resoutcees on o continuing basis to insuve collections
atre current and continue to reflect the needs of the community.
(ALl divisions eveopt Circeunlation, Circulation Control,
ntormation, Office, Technical Processes)

Encourage libraty users md scat{ to make order suggestions.
(A1l divisioas -xcept Circulat.on, Circulation Control,
Otfice, Technical Processes)
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Materials circulacion , ,

Provide a procedure for charging, receiving, and reserving library
materials that will be casy to use, accurate, and require a minimum
transaction time,
(Audio-visual, Circulation, Circulation Control, Exteusion,
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 rataloging and processing best suited to the nature
of the various media,
(A1l divisions except Circulatiorn, Circulation Control,
Information, Office)

Provide fully processed library materials that are attractively packaged
for the public.
(A1l divisions except Circulation, Circulation Control,
Information, Qffice)

Review and evaluate procedures on a continuing basis to insure an
efficient flow ot library materials through all processing stations.,
(Audio-visual, Reference, Secrials, Social Services,
Technical Processes)

Persoanel

Make maximum use of staff.
(A1l divisions)

Provide a productive and pleesant working environment.
(A1l divisions)

Policies and procedures

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

Review and evaluate procedures on a centinuing basis to insure a service
that is responsive to the public.
(All divisions)

-18-
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Provide and mar o aosur le, complete, up-to-date records, catalogs,
stad 1 e .

[FCT TS B [

Reterence amd gniooamari -

Provide reterenc> and intormation services.
AL divisions exoept Cirenlation, Circulation Control, Office)

Give 1caders advisorv service.
ALL Jdhivisions except Circuiataion, Circulatron Control,
Intormat ion, Oftice, Technical Processes)

Be aware ot the laorary organization, structure, and personnel so that
the public can be darected to the proper source tor assistance,
ALL divistoas)

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

Have at least one well-trained reference librarian on duty at all times
the Librarv i3 open.
(Audio-visiual, Children's, Extens ion, Reference, Young Adult)

Services

Review .and evaluate seivices on o continruing basis to insure a servvice
that is responsive to the public,
(A1l divisions except Oftive, Technical Processes)

Provide for adequate manpower and materfals to continue any initiated
or planned seivices or programs.
(Al1 divistons)

Be aware ot public reactiron toward Librarv services, resources,
procedurss, programs, and rtacitities,
All davisrtons)

Develop proprans tesponsive to o omaunity needs.,
(Adfoa-visaal, Chldren's, Extens{on, Social Services, Young Adult)

Provide gaidinee ool traicane 1n the use of the Library to promote
knowledye and reading enjovment ., '
tAudio- 1saai, Chridren's, Extension, Reference, Serials,
Youn, Adatbty
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Supplies, equipment, and maintenance

Insure adequate supplies are available and that equipment used by
the public and staft 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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Comanity te ot

crNERAL sl

Prepare frvisn. Cade et Tequest and teview buadget allocation
periodireails .,
il drer s encept 1 dormationd

Prepate vews teleases, mrochures, leatlets, and posters.
AL daovisions)

Prepare hooklast s,
tALL duvrss o n v kaept Crrenlat £y, Circulat ion Control,
Fochutoal Processesy
Contact 1ndi~ndiar communitiy meabers, local organizations, schools,
libraries., tustitutzons, agencses, recreational facilities, and
busiuesses,
ALL divaisiop

Gave talks and demorstiat ivas; conduct library orientations.,
(ALl divisions except Circulation, Circulation Control,
Ottice, Technical Processes) )

Arvanpe displavs ot hibrary materials,
(A1l dirasions except Circulation, Circulation Control,
Ottice, Technioal Processes)

Maintain public builer in bonrds,
(Al Jdrvssions vrcept Circulation Control, Technical Processes)

Attend and pawticip e i comrmueity meet ings and activities.
(AL drea cion

Make stuadies o roparts,
(AL dae faroas

Activels ser 0 ardd assest the public in the use of library rescurces.
tATE divias ons orcept Circulaton, Cirvculation Control,
Otioe, e hnre sl Processes)

Orgai.ide 2 o0+ teoatios witteh utilize library tacilities and resources.
‘ASD disist v eroept tarcalation, Carculation Control, Office,

Soriabe Lo Logcal Processes)

Koewvss o apt a0 weerriny commatity changes from the Gily Planning
Doepartmest o 0 ' het Ciew department s,
sATE 1 o eecept Clronlgtion, Crreulation Controi,

Tochnycal Proc-osse
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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 Librarv divisions.
(All divisions)

Latest developments

Read professional literature, attend meetings and confirences, visit
libraries, and view demonstrations of nev methods and cquipment.
(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, Scrials)

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

Consult with vendors of library materials and publishers' representatives.
(A1l divisions except Circulation, Circulation Control,

Information, Office)

Return defective or unwanted library materials.
(Audio-visual, Seriais, Technical Processes)

Materials circulation

Charge and receive library materials.
(Audio-visual, Circulation, Extensioan, Social Services)
Reserve library materials and maintain files. :
(All divisions except Serials, Technical Processcs)

Colleet fines on overdue library materials,

(Andio-visual, Circulation, Circulation Control, Extension)
Seatch public stacks for requested library materials.,

(A1l divisions except Office)



Reverve and route library materials.
A1) divisions except Oftice)

Materials maintenance

Inspect. collate. and clean librarv materials.
tAndis=vinn .l Cirenlation. Extension, Serials, Social Services)

Shelve returaned library materials and shelt-read stacks on a continuous
basis.

tAudv-visual, Cirvculation, Extension, Reference, Serials,

Social Services) .
Appraise damred library materials.,

tAudio-visual, Circulation Control, Extension, Serials,

technical Processes)

Mend library materials requiring minor repairs.
(Audro-visual, Circulatioca, Extunsion, Serials, Technical Processes)

Materials piocessing

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

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

Personnel

Gontact schools and othcr emplovment sources in recruiting applicants
for positjons, utilizing alfirmative action standards.
(311 divisions except Information)

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

(A1l divisions)

Insure that staitrag is provided at all public desks.
(Al davasions)

Conduct stat: meeives,
Al divigioas

Policiers and procelures

; Read Tibrare procednral moouals, memos, and teports: disseminate
fnfarmat ton: report on problea arcas and supwest procediral improvements;
ateond stait meelinges,

AL Fovisns
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Explain Librarvy policies and procedures to the public.
(All divisions)

Review procedures, activities, and services, and 1ncorporate 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 Centrol, Office)

Prepare and file correspondence and compile statistics.
tAll divisions)

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

®

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

Receive and record money accurately.
(Audic-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.
(A1l divisions)

Direct and expiain to the public the use of the library facility.
(ALl divisions)

Assist the pubiic in the location of materials and services not provided
by the library svstem.
(All divisions)

Services

Prepare and cevaluate questionnaires concerning services.
(ALl divisions except Office, Tcchnical Processes)

-21. -



O

ERIC

Aruitoxt provided by Eic:
]

Conduct statt conterences to plan and evaluete services and programs,
tall davisiorns except Offrce. Technical Processes)

Inform other Library Jdivisions of public¢ reaction toward Library
policres, procvdures, sorvices, and resources.
tall divasions)

Discontinue anv scrvices, programs, activities, or procedures that no
longer fultill the needs of the community.

AV divisions)

Supplies, equipment, and maintenance

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

Inspect and (lean equipment and request mairntenance service as required.
(ALl divisions)

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

Volunteers

Contdact 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.

(A1l divisions)
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FXTENSTON DIVISTON

DIVISION OBJECTIVE

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

GENERAL GOALS
Budget

i = B

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

Communiity relations

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

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

Develop an awarcness of the nature and resources of the surrounding
community.,

Promote public awarcness of scrvices 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 awarc of public needs for information and library resources available
in order to provide the means to answer these neceds.

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

Participace in City-wide programs,

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

Be aware of and initiate assistance when nced is evident.

Work with groups, organizations, and other agencies.
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Provide dsaiot tne to, receive asststance {rom, and cooperate with other
. Library Jdivisions, City departments, and other agencies and groups as
Tedquis o,

Latest developrients

Be aware oty latest developments in the division's area of activity
and the library tield in peneral and apply wonere appropriate.

Materials
Identsty aud select library materials, based on an approved selection
policy, so as to provide an ample collection of all forms of library

materials that 1tetlect the interests and needs of the communiity.

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

Encourage library users and stalf to make order suggestions.

Materials circulation

Provide a procedure for charging, receiving, and reserving library
materials that will be eusy 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 lil rary 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 tully processed library materials that are attractively packaged
tor the public, '

Personne
Make maximum use of staft.
Provide a productive and pleasant working environment,

Policies and procedur.s

Be aware ot Libray policies md procedures.

O

ERIC

s s ' L



O

ERIC

Aruitoxt provided by Eic:

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

Records and {iles

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

Reference and information

Provide reference and information services.

Give rcaders advisory service.

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

Teach thie 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 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 respousive 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 cupplies are available and that equipment used by the
public and staff is kept operable,

Be aware of building maintenance needs.

Volunteers

Make maximun use of volunteer assistance.



GENERAL ACTHIVITIES

Budyet

Prepate drviseon's tadeet requaest and review budget allocation
periodically,

Community relations

Prepare news releases, brochures, leaflets, and posters.

Prepare booklists.

Contact individual community members, local organizations, schools,
itibraries. institutions, agencies, recrcational 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.

Acrivelv 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 trom making negative statements to the public concerning Cit
¥ I
policies or activities and avoid personal or controversial subjects.

Cooperation
Request materials and services from other Library divisions.

Latest developments

Read protessional {iterature, attewd meetings and conferences, visit
libravies, and view demonstrations of new methods and equipment.

Materials

Review Library media, order suggestions, nd nse indicators as a basis
for seleetion,

-0
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Review new library materials as received.

Analyze librarv collections and withdraw materials no longer suitable.
Supply trade bibliographic information on order and withdrawal rccords.
Conduct inventories of library materials.

Consulit with vendors of library materials and publishers' representatives.

Materials circulation

Charge and receive library materials.

.Rcscrve library materials and maintain files.

Collect fines on overdue library materials.

Search public stacks for requested library matevials.
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 applicauts

for positions, ucilizing affirmative action standards.

Intcvview applicants for positions; schedule and supervise personnel;
: maintain time worked records; prepare work performance reviews and

counsel as necessary; determine training nceds and conduct specialized

in-gervice training.

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

Policies and procedures

*

Read Liltary procedor o watuals, wemos, and reports; disseminate
tormation, report on problem dreas and suggest procedural improvements;
attend stafl meetings,

Explain Librarv policies and procedures to the public.

Review proceduies, 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.
y

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 nperating procedures involved
in manning public desks.

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

. -
Assist the pubklic in the location of materials and services not provided
bv the library svstem,

Services

Prepare and evaluate questionnaires concerning services.
Conduct staff conferences to plan and evaluate services and programs.

Intorm other Library divisions of publie reaction toward Library policies,
procedures, services, and resources.

Discontinue any scrvices, 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 requirved.
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 OFFICL

DIVISI1ON OBJECTIVE
The Library Office will provide centralized direction for all Library
divisions, furanishing 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 liaiscon 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

(.oordinate an active publication program,
Serve as reception point for callers on library business.

Records and files

Lipeditiously handle correspondence o, from, and within the Library.

Supplies, equipment, and maintenance

Provide for the efficient physical operation of the Library.

GENERAL COALS

Budget

Recommend realistic divisionat 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 appcarance 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 cof trust and cooperaticn 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 {rom, 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 arca of activity
and the library field in general and apply where spprooriate.

Personnel

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

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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Be awaie it Labraiy orguancation, structure, and persommel so that
toe pubite can b directed to the proper source for assistance.

Scrvices

Provide for adequatc manpower and materials to continue any initiated
or planned sorvicr . or programs.

Be aware of public reaction toward Library services, resources,
procedures, prowr s, and tacilities.

Supplics, equipment, and maintenance

insure adoquate supplies are available and that equipment used by the
public and statf is kept operable,

Bo aware of building maintenance needs.
Volunteers

Make maximum use ol volunteer assistance,

DIVISION ACTIVITIES

Budgct
Coordinate budget preparation and administration.

Interprot provisions o salary plans, Civil Service Regulations, and
othor docomeats e lating te City persomnel policy.

Tahe prompt action to improve working conditions.

Obtoaa s aulerpr Cayons ol City personnel policies in case of disagree-
ment or as otherwise required,

Dot by, ponitions in terme of cequirements, duties, and

e \{)ui&‘lhi‘l[ Toe

Mcepl aad pronesa application. tor Library positions: maintain eligible
Tist tor use in tilling vacandies,

Coordimate porsome b ccheduling and provide stat{ing in emergency
sitrtion.,

Wory with division heads n planning more efficient use of emplovee
tiry and in vcasarimg amplovec eftectiveness.
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Conduct and up=-date surveys of personnel by race and sex.
Implement a2 program of emplovee satety.
Coordinate scheduling of Library delivery clerk.

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

Policies and procedures :

Prepare and distribute memos to Library staflf regarding policies and
procedures to be folleowed in the operation of the Library.

Disscaminate information to employces regarding activities concerning then.

Public relations

Receive callers,
Record appointments. .

Generate reports, Lncorporating statistics and other information
furnished by Uibrary divisions.

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

Records and files

Process payroll information accurately and adjust records as required.

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

Prepare outgoing Library corrcespondence 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 nser's reaction forms and route to appropriate
divisions for action.

Supplies, cquipment, and maintenance

Tnitiate requisitions for supplies and cquipment nceeded by other Library
divisions.

Prepate work orders tor maincenance of librarvy buildings and request
maintenance service on library equipment,
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GLNIRAL ACTIVITIES
Buduet

Prepare division's budpet request and review budget allocation
periodically,

{ommunity relations

Prepare news releases, brochures, leaflets, and posters.

Prepure 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.

Cooperation
Request materials and services from other Library divisions.

Latest developments

Read professional literature, attend meetings and conferences, visit
librariecs, and vicw demonstrations of new methods and equipment.

Materials circulation

Reserve library materials and maintain files,
Pursonnel

tontact schools und other employment sources in recruiting applicants
for pusitions, utilizing affirmative action standards.

Interview opplicants 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 stafiing 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; attend.staff meetings.

Explain Library policies and procedures to the public,

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

ccords and files

Prepare and file correspondence and compile statistics,
Initiate claims for library materials not received.
Rereive and record money accurately.

Reference and information

Have a general knowledge of the duties 1d 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 bv the library system.

: Services

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

Discontinue any scrvices, programs, activitles, or procedures that no
longer fulfill the needs of the community.

Supplies, equipment, and maintenance

Request supplics and maintain a stock inventory.
Iaspect and clean equipment and request maintenance service as required,

Survey public areas of the Library for maintenance nceds,
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Volunteers

Lontact possible sources vf voluntecer assistance; prepare job dutics
list; interview volunteers; train volunteers; schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance,
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CIRCULATION DIVISION

DIVISION OBJECTIVE

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

GENERAL GOALS

Budget

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

Community reclations

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
conmunity.

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 spentancous approach to

public relations activities.

Conduct studies and research, both originai and secondary, in
divisional arcas of activity, and make results available.

Participate in City~-wide programs.
Be aware of and initiate assistance when need i3 evident.

Work with groups, organizations, and other agencies.

Cooperation

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

Be awive of the latest developments in the division's area of activity
and the library tield in general and apply where appropriate,

Matertals divculition

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

Mater!als mainrenance

Insurce that library matetrials are promptly reshelved when returned and
that stacks are in good order,

Insure thoo library matervials are in good condition before being
reshelved,

Personnel
Make maximum use of staff,
Provide a productive and pleasant workiung environment,

Policies and procedurcs

Be awar. of Library policies and procedures,

Review and cvaluate procedures ot a continuing basis to insure a serxvice
that is responsive to the public,

Records and {iles

Provide and smaintain accurate, complete, up-to-date records, catalogs,
and f{iles,

Reterence and information

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

Services

- Review and evaluate scrvices on a continuing basis to insure a sexvice
that is responsive to the public,

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

Be aware of public reaction toward Iibrary services, resources,
procedures, prove.ams, and {acilities,

K-
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Suppiies, eauipment, and maintenance

Insure idequate supplics are available and that equipment used by che public
and staff is kept operabie,

Be aware of building maintenance needs.
Volunteers
Make maximum use of volunteer assistance.
GENERAL ACTIVITIES
Budget
Prepive division’s budget request und review budget allecation periodically.

Community relations

Prepare news releases, brochures, leaflets, and posters.

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

Attend and participate in community meetings and activities.
Make studies and reports.

Refrain from muking negative statements to the public concerning City policies
or activities and avoid personsal or controversidl 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.

Coliect fines on overdue library materiails.

Scarch public stacks for requested library materials.

Receive ind route library matevials.,
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'1 SIS WU P LI NS
LLosner b, Lo . oo by matera e,
Shieelv 1etul 0 101 1 atsattals o oad shelt-read stacks on 4 continuous basis.,
Mond  cubiors 0 ol s e st b Wi pepalrs,

Matorials prove Lo

Cover ibprary vte e owith b oot re.
| S SRS LA T
Contact schog L4 ot empiovmest sources o orecruiting applicants for

posilions, i Lusa, aliirmative action standards,

InGir dow cpp i 4ts Lot pesitions; schedule dnd supervise personnel; maintain
th ) »

e worked 10 b, prepare work porforance reviews and counsel as necessary;

detormiae Lnaaay aceds and conduet specialized in-service training. :

Jasure th.ot sttty s provided at all public desks.

Conditet o 1l meet yags,

Polteiesd and procefar s

f

Read Libruy pro sdur s, minUais, memos, and reports; disseminate information;
Coport on probiem arcas aid sugpest procedural improvements; attend staff
meet ings.,

Esnl it Libre v policrr s and procedures to the public,
! ; i

R dew Drove ates, cti=itzes, and serevices, and prcorpordte changes in
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Services
Prepare and evaluate questionnaires concerning services.,
Conduct staff confercences to pluan and evaluate services and programs.
Inform other Library divisions oE public reaction towird Library

policies, procedures, services, and rasources.

Diccontinue any services, programs, dactivities, or procedures that no
longer fulfiil the needs of the community.

Supplies, equipment, and maintenance

Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance scervice 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 velunteers; schedule and supervise volunteers;
mainriin records of time worked; and evaluate work performance.

~b4 -
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CTRUTIATION CONTROT

DIVESTON OB Ty
The Circlatror control Daversion will marntain tecords ot library materials
chureed, provide « proccdure tor retrieving overdue materials; and register
library borro «rs,

DIVISToN ol

Provide 1 procedure tor the repistration ot library users that will secure
Aadequate fvtoermatron with winimum inconvenience to the borrower.,

Provide an ettective procedure ter wnforming the public of overdue library
wateri |1$-

GESLRAL aoAls

Budjet

Recommend roalistic divisional budget requirements and make the most
eftective use o1 the budget allocation.

community telations

Feep 1 miad tht the Library 1s a public service agency and make
cvery ctfort to be courteous and heipful while displaying judgment
and ot

daistamn tiusiness-Llike appearance and atritude with the public and
stalt,

avolop L 0 rerees it the natuare and resources of the surrounding

Lo .,

Proniote preoais ircaess ol cervices the tibrary renders by utilizing

A pocaal e commndeationg media,

ceoedop nd e e an emosphere ot trast ond cooperation with the
Coll Ut s ooty both o oy mired and gpont mceous approach to

Prataae do bt wtivaties,

cord o die d rescarel) Yot orpinagl and sccondary, in
drsisioaa e s o crrvrry) and moko tesults available.

Prticty teo 3 Gt = rde pro,oams,
e esistance Jhioo need 1s oevaident,

al L L sty oo md ot et ies,
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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 arca of activity
and the library ficld in general and apply where appropriate.

Materials circulation

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

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

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 intormat ion

Be aware ol the Library organization, structurc, and personnel so that

the public can be dirccted to the proper source for assistance,
Sexrvices

Review and c¢valuate services on a continuing basis to insure a servvice

that is responsive to the public. '

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

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

O
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Sapplica, equipeaont, ard maintonance

insule adoguats supplies are available and that equipment used by the
pubite and statt s kept eoperable,

Lo ot o0 b R aintenaned ieseds,
Volunteors
Make ma=imnam a.c 0! volunteer assistance,
; DIVISION ACEIVITNS

Materials <irculation

Diacuss overduc, problems with borrowers in person or by telephonc.

Assist applreant. an completing registration forms; interpret and
explain ronistration policy to the public.

Telephone delinquent borrowers and pick up materials at their homes.
1

File comptaints and appear in small claims court.

Type oventues notices and statements; locate appropriate film frames
and tak. prints.

Keveort transaction cards and maintain keysort files.

Materials maint.-nance

Advise the Fechinical Processes Division of lost and damaged library
materials,

GENERAL ACHIVIILES
Budget

Propare drvaraaon’s budget request and review budget allocation
3 p\l'i\\di(‘lli‘.

et qe Latyons
Propuae e oo o1 boases, brochures, leatlets, and posters.
Contac ! inhividial  campunity members, local orpanizations, schools,

librar s, an titutions, agencies, recreational facilities, and
busines

Attend pad partos pate nocommmity wmeetings and activitices.

Mak. [T SRS B R

’
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Refrain from making negative statements to the public concerning
Citv policics or activities and aveid personal or controversial
subjects,

Cooperation
Request matevials and services from other Library divisions.

Latestl dovelopments

Read professional literature, attend mecetings and conferences, visit
librarics, and view demonstrations of new methods and equipment.

Materials circulation

eserve library materials and maintain filces,

Collect fines on overdue library materials.

Scarch pubiic stacks for requested library wmaterials,
Receive and route library materials.,

Materials maintenance

Appraise damaged librarv materials.
Personnel

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

Interview applicants for positicns; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counscl as necessary; determine training nceds and conduct specialized
in~service training,

Insure that steffing is provided at all public desk$,

Conduct staff mectings. .

Policivs and procedures

tead Library procedural manuals, memos, and reports; disseminate

information; report on problem areas and suggest procedural improvements:

attend staff mectings.
Explain Librarv policie. and procedures to the public,

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

Propare ot cresponds oo ang compi e statistics,

Receaave and rooord mows 0 out atels,

o teion o and ot ooy
Have vror s weodee o the dnties and eporating orocedures

1nve bved oo menmie publie do ks,
Direct and eaplaia to the pablic the use of the library tacility,

Assist the public ra the location ot materials and services not
provided b the library sestenm,

Scrvices
Prepary amd cvaluate questionnaires concerning services.

Conduct slat! conterone <5 to plan and evaluate services and programs.

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

DBiscontinue s scrvices, programs. activities, or procedures that
no lomedr tattil!l the needs of the community.

Supplicrn, -quipment, and muntendanee

Reqaest suppli-s and maintiin a stock inventory,
Lnpeo U oand Clean cquipment and request maintenance service as required,
Supyer prbito darer. ot the ibrary tor maintenance needs.,

UL AR U
Cont ot pon abde uree ol volunteer assistance; prepare job duties
iotooantertte e ansteer o, toain velunteorsy schedule and supervise

G Lt 0 antarn e ords ot time worked; and cevaluate work
prrtormsane.,
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REFERENCE DLVISION

LIVISION OBurn. VE

The Reference bivision will provide specialized scrvice to adults by
assisting them w 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,
GENERAIL GOALS

Rudget

Recommend realistic divisional pudeet 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 effeort to be courtecous 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 awarcness 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 spontancous approach to

public relations activities,

Be aware of public needs for information and library resources avail-
able in order to provide the means to answer these necds,

Conduct studics and research, both original and secondary, in
divisional arcag of activity, and make results available.

Participate in City-wide programs,

Involve community members in planning of and participation in librarv
service and programs,



v el o0 I ANt ialy desistdalice winl feed 18 evadent,

AULr il Wl e O R aliens, and othor o aencies,

Prosodo as o Uaioo U, Foeolve asststance from, and cooperate with
crer Labuany dnvarsions, ciey departmenti s, and other agencies and

WWoLPS A8 L cguirod,

Latest develppont:

Bv awarce ot tha latest develeopments in the division's area of
activity and the Library ficld in general and apply where appropriate.

Matevials
Identary md s« loet library materials, based on an approved selection
polivy, =m0 av o provide an ample collection of all forms of library

materials that reflect the interests and needs of the community,

Reviews and cvaluate resources on a contiauing basis to insure collections
arc current and continue to retflect the needs of the community.

Encourage Library users and statf to make order suggestions.

Matevials procossing

Faplov svetoms of cataloging and precessing best suited to the nature
ol the variro.s media,

Provide tuiss procoessed hibrary materials that are attractively: packaged

OO0 e Pl

Ke'dow Gl cvaluate procodares on a contiauing basis to insure an
viticant teos of hibrar materials through all processing stations,

Personn i .
Mant MAaxloumo oo ol ostatt,
Provide o predactine and pleasant working onvirvonment.
Policis o ml piocedures

Bo awato by poovotes and procedures,

I8

Row oo n an oot proondares ona o contimting basis to insure a scrvice
that - 1 ~nem oy e e public,
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Records and files

Provide and maintain accurate, complete, up-to-date rcecords, catalogs,
and files, '

Reference and information

Provide reference and information services.,

Give readers advisory service,
Be aware of the Library organiczation, structure, and personnel so that
the public can be directed to the proper source for assistance,

Teach the public how teo find library materials.,

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

the Library is open,

Services

Review and e¢valuate services on a continuing bLasis to insure a service
that is responsive to the pubiic,

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

Be awarc 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 recading enjeyment.

Suppliee, cquipnent, and maintenance

Insure adequate supplivs are available and that cequipment used by the
public and staff is kept operable.

Be aware of building meintcenance needs,

Volunteers

Make maximum use of volunteer assistance,

DIVISION ACTIVITIES

Latest developments

Be familiar with the City administration, policies, and function, and
its rclationship to the public,



Mate L i
Process 1hter i a2 aoan reguests.,

Aastef soa oot o abiase s te o paapiniet trle and Library Service
Collection materals,

Records md tiles

Marntain pablicrty tiles,
Read metropolitan and local newspapers daily (off-desk).
Services
Give priority service to those who appear in person.
GENERAL ACTIVITIES
Budget

Prepare division's hudpget request and review budget allocation
peviodically,

Conmuna ¢ty relations

Prepare nows releases, brochures, leaflets, and posters.

Prepare booklists. ’

Contact cadividua!l community members, local organizations, schools,
libraries, wnstitutions, agencies, recreationai facilities, and
husircosses.

Give tolhs and demenstrations; conduct ltibrary orientations.
Arrame displavs or library materiais,

Maintain public bulle tin beards,

Att-nd ind participite in commumity meetings and activities.

Make stadiew md reports.

A tivel. sodk ot and assist the public in the use of iibrary resources.

Oteat. e proup activities which atilivce librarv faciiities and resources.

Reque ot g srmat con conceraineg community changes from the City Planning
Departaent and other Gty depiartments.

Retvan o malbine nogative stytvments to the public concerning City
Jobteie s ot dvtiaities amd avord personal or controversial subjects.
i
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Cooperation
Request materials and services from other Library divisicns.

Latest developmnts

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

Materials

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

Review new library materials as received.
Analyze library collections and withdraw matcerials no longer suitable.
Cenduct inventories of library materials,

Consult with vendors of library materials and publishers' representatives.

Materials circulation

Reserve library materials and wmaintain files.
Scarch public stacks for requested library materials,
Receive and route library materials.

Materials maintenance

Shelve returnod library materials and shelf-read stacks on 2 continuous
basis,

Personnel

Contact schools and other cmployment sources in recruiting applicants
for positions, utilizing a2affirmative action standards,

Interview applicants for positions; schedule and supervise personnel;
maintain time worked records; prepare work performance reviews and
counscl as nccessary; determine training needs and conduct specialized
in-scrvice training,

Insure that staffing is provided at all public desks,

Conduct staff meetings.,

=54 -



Poltaa. o and y1o0cdy

I — . e s e e bt e Bty © e

Read fabrary procodntal wannals, o mos, o reportsy disseminate
Read fabrare pi ! onansals mos, and wtitsy disseminate
tnioradtion, report oon problem greas and cuggest procedural

mpr o onto, trond Lt moc iy,

Txplain Tibrars polectes and procedures to the publie.

Review prooodute s, activitio:, and scrvices, and incorporate changes in
in division nanual tevisions,

Records and ttlos

. File and withdraw public cataloyg cards and records, accurately and
prompt lv,

Prepare and 1100 cortespondence and compile statistics,

Reterence and ialormalion

txplain the rosources, cntalogs,ﬁd indexes to the public.

ANSweY rotdreace questions.,

Assist the public an the location of library materials.

Have a yensral xnowlrd e of the duties and operating procedures
involved in ganeing public desks.

1

Direct and « op' in 1o the public the use of the Library facility.

Assidt the public in the Jocation of materials and services not
provided ivv the librar  system.

BOrVvi v
Pr pare and . aluat. questionnaires concerning services,

Condact staft contorences to plan and evaluate services and programs.

1

intorm other Dabr . divisions of public reaction troward Library
peli 1o, procedurs o, swrvices, and resources.

b ocentinge s orvice , preosrams, activitics, or procedures that
ne donesr Yartisl e needs of the community,

supplies, cquip ont, and nontonance

Reqieot ~uppare and maintain o tock invenitory,

Inepe toaad boan cquipment and reque st maintenance service as
teorvine i,
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Survey public areas of the Library for maintenance needs.
Volunteers

Contact possible svurces 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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CNFORMATION SERVIC]

AP ORMA LY R (RPN B

Phe IRTO1mdilon SOtV o, us a4 Seetiaon ol the Reterence Rivision, provide
tie Librars's cnitral contot vith the cirtrzen whoe roequests informacion
concormny ibrary services aad materials,

INFORMATION SERVICE Goals

Reterenee and itntormation

Provide o himited read. rcterence service including information
on communits activities,

Seek and be awire of information concerning activities of and
within the city,

Provide intormation service in Spanish.
GENERAL GOALS

Community relationsg

Keep in wind that the Librarv is « public service agency and make
every ef 1ot to be courteous and helpful while displaying judgment
and tact,

Maintain 4 business-like appearance and attitude with the public
and stati.

Deve lop an awdrencess of the natere and resources of the surrounding
comirmee. .
Protinte public awareness of the services the Library renders by

. utr1iizing 111 possible commanications media.

Deve bop and maiatain o stmosphere oi trust and cooperation with
the comaanits ol ing both an organi.ed and spontancous approach
to public relations sctivities,

Be tware ot public needs tor information and library resources
av i bibte an order to provide the means to answer these needs.

Condicl ~thdic o and rescarch, both original and secondary, in
divistonal sroa. ot activity, and make results available,

Participate an tits=-wide proyrams.

ERIC | -

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

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

Be aware of and initiate assistance when need is cevident.
Work with groups, organizations, and other agencics.
qupcration
Provide asgistance to, receive assistonce from, and cooperate
with other Library divisions, CiLy departments, and other agencies

and groups as required.

Latest _developments

Be aware of the latest developments in the division's arca of
activity and the library field in general and apply where
appropriate.
Materials
Identify and select library materials, based on an approved selection
Ppoelicy, so as to provide an ample c¢ollection of all forms of library
materials that reflect the interests and needs of the community.
Encourage library users and staff to make order suggestions.
Personnel
Make maximun use of staff,

Provide a productive and pleasant working environment.

Policicvs and procedurces

Be aware of Library policies and procedures.

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

Records and files

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

Reference and information

Provide reference and information services.

Be aware of the Libravy 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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Be vwere o . rotion toweld Library services, resources,
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Suppitc bt ot oand ainte tans
Inenrs adsquate sanplicos ar.e avarlable and that equipment used by the
pabbe ana start 1 wopt operable,
: Boe anatr o0 broadine masntenmes acoeds,
voluntoore
Mabh v mariam o o7 volunteer assistance.
‘ INFORMATTON SLAVICE A IVETIES
Revords and i1l
Maintain a ttle of schedules of Library divisions, list of Library
persomn I, and schodules ot library programs and activities.
. Muntain a4 t:le o1 ommunity orsanizations, activities, and
porsenalitios,
Belvaranee ansd o antor=ation
A % tes .o v rpe pablic, an person or by telophone, for possible
retort ol v oantter station,
Ti o v 0t 14 ow=ap 2teps an the absonee of the staff, member
O rinod 0 an o ure ned asary action is taken,
orit. 1ot oo o plet sows nd correctness all book request forms prepared
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GENERAL ACTIVITIES

Community rvelotions

Preparve news releases, brochures, leaflets, and posters.
Prepare booklists.

) Contact indyvidual 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 scek 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 tec the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation
Request materials and scervices from other Librery divisions.

Latest developments

Reaa professional titerature, attend meetings and conicrences, visit
libraries, and view demonstrations of new methods and equipment.

Materials

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

Review new library materials as reccived.
Analyze library collections and withdraw materials no longer suitable.

Conduct inventories of library materials.
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Mategaals crteulaty on
Reworve dinr o oatenr obs and waintain f1les,
B T S totvquented Tibeas vaterials,
Reveive and qroute library materials,
Perseaned
Interview applucants tor positions; schedule and supervise personnel;

. marntain time worked rocords: prepare work performance reviews and
vounsel us pucessatv; determine training needs and conduct specialized
in-service training.

Insure that statting is provided at all publice desks,

) Conduct stalt mectiags.

Policies and procedures

Read Library procedural manuals, memos, and reports; disscminate
informatton, report on problem arcas and suggest procedural improve-
ments; attend staff meetings.,

Explain Librarvy policies and procedures to the public,

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

Records nnd.xiiss

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

Prepare and {ile corrvespondence and compile statvistics,

Retorenes and tnformation

Explain the resenrces, catalogs, and indexes to the public,
As ist the public in the location of tibrary materials.

Have a weneral knowladge of the duties and operating procedures involved
in «wanning public desks.

Bireet wd expivn to the public the use of the Librarvy facility.

Assist the pabte i the location ofsmateriats and scervices not
provided by tiin sibrary sestem,

. . -6l-
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Services :

Prepare and evaluate questionnaires concerning scrvices.
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 procedurcs 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 arcas of the Library for maintenance neecds.

Volunteers

Contact possible sources of volunteer assistance; prepare job duties
list; interview volunteers; train volunteers; schedule and supervise
voluntecers; maintain records of time worked; and evaluate work
performance.
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LLLak POBLICATIONS ANL DOCUMis IS DEVISION

€2 SRR LA RTON ST

The Serral Publications and hocrynt Division, as adjunct to the public
servives divi cbms, will provide the serial, continuation, microform, and
document rosonrces nedded and wanted by the community.
DIVISION GOALS
Provide an ctticient mail and materials routing service. .
GENERAL GOALS

budget

Rocommend realistic divisional budget reguirements and make the most
vifective use of the budget allocation.

Comnunity relatlons

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

Maintain o business-like appearance and attitude with the public and
staft.

Duve lop an awarcness of the nature and resources ' the surrounding
communitv,

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

Develop and maintain an atmosphere of trust and cooperation with the
cempunity involving both in organized and spontaneous approach to

public relations wctivitices.

Be aware of public needs tor information and library resources available
in «rder to provide the means to answer these needs.,

Gondue U studies and rescarch, both oripinal and secondary, in divisicnal
arceas o oactivity, and make results availabie.

Partiorpate in cit--wide progsrams.
B aware ot oand mnitiate assistanc. when need is evident.

Work with pcroups, organivations, and other aygencies,

- )'_



Covperation
Provide assist. nee to, recetve assistance tirom, and cooperate with
other Librarv divisions, Citv departments, and othoer apencies and

groups as requaired,

Latest developments

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

Materials

dentity and sclieet library materiais, based on an approved scelection
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 insurce
collections are currént and continue to reflect the needs of the
community.,

Encourage librarvy users and staff to make order suggestions.

Materials maintenance

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

Insure that libra.y materials arce in good condition before being
reshelved..

- Materials processing

Employ svstoms of cataloging and processing best suited to the nature
of the various media,

Provide fully processed librarv materiats that are attractively packaged
for the public, .

Review and evaluate procedures on a continuing basis to insure an
etficient tlow of library materials throupgh all processing stations.

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

Polivies ond procedure:.

Be aware ot Library policies and procedures.
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Provide tetoerence and intormation services.

Give readors advisory serviee.

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

Teach the public how to find library materials,
i

ry

s

(Y

Su

Review and oviluate services on a continuing basis to insure a service
that is vesponsive to the public,

Provide Yor adequatc manpower and materials to continue any initiated
or planned services or prowrams.

&

S

By aware ot public reaction toward Library services, resources,
procedures, programs, and facilities,

Provide guidance and training in the use of the Library to premote
Rnowledue and reading enjovment.
pplicsa.

cguipnent, and maintenance

Ve

Insutre adeguate

supplics are available and that cquipment used by the
public and staft

2 Rept operable,

18

Be aware of building maintenance needs.

lunteers

Make maximum usce of volunteer assistance,

SDIVISION ACTIVITL
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bindery shipments.
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Records and {iles

Maintain shelf list for continuations and documents.
Maintain want iist of serials, continuations, and documents.
Sort and route mail.
Maintain visifile of serial publications for public use.
GENERAL ACTLIVITLES
Budget
Prupare 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, recrcational facilities, and
businesses. '

Give talks and demonstrations; conduct library orientations,.
Arrange disploys of library materials.

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studios.and reports,,

Actively seck 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 necgative statements to the public concerning City
.policies or activities and avoid perscnal or controversial subjects.

Cooperation
Request materials and services from other Library divisioms.

Latest developments

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

Revivw library ndia, order suggestions, and use indicators as a basis
for selectiton,

Review new library materials as received,

Anal.co bibrars colloctions and withdraw materials no longer suitabic.
Supply trade bibliographic information on order and withdrawal records.
éonduct inventorive of library materials.

Consult with vendors of library materials and publishers' representatives.,

Return defective or unwanted library materials,

Materials circulation

Scarch 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,

Materiais processing

order, receive, and process library marerials.,

Cover library materials with plastic.

Personnel

Contact schools and other emplovment 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 veviews and

counst l as necessary; determine training needs and conduct specialized
. in-scrvice craining,

Insure that stafting is provided at all public desks.

Coaduct statt mecving .,
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Policivs and procedures

Read Library provedural manuals, memos, and reports; dissceminate
information, report on problem arcvas and suggest procedural wmprovements;
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 {iles

File 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 tor 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 materiais.

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

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

Assist thce public in the location of materials and scrvices not provided
by the librarv systom.

Services
Preparce and cvaluate questionnaires concerning services.
Condu-t staff conferences to plan and evaluate services and programs.

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

Discontinue any services, programs, activities, or procedures that no
longer fulfill the needs of the community.
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supplics, (quipmont, and wmaintenante

Request supplies and maintain a stock inventory.
Inspect atad loan cquiptment and request maintendance service as required.
Survey public arcis ot the Library for maintenance needs.
Volunteers
Lontdet pussible sources of volunteer assistance; preparc job duties list:

interview voluntecrs; train voluateers: schedule and supervise volunteers;
maintain rocords of time worked; and evaluate work performance,
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CHELDREN'S DLVISL1ON

DIVISION OBJECTIVE
Provide specialized resources, services, and programs for children
(pre-school through junior high school) utilizing assigned arcas 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 requircements 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 appecarance and attitude with the public
and staff.

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

Promotc¢ public awarcness of services the Uibrary readers by utilizing
all possible communications media.

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

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

»
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Cond et "wtudics md tosearciy, both original and scecondary, in
divistomil arcas o activity, and make results available,

Participate 1n City=vide programs.

tnvolve communmty members in planning of and pavticipation in library
service and programs,

Be aware of and initiate assistance when need is evident.
Work with groups, organizatiens, and other agencics.
Cooperation
Provide assist e to, recoive assistance from, and cooperate wich 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 tibrary ticld in generat and apply where appropriate.

Materials
ldentify 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 nceds 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

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

Provide fuily processcd tibrary materials that are attractively packaged
for the public.

Personnel
’ Make mamipum uae o ostatf,

Provide a productive and pleasant working convironment.

Policivs and procednres

Be aware of Library policies and procedures.
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Review and evatuate procedures on a continuing basis to insure a
scrvice that is responsive to the public,

Records and tiles

Provide and maintain accuraie, 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 materiatis,

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

Review and cvaluate scrvices on a continuing basis to insure a service
that is responsive to the public.

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

B 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 maiatenance

Insure adequate supplies arce 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,

O
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DIVISTON ACTIVEDYES

{ouputa Lien

) contor poteedio ol with acchnical Processes Division staff concerning
tiie processine ot chridren's materials,

Polivivs and procedures

Review and revise 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.

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

GENERAL ACTIVLITIES
Budyet
Prepare division's budget request and review budget allocation periodically.

Community relations

Prepare newe releases, brochures, leaflets, and posters.,

Prepare booklists.

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

Give talks and demonstrations; conduct library orientations.

Arvange displavs of iibrarv materials,

Maintain public bulletin boaras.

pttend and participate in community meetings and activities.

Make studi-s and reporis,

Actively ek out and assist the public in the use of library resources.,
Organize proup dactivitices which utilize library facilities and resources.

o quest informition conterning comnunity changes from the City Planning
bepartment and other (ity depirtments,
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Refrain from making ncgative statements to the public concerning City
policies or activities and avoid personal or controversial subjects.

Cooperation
Request materials and services trom other Library divisions.

Latest developnents

Read professional literature, attend meetings and conferences, visit
libraries, and view donmonstrations of new methods and equipment,
Materials

Revivew library media, order suggestions, and usc indicators as a basis
for sclection.

Review new library materials as received,

Analyze librarv collections and withdraw materials no longer suitable.
Supply tradce bibliographic.informaLion oun order and withdrawal records.
Conduct inventories of library materials.

Consult with vendors of library materials and publishers' representatives.

Materials circulation

Reserve library matevials and maintain {iles.
Search public stacks for requested library materials.
Receive and route library materials,

Materials processing

Cover librarv 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 timc¢ worked records; prepare work performance reviews and
counsel as ncceessary; determine training needs and couduct specialized
in-service training.

Insure that staffing is provided at all public desks.

Conduct staff meetings.,
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Polrciv e ana Pl el

ned Labroary procodural manuats, memos, and reports; disseminate
intetmation; report on problem arcvas and suggest procedural
irprovemrentys:; odtend st f meetings,

txplain Library polrcies and precedures to the public.

Revies proccdures, activitics, and services, and incorporate changes
in division manual revisions.

Records and tiles

File and withdraw public catalog cards and records, accurately and
prowptly,

Preparv and file correspondence and compile statistics.

Reference and information

Explain the resources, catalogs, and indexes to the public,
Answer refereace questions.,
Assist the pubiic in the location of library materials,

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

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

Assist the public in the location of materials and services not
provided bv the library syvstem.

Services
Propare and cvaluate questionnaires concerning scervices.
Conduct staft conferences to plan and evaluate services and programs.

Inform other Library divisions o' public reaction toward Library
policiey, procedures, scvrvices, and resources,

Discontinue any scrvices, programs, activities, or procedures that no
longer tultill the ueeds of the communitvy.

supplics, cquipment, and maintendnce

Request supplivs and maintain a stock inventory.

Inspect and c¢lean cquipment and request maintcenance service as required.
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Survey public areas of the Library for maintenance nceds,

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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LOUNG ADULT DIVISION

DIV ISTON od BooTL

The Young Adult Division will provide gspecialized resources, services,
and programs tor voung adults (ages 1 through 18) utilizing assigned
areas and emploving young adult librarians.

GENERAL GUALS

Budget

Recommend realistic divisional budget requirements and make the
most cilective use of tne budget aliocation,

Compunite relations

Keep 1n mind that the Libiary is a public service agency and make
every vifort to be courceous and helpful while displaying judgment
1nd tact,

Halntain a busincns-like appetrance and attitude with the public
and staft.

Dovelop an awgreness of the nature and resources of the surround-
ing community,

Promote public awaievness of services thee Library renders by
utilizing all possible comumunications media,

Develop and maintain an atmo-phere ol trast and cooperation with
the communit. involving both an organized and spontaneous approach

to pubtic relations activities.

Be aware ot prblic needs tor information and library resources
availablbs in order to provide the means to answer these needs.

Conduct studics and research, both original and sccondary, in
divitonal rcas o! activity, and make results available.

Particrpate on Crtv=21de proge ms,

fnvolve ¢ommmnit, aembers in plinning ot and participation in
Yibrary sorvics and prograns,

Be aniare o! and snitiate wsistan ¢ when need is evidenc.,

Work with croups, oreanreaticons, and othor agcucices,



Cogperation

Provide assistince to, receive assistance from, and cooperate with
other Libray divicions, City departments, and other agencies and
groups as roquired. '

Latest devaelopments

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

Ldentity and solbect library materrals, based on an approved selection
pulicy, so as to provide an ample collection of all forms of library
materials that refiect the interests and nceds ot the community.

Roeview and cvaluate 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

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

Provide fully processed library materials that are attractively
piekaged for the publie. :

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

Policies and procedures

Be aware of Librarv policivs and procedurcs.

Review and cvaluate procedares on a continuing basis to insure a
service that is responsive to the public.

Records and i{iles

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

Reference and information

Provide reference and information services.
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Review aiid evacadie sedvices on g continulng basis to
service that 1« respensive to the publie,

Provide ot wdogiate manpower and materisls to continue any initiated
or planned services or prourans.

Be dware ot pabdlic reaction toware Library services, resources,
procedures, programs, and e
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Conduct a discussion group which considers topics that are relevant
to vouny adults,

Of{fcvr a vocational guidance program which includes library materials,
speakers, and field-trips.

Crcate a tutoring service sponsored by young adults and geared to
assisting voung adults,’

Duvelop projects geared to the interests and nceds of out-of-school
vouths,

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, rccreational facilities, and
businesses.

Give talks and demonstrations; conduct library orientations.
Arrvange displavs of library materials,

Maintain public bulletin boards.

Attend and participate in community meetings and activities.

Make studies and reports.

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

Organize group activities which utilize library facilities and resources.

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

Retrain {rom making negative statements ‘to the public concerning City
policies or activities and avoid personal or controversial subjects.
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Cooperation
Request matoriils and sorvices {rom other Library divisions.

Latest cevelopmonts

Read protessiona! litorvature, attend moctings and conferences, visit
librarics, and view demonstrations of new methods and equipment.

Materials

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

Review new librarv materiais as received.

Analy se Librars (ollections and withdraw materials no longer suitable.

Conduct inventories of library materials.
Consult with voendors of library materials and publishers' representatives.

Materials circulation

Rescrve library materials and maintain files.
Search public stacks for requested library materials.
Receive and route library materials,

Persounel

Contact wihools and other emplovment sources in recruiting applicants
for positions, utilizing affirmative action standards.

Intervicws applicants for positions; schedule and supervise personnel;
maintawn time scrhod reeords: prepare work performance reviews and /
counsel ds Necessiry, determine triining needs and conduct specialized ///
in-servive training.

tnsnare that stottiag s provided at all public desks.

Cordaet ~tatl moorines,

Polricties and vrocedures

h

Read librars procedurael manuals, memos, and reports: disseminatie
intormation, tepovt on problem areas and suggest procedural imp
; .
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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
invoived 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 bv the library system.

Scrvices
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
policics, procedures, services, and resources.

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

Supplics, cquipment, and maintenance

Request supplies and maintain a stock inventory.
Inspnut.dnd 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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AUD1O- VISUAL LIVISION

DIVISION OBJECTIVE

[he Audiv-visual Division will provide specialiced audio-visual materials,
services, ond programs utilizing assigned areas and employing audio-visual
Librarians, and provide exhibits.

DLVISLON GOALS

_ Commut ‘tv_relations

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

Materials

Recognice and utiiize the unique qualities of multi-media materials,
realizing the special needs of those who may not normally use the
Librarv'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 reatistic divisional budget requirements and make the
most effcctive use of the budget allocation.

Community relations

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

every offort tu be courteous and helpful while displaying judgment
and tact.

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

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

Premote public awarveness 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
comwunity 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 nceds.

Conduct studics and rescarch, both original and sc¢condary, in divisional
arcas 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 ageacies.

Provide assistance to, receive assistance {rom, and cooperate with other
Library divisions, City departments, and other agencies and grouns 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 macerials, 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 cvvaluate resources on a continuing basis to insure collections
are current and continue to reflect the needs of the community.

Encourage library users and staff tc make order suggestions.

Mzterials circulation

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

Materials maintenance

Tnsure that library materials arc promptly reshelved when returned and
that stacks are in good order.
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Insure that library materials are in pood condition before being
reshelved.

Materials processing

Employ systems ot cataloging snd processing best suited to the
nature of the various media,

Provide tully procesgsed library materials that are attractively
packaged for the public.

Review ind cvaluate procedures on a continuing basis to insure an
efficient f{low of library materials through all processing stations,

: Personnel
Make maximum use of staff. .

Provide a productive and pleasant working enviroament,

Policies and procedures
Be aware of Library policies and procedures.

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

Records and {iles ,

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

Reference and information

Provide reforence and information services. /
Give readers advisory service. -

Be awarc of the Library organization, structure, and persgnnel so that

Teach the public how to find library materials.

Have at least one well-trained reference librarian oﬁ\Sucy“
the Library is open.

Services

that is responsive to the public,

) Provide tor adoquate aanpower and materials to continuc an
plinned services or proyrams.
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Be aware of public reaction toward Library services, resources,
procedures, programs, and facilities.

Develop programs vesponsive to community needs.

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

Supplies, e¢quipment, and maintenance

DIVLISION ACTIVITIES

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.

Community relations

Select, design, and schedule exhibits.
b g b

Ship, set up, and rcturn exhibits.

Latest developments

Locate and contact scurces 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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CANERAD A TIVE T,

Propiare di ians buadrer rocuest md roview budget allocation

periodic |

omnunt sy veg rtirens

Prepar. newa rele s o, brochures, leaflets, and posters.,

Prepare booklists.

Contact wndrvidual ¢owrsuni e members, local organizations, schools,
librarivs, institutions, awvencies, rveercational facilities, and
businesses.

Give tatks and demonstrations: conduct library orientations.,
Arrvangd displave o1 tibrory materials.,

Maintain public bulletin boards.

Attend and porticipate in community meetings and activities.

Make studies and reports.

Acuively seck our and assi-t the public in the uge of library resources.

Organize wroup activities whirch utiltize library facilities and resources.

Request information concorning community changes from the City Planning
Department and other City departments,

Refrain fron mikine nogative statements to the public concerning City
policivs or activitien and avord personal or controversial subjects,

Covperation

Request materials and sorvices trom other Library divisions.,

Latest dews Dopraends

Re wd prote o5 i Loterature, attend moetings and conferences, visit

libraries, and vi . demonstrations of new methods and equipment.
Materiais .

Review Tibiar rodia, order suggestions, and use indicators as a basis
for el tion,

-
-~ 4

Rovi-w new Library materials as veceived,

Andi .2z library collections and withdraw materials no loner suitable.
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Supply trade bibliographic information on order and withdrawal records.
Conduct inventories of library materials.

Gonsult 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-rcad stacks on a continuous
basis.

Appraisc damaged library materials.
Mend library materiazls requiring minor repairs.

Materials processing

. 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 nceds and conduct specialized
in-service training. ’ .

Insure that staffing is provided at all public desks.

Conduct staff meetings.
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Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate
Lnformation; report on problem arcas and suggest procedural improve-
ments; attend staff mectings,

Explain Library policies and procedures to the public.

Review procedurcs, 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 fiie correspondence and compile statistics.
Maintain account records foi divisicnal library materials.
Initiate claims for library materials not received.
Receive and record money accurately.

Reference and information

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

Dircct and explain to the public the use of the library facility.
i

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

. Services

B

Prepare and evaluate quc::ionnlgjeg concerning services.
e

lan. and evaluate services and programs.

Inform cther Library divisiong@of public reaction toward Library
policies, procedures, servie and resources.

Discontinue any services, ams, activities, or procedures that no
. longer fulfill the uneeds of

O
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Supplies, equipment, and maintenance
Request supplies and maintain a stock inventory.

Inspect and clean equipment and request maintenance secrvice
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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SUCEAL SERVICES DIVISION

DIVISION OBIRCTIVE

The Soctal Services Division will provide special library service to those
in the community who are not tully able to use library service in its
traditional form.

DIVISTION GOALS

Communitv 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 divisional budget requirements and make che mos ¢
effective use of the budget allocation.

Conmunity relations

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

every ceffort to be courtcous and helpful while displaying judgment
and tact.

Maintain 4 business-like appearance and attitude with the public and
staff,

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

Promote public awareaess of services Lh« Library renders by utilizing
all possible commmic-ations media.
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Develop and maintain an atmosphere of trust and cooperation with the
community invelving both an organized and spontancous approach to
publie relationg activities.

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

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

Participate in City-wide programs.

Involve community members in planning of and participation in library
service and progiams. '

Be aware of and initiate assistance when need is cevident.
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 ficld in general and apply where appropriate.

Materials
Jdentify and select library materials, based on an approved sciection
. ] 14
policy, so as to provide an ample collection of atl forms of library

- materiats that reflect the interests and needs of the commnunity.

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

Encourage library users and staff to make order suggestians.

Materials circulation

Provide a proceduce for charging, receiving, and reserving library
matervials that will be easv 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

kmploy systems of cateloging anl processing best suited to the nature
of the various media.

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

Review and c¢valuate procedures on a continuing basis to insure an
¢fficient flow of library materfals through all processing stations.,

Personnel
Make maximum use of staff.

Provide a productive and pleasant working cnvironment,

Policies and procedures

Be aware of Library policies and procedures.

Rueview and «valuate procedures on a continuing basis to insure a
scrvice that is responsive to the public,

Records and {iles

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

Reference and information

Provide reteronee and infermation services.

Give readers advisorv service.
Be aware ot the Library organization, structure, and persornel so that
the public c¢an be directed to the proper source for assistance,

Teach the public how to {ind library materials,
Scrvices

Review and cvaluate scervices on a continuing basis to insure a service
that is responsive to the public.

Provide tor adcquate manpower and materials to continue any initiated
or planned scervices or programs.

Be aware of public reaction toward Library scrvices, resources,
procedures, programs, and facilities.
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Andalveze tibrary collections and withdraw materials no longer suitable.
Conduct inventories of library materials. s
Gonsult with vendors ot Llibrary materials and publishers' representatives.

Materials ..rculation

Charge and receive library materials.
- Reserve librarvy matevials and maintain files.

$varch public stacks for requested library matcerials,

Reccive and route library materiatis.

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

Centact 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 recovds; prepare work performance reviews and
counsel as necessary; determine training needs and conduct specialized
in-service training.

insure that staf{fing is provided at all public desks.

. Conduct statf meetings.

Policies and procedures

Read Library procedural manuals, memos, and reports; disseminate
information, report on problem arcas and suggest procedural improvements;

attend staff meetings,

Frplain Librarv policies and procedures to the public.

Review procodures, activities, and services, and incorporate changes in
division manual revisions.
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Recurds and files

File and withdraw public catatog cards and records, sccurately and
prompt v,

Prepare and tile correspondence and compile statistics.

Reference ond intormation

¥

Explain the resovrces, catalops, and indexes te the public.
Answer reference questions.,
Assist the public in the location of libravy materials.

Have o general knowledge ot the duties and operating procedures
involved in manning public desks.

Dircet and explain to tie public the use of the Library facility.

. Assiat the pubbhic in the location of materials and services not
provided by the tibrary svstenm.

Services,

Proepaze and evaluate questionnaires concerning services.
Conduct s»thit confarences to plan and evaluate scervices and programs.

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

Discontinue anv services, programs, activities, or procedures that no
—_ longer fulfill the needs of the communicy.

Supplics, equipment, ind maintenance

Request supplics and maintain a stock inventory.
Inspect and loan equipment and request mnintcnuncv service as required,
Survev public aveas of the Library for maintenance nceds.

Volunteers

Contact possible somcen ot volunteer assistance; prepare job dutics
list: interview volunteers; train volunteers: schedule and supervise
volunteers; maintain records of time worked; and evaluate work
performance.
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THECHNTCAL, PROCESSES DIVISION

DIV1ISION OBJECTIVE

The Technical Processes Division will provide public scervice indirectly by
acquiring, processing, ind maintaining library materials, maistaining re-
lated records, and serving as a support unit by supplying technical assist-
ance and interpreting technical processing operations.

DIVISION GOALS

k*l.lt'crial.-_;_

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

Personnel
Provide a pro{essional staff of librarians experienced in technical
processing operations, descriptive cataloging, and Library of
‘Congress classification.

GENERAL GOALS

Blidz‘t't

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

Community relations

Keep in mind that the Library is .o public service ageney and make
every effort te be courteous and helpful while displaying judgment
and tact. .

Mointain a business-like appearance and attitude with the public
and staff,

Develop an awvaeness of the nature and resources of the surrounding
community .,

Promote public awareness ot services the Librarvy renders by utilizing
11l possible ¢ mnunications media,

Develop and maintain an atwospherc of trust and cooperation with che
communi tv involving both an erganized and gpontancous apgroach to
public relations activities,

Condue t studics and research, both original and secondary, in
divisronal arcas of activity, and make results available.
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Participate an €ity-wide programs,

Work with groups, organications, and other agencies.

Cooprration
Provide assistance to, receive assistance from, and cooperate w:th

other Library divisions, City departments, and other agencies and
groups as required,

Latest dove topment s

Be aware of the .atest developments in the division's area.of actiaaty
and the librarv tield in general and apply where appropriate.

*

Materials processing

Emplov  svstems of cataloying and processing best suited to the -
nature ol the various media,

Provide tully processed library materials that are attractively
, packaged for the public,

Review and evaliate procedures on a continuing basis to insure un
vificient flow of library materials through all processing station'..

Personnel
Make maximum us. of staff,
Provide a produactive and pleasant working environment.

Policivs and procedures

Be aware of Tibroary pelicies and procedures.

Review ant oviluate procedures on a continuing basis vo insure 4
service that is responsive to the public.

Records and tiles

.

Provide and maintaan accurate, complete, up-to-date records, catalog..
and tiles.

Reterence and information

Provide reference and information services,

Be awate ol the Library organization, structure, and personnel o rhat
the public can be diveeted to the proper source for assistance,
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Services

Provide for adoguate manpower and materials to continue any initiated
or planned scrvices or programs.

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

Supplies, equipment, and maintenance

lasure adequate supplices arce available and that cquipment used by the
public and staff{ is kept operable.

Be aware of building maintenance needs.
Volunteers
Make maximum use of voluntceer assistance.
PIVISION ACTIVITIES
Cooperdtion

Conter periodically with division librarians concerning the acquisition,
cataloging, and classifying of library materials.

Assist City departments in procuring books.
n

Materi a_l_s. ‘

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

Materials processing

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

Verity and modity Library of Congress card information.

Utilize Library of Congress bibliographic information from the National
U'nion Catalow or other sources.

Prepare, receive, and process bindery shipments.
Order, veceive, and process Library of Conpress catalog cards.,

Records and files

Maintain order tiles 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 windividual community members, local organizations, schools,
libraries, institulious, agencies, recreational facilities, and
businesses.

Attend and participate in community meetings and activities.

Make studies and reports,

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

GCooperation
Request matertals, and services from other Library divisioes.

yeng, ey b

Latesl development s

Read professivnal diterature, attend mectings and conferences, visit
libraries, and view demonstrations of new mgrhods and equipment.

Maverials

Roview iibtary mdia, order suggestions, and use indicators as a basis
tor seltection,

Analvee library coltections and withdraw materials no longer suitable.

Conduct inventories ot librarv materials.
Consilt with vendors of librarv materials and publishers' representatives.,

Return defective or unwanted library materials.

Materials cirenlation

Search public stacks tor requested library materials.,
[

Receive and route tibrary maverials,
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Materials matptonind

Appraise damay,ed Dibrarsy mat 1l
Mend library matervials requining minor repairs.,

Materials processing

Order, receive, and process library materials,
Personnel

Contact schools and other cmplovment sources in recruiting applicants
for positions, utilizing affirmative activn standards.

Interview applicants for positions; schedule and supcrvise personnel;
maintain time ‘worked records; preparce 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 manuale, wmemos, and reports; disseminate
information; report on problem arcas 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 {iles

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

Prepare and fiie correspondence and compile stetistics.
Maintain account records for divisional library materials.
Initiate claims for library materials not reccived,

Reference and intormation

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

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

Assint the public in the locatien of materials and services not
provided by the library system.

Scrvices

Inform other Librarv divisions of publie¢ reaction toward Library
policies, procedures, services, and resources.

Discoutinuce any services, programs, activities, or procedures that
no longer 1ulfill the needs of the community.

: Supplies, equipment, and maintenance
Request supplies and maintain a stock inventory.

Inspect and clean vquipment and request maintenance service as
required.

Survey public arcas of ithe Library for maintenance needs.

Volunteers
Contact nossible sources of volunteer assistance; prepare job duties
list; intervicw volunteers; train volunteers; schedule and supervise

voluntecrs; maintain records of time worked; and evaluate work
pev formance.
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’ FRIENDS OF THE LIBRARY

OBJECT IVE

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

COALS
Budget
Provide funds for nucd;d 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.

Ald in public relations by informing the community about the
Library's scrvices and problems.

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

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

Obtain active members from all segments of the community.

Latest developrients

Keep informed on library trends, developments, and progress.
Materials
Encourage gifts to the Library.
ACTIVITIES
Budget
Raise funds bv used book sales and other activities.

Write letters to legislators, attend council meetings, and urge
members' cooperation 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 speeial groups interested in the Library.

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

Recruit members at mectings and book sales, and make applications
avai lable.

taform 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 reflreshments for programs,

Latest developrients

Attend meetings, workshops, and conferences.
Fublish a periodic bulletin to the membership.

Hold periodic meetings.
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