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Faculty mtmbers at Pasaden4 City Colle-e in t Library Technology

Program have found that many of their students are frustrated and an

ilyed at having to study units of inst uction tlrat repeat wh:t they have

dy learned on the job. The purposes of the s udy were to determine,-
7

the -extent to which Library Technical AsSistant studen s at-Pasadena City

Cellege bring previously learned skills from on-the-3 h experience into

the classroom and to ascertain whether the cucriculum can be modified to

minimize the repetition of earlier experiences.,

-theri the study sought 'o identify which continuing education .

experi nces are need d by former students who work in librar,..es in the

vicinity of Pasadena City College aid Co deterrine what modifications

will be necessary to provide continuing educat on opportunities to them.

Data were gathered by questionnaires and/or checklists adm nis-

ter d to students currently enroll d at Pasadena City College, to formr

students, to librari=ans and peraonnel director

,and to students currently enrolled at

the, San Cabriel Valley and vicinity.

The result: of the study show _, first of all; that the pre ent

ne ghboring libraries,

ler community colleges in,

. pat ern of instruction dpe
_

room the learning of skills

epui e many studentsto_repeat in the class-

they have already mastered on the.joh..
_

7



Twrnty to 50 percent of tli elirreol tud 1 'th. --revious experience,

if thei: opiinoii, need no f rther trai il 58 (68 percen ) of 92

duties. Only 8 percent) of t:he 92 duties-on the checklist wore
/ /

marked ns Ones for which 50 percent or more of the students needed

Secondly, it was found that, if indiVidual units of instruction

were offered 'in a different pa

redur?

such repetititus learning could be

A modular approacb was ,sugges ed.

TD meet the continuing education.needs of currently employed

mor students,-it was concluded that at least three npproaches are

noc7cs-7_ry. They are (1 ) offerin some individuals whole courses, (2

providing individnal un. its win existing, co rses for others, and (

Autroducing into the

by existing courses.

the checkli

curric lum other skills that are not covered at all

These skills are largel "write-ins" At the end of

Finally, employers/and employees identified other dUties neces-

sary for satisfactorrp

currigulum. Forty-eight

rmance that must therefore 12- included in the

the duties were marked by 50 percent or more

of the emPloyers as necessary-for satisf ctory performance. Only. 30

6 -

were so marked by 50 percent o- mo e of the employees. Twenty-seven

9.3. percent) were marked by both groups.

Based on the findings and coi

mended that the curriculum he -edesi-
: /'.

b experience can acquire individual

lusions of the study,

ed so that students

as recom
,

th on-the-

ckill without.havingtotake com-

'plete cou ses that teach skillg therhave already acquired, and.that the

cul-r culum be so revised ap to incerporate the skills not now-included

and that employers and employees indi ed ere necessary for satisfactory



performance. E1vn Sit skills we id Itified by 5

the employers and ,r employocs.

It was further recommended that course work in the Libr; -y

Technical- ASSistant program be

to wi

help

k :Independently of one anothe

ned Into modules to allow Students

ti was felt this approach would

tol-eduee repetitious lean ing for Lib,ra y Trchri ical 4.Lf.istant

students with before Intry experience and for, former student employees

who need course work for upgrading and updating their Skills In other

mord approach would provide oppoft rilty for continuing cdu

The modular approach would enable the- student to participate in'the .

learning .pr:-ess- in such a way 1_ to enhance that commitent to the task

and perm t full control oVer the rate of st-dy. It would also enable

the student already familiar to -him to lessen failure by mastering eall

module completely bef proceeding to the mext, and-to develop . a sense

of responsibility for his own learning. Under this recommendation, each

won se willbe made up-of a number of modules. Students will be requi--

ed to t oke somc or all of the modules. The student with prioy exoerience
/),

wh_ satsfactorIy passes a diagnostic test may be given the option of

rfot taking a given module. The modules themselves will vary in lehgth

and complexity. .Modulos in whichbasic skill's are learned willbe pre-

requiSit-s. to modules that cover advanced skills.

The modular aPproach:was also recommended fr 'con_ nuingliica-
.

h. Modules can be offered on a non-credit basis with a given number
5 EI

modules being equivalent to a course. Module- then can be taken in

-any order-except that basie modules;- p-e e4uisites t\b,advan'ced modules,

would have- to be mpleted'first.

Finally, it_ was recommended that the

vi

ibrary Technology Program.



at Pasadena ity. ColleAe be brought _ into compliance with .the Aiurfcan

Library A -- iatiouss,Stptement of Polyy op cont4noing education i P

its "Cr ,ria -for Prgrni s to Prepare Library Technical As-' tits."

The Program Director hoLld, for example periodically check with employ-

'ers about the specifit dutits performed by support pe sonnel and about

other upgrading nee4s:

.These-recommendations have been-forwarded to appropriate admin-
0

ist a ors at Pasadena City College for consideratioh SS the first step

in imp1ornentatioi. Fullimplementation will depend Wpon faculty members

having adequate time'for further curriculum development.
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BACKGROUNp AND.,STATEMENT OF THE PROBLEM

Historically, anyone seeking library work at a clerical or sub-

pro e :ional level 6ould receive-t.raining only after having obtained a
-

library-position. The problem of appropriate train ng was recognized

. tand dioussed as early as .1892 (Bock, 1968); Ope of the earliest
0

training effo- s began at Los Angeles City:College in 1937. At that

time, the:college established a library,clerical,training program.

A

cording t6 one account, the program was a response. 'to the needs of ty,

kers" (P4dduck, 1936).,county and school-systeme.for clerical

1n,1948, Errett McDi:-

profession for igboring the problem of. the subprofessional level of

training and for being concerned only -ith.the professional level

presented a paper that criticized the

-(Mcrae mid, 1949). His criticism seemed to stimulate a number.of col-

leges to introduce programafor training aubprofessionals during the

late 19401 4nd the 1950s. As librariesipeccme more eoMplieated the

need fO_ more and better aubp-_fessional training.became evident.'

Palomar Junior College, Citrus College, and 1os Angeles Trade Technical',

College were a ong the first to offer suchtraining (Allen 1973).

The Martinson report (1965) called attention to the.need for

addit onal t aining.pograms. Ip 1968,'the American Library Assbciation

reversed its earlier oppositi n to library technician tr 'rung programs
. .

,in the community colleges and supported the training Of subprofess,ionals

15
1



-JAmerican Library AsSociation, 1968
0

assistant preparation

Guidelines for library technical

re approved a year later by he Associ tion

'cap LihrarY-,Association, 196,9).

Since the rough beginnings, library technical assistant pro-

grlms-have grown significantly. The 1973774 edition of Occu ational-

Proglama_in California Public Comniuniyçlees shows forty,library

.

technical assistant progra s in the State,,and the eighth edition of

AmeriCan Junlor -Colle es-lists over ne,hundred,programs
{}

_The Library Technical assistant program at Pasadena City Col-'

lege PCC) began in 1963. It has been found that many student's whe

enter the program a PCC have e onsive prior experience, .ThaT-ispnt

eurrieulumis therefore, not alweys'advanced enough to challenge them

Tables 37 and 38 in Appendix'show-the-present Library Technolngy

curriculum at PCC. Waiverg are sometimes given to students for.vatious

classes that are too elementary for them, but this does not adequately

deal with.the.prableM. Becauae a number of libraries send employees to,

the'college'for.,upgrading of skills in preparation for advancement, it

May be more effective to/offer a more advance& cu riculum orto-modify

the existing one. Students would then not be required to take courses

that repeat their'oft-the-job experiences.

A purvey nf 60 students in the fa l semester l975at PCC showed'

that 58 percent of them had had.previous work experience in libraries.

Tbi ty .percent of the 58, bad up tO a year of previous experience;j5.5

percent had 12 to 23-MOnths; 15.5 percent 'had 24 to 35 months; and 39

p rcent had three or more years of experience.

The survey also howed.that students had already had experience

16



in 30-out of 92 duties that are norMally included in the basic-library

technical assistant-courses: It would See that cOntnuing education

is an,important aspect.of.such a program. A national sUrvey Oublighed
fJ,

.in Continoin a and Information Science- Edncation (1974) showed

that continuing education' -as ranked verY high by 90 peteent of the-

respondents. Another survey liStedVarious du needed for review.

-This,publication Was a propesal for a national network offering con-7

'inuing education for libraty pe sonnel. lt'seeme&-cleat to partici-

pants in the survey that centinuingreducation is definitely needed.

Grainger's unpublished Study .(1970) of the library technology
.

programs in California junior colleges stated that mbst library techni-

cal assistants used very few of,the.skills they have,been trained ler

their Community college courges. Lukenbill's study of library teChn1cal

-assistants in Louisiana (1972) found that assistants used different'

skills in different libraries. It stands to' ason that-they will have-

to review their unused skills to progress on the job or to change jobs

where other duties are required.

$ince;,-no training is needed hose skills that are currently

.being used; It would be advantageous to fotm the most needed skills

duties into modular units so that An employee coming baCk tocollege

for contiOa g edjciion could select the necessary duties from an array

of modular units, thus forMing his own course ot courses. This wonid

be far-more beneficial te the cantinuiag student than having to sit

through a, course that-included duties he routiaely performs or has pre7

viously.covered in preps atery cdurses. Both Grainger and Lukenbill

found differences in duties and tasks needed-by -library technical alvz.

sistants. It seems th t their duties depend on different factors

17



exist ng in particular l/ ihra such as staffing, type o_ library,

and budget. Thus, to fulfill the particular needs of ewraoyees in Pasa-

dena and the vieinity, a modular type Of format is tboUght best for

fering-the,.con inuincl students the aining that they particularly need

, while at the qame time, reducing.redundancy of jnstroction.

'liminary analysis of job'descriptions froma telephone surVey to neigh-

boring libraries 8bo ed thatva ious lengths -f forMal training'are re-

quired f _ entry and advan ement

The intended outcomes of this studiare the following\ :

I. deter-ination of the skills Libr -y Technical Assistant

'students hav- acquired before entering the:program and

how.-mueh training is ri*eeded.

determination of the skills forther' students feel are :needed

\/

atisfact -y performance in their present jobs: and

the learning experiences that would be helpTol for their,

,
continued education oredvancement.

,

determination-of the skills eMployers feel are needed by

sübprofessionals for satisfactory performance on the

and af_thoseltece sary, for advancement..

Statement of Ma or _Issues

The_existing curriculum at ETC requires students h previous

experience to go th ough the same educational expeciences as thosewho

-have h-d no related experience whatsoever. This study has determined

the magn tude of thP problem and the need for a cbang6 in the educational

program. jt foundthat their own work experience waS equiValent to manyfl

of the learning omerieeces provided in the instructional program.

18



( 1)

5

Major jssies .con dered lii the study have been the following:

hould units of instru tion be offered in

from the preset

pa torn that differs

(2) Should the currldlilum be-so

dents will-be-exposed only tonew experlences-not unnecessarily re-

peating skills that have been learned on the 3) Should the cur-

riculum be revised? (4) How should ftba packaged to minifflize redund

alloy in instrittion? (5 ) What courseevork should be-p-rDvlded to meet

the con inu ng education needs of those-who haVe
1

n-the-job experience?

This study did not determine the level of .proficiency'at

-form onithejobCduties that correspond to-,current students

classroom instruc ion. Theft own evaluations of whether -or not .

they needed training were accepteth

'No effort was made to CO re/ate on-the-job_training with class oom

instruction in the community co1leges. ,

This study did not consider theneeds'of clerical:and subprofes-

-
.sional employees who had not7been library technical assistant

students It i-ncluded onlyurrenf students -_nd former stndents.--

who had completed all of the -require6 couroes an& were pirrently,

employed:.

:This study was limited to five c mmunityc lleges whose 1.ibrary

technical assintant programs we e part of an organized eUrriculum:

and who were close to PCC.

5. The study was restricted t- employers Head lib.- ian the area

-served.by PCC.

Responses from current students were included only if the students



had salarIed lib y working experience before entry into a

munily college program.

The.questionnaire for current students s g ven only ,to students:.

who were.present in clask at the time.

8. The checklist -f duties was limited to 92 library tasks selected,

from the,American 'Library AssociatIon's Descri

onal and Non rofessippal Duties in Librariea and from the

atancellor's

-tant-Trogram.

ce curriculum guide, The Library Technical ASsis-:

The checkli t omitted duties normally reserved o.

_professional librarians.

_LiMitations-of theAudy

The findings-of the questionnaires may be biased because the res-1.

ponses.do no- represent=iDO percent of- the population -surveyed-

respons_- to the Checklist-were bag-ed-on the respondent,

memoryof experiences before en ering a library. technicaraasistant

'program.

The names of former students of library technical-assistant pro-

grams were'avaiiable from only four-of the five'institutiond

Ap many of the former sttident respondents wer- no currently em-
-

ployed,-thei responses w re not usable.

Definition o

preclude misunderStanding in reporting this tudy, the fo

,lowing definitions . are provided.-.

Continuin- Education: Continuing educat on refers to the formal

cOurse work by which the individual upgrades his ,professional competence.

It is learning thatadvances the individbal from previously established:

20



'Vases.

1_975-76.

Current-Studenta: ThoSe enrolled in the Fail Seines

puty: Includes a large segment of the work perforMed by an

individnal'and -ay include any number of tasks, or is a distinct, iden-
,,

tifiable work ac ivity that constitutes one of the logi

ry steps in-the performance of a job or, task.

I',112.12y!s: People who were formerly enrolled in one of the

doMmunity college library technology programs and are now 4orking

libraries.

Former Students: Those who, at the tIme of this study, had
.

al and neces-

!

/Completed some but not necesaarily all., of thecodrses offered apd

were no longer enrolled in-:library courseW. Former-st dents whose

questiepnairesshowthat'theY are currently employed in librarieare

referred to as employees

14bLam_a__eric.: lYne-who has'the e uivalent of a least a high

,

,school education and-has office.skills.such _s typing, filing, short-
.

.

- .

i
.

haricl etc.,, and probably has -only bilthe7job training in library ser-
.

vice

ltlbrElmithtlik_AE§_i_a. A semiprofessiónql library worker

/

ose duties require knowledge and skills based on at.least two college

yeath,of general education -that in lfides library, instru

'--N-
Ont use and 'cIerical-work levels..

N,

L Technical- Assistarn

organized curriculu

This term api3lies to the-

hatA3repares. for subprofessional'library careers

Module: A self. ntained and independent unit Cif instruction.

few well-defined objec

21



Studeht Ass]: ant -.Astudent employed pa -tim in the .57

niversity, college; o ,scbool to perform nontechnical o nen-

professional Anties under the sivervision of.the pr fessional staff,

n :an hourly basis.
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REVIEW

Although there i

,

aptet 2

HE

_ literaiu

are several that-, touch on

Nided back,ground material.
-

'"Libtary/Media Technical-Assistantsci Louisiana: An_Analys

ITERATLJRE

directly related to this spudy,

various,phapes and'Others,pro7.

f Needs, Problerds and Prospects for Future OeVelopmppt " a dissertation
)

:by Bernard Lukenbill (1972), was t help to this study:

Not only did this dissertation outline the history f library technician

,prOgrams hut.ft-alsO:outlined the:particular Problems

gave,e breakdown.of the.duties in the. various classif

this researcher insight into the problems

in Louisians It

catiens and gaZte
_

Lukenbilr _

e formal train

another gtat
-

concluded-that the subprpfessional in-Loui iana'needed'm
, 0

_

,ing-in thegeneral cOMpetencies.associated-with'lihrary wOrkers:' Work

standards etween.various-types of libraries varied and more standardi-
.

zatIn waS needed.

Grainger (1970) in his study "Library Technology, Progra

C

Junior Colleges: An Appr isal," looked -into the cha
,

in

Of -tudepts and faculty members of library.tdohnology pregrams
,

,23 California junior colleges the appopriateness of the traihing,

ude of the prof-scion to-ard these programa the apkopriatenesr

,

of jobsr-obtained, and, the degree of .success 'of candidat

_
.conclusions was that the. duties

One of his

_ o the varioUs classifications were not

clearly defined and that the class ficationa varied fronvone library-to
4

4



another, Gra

. -head librA

nger-also snrveyed both the sukproessiona1s and the .

\

ans en the duties- perfo_ ed by the\,subprofessiOnals.
_-.. ,

Bloom (1975) _tndying the. 10 ary::techn'tal as-istant programs

Illinois, concluded that more formal' training programs fon librarY

assistants we e ileeded,,that AMtrican Library Association:

should'be'moe closely adhered- -=that_a. more distinct de-
,

of job duties was needed, and that library administrafOr

should have a-better unde standing-of the library tec nical assistant

duties and their morj formal training.

-The .Illinois StAte SdArd

tion Guide 1

nal EducAtion and Hehabilita-

Lib ary Technical Assistpnt programs represented many

the materials reviewed. Though this P rticular guide did not sub
-

,ally add to the study', it did'give some background material for cur

lum course ucture and_continning education k.:

n"s st,pdy (1973 goye hment libraries in th= Washing-

ton
_

D.C..area. surVeyed the yarious libraries on. staff /composition,',

-ties 'Apd cur igulumModels. He concluded that xiiore s-education was

sneeded since oyei lialf of-the employees were often

of 1ibrar Anship..

ThejDodUle approach

ChriS'ine'.(1973) was

eat in the dutle

t_ library technology-a Presented ty-:
-,/

- .

_sed to gain some ideas about this design for tea-

- ,

ing.s. The Arizona State University outlin of courses and the course
,

descript.ions were quite helpful. Each'ilas prece4ed'by an obj ctive f _

ir

the course _and included the textbooks.and materials used.

dence

another

Schubert's repo (1973) on.a N Me*ico prograM of. correspon-

ddy presented an interesting and sucCessful.concepth This viari

exPmPla of how a OPlution to, a partieular problem can be tound.'

24



poS0

A report for the 1 linois Lihrary.Association by Wiese (1971)'

n organiz tional model for library staff, gives job-des-
11,

, 1 A
-criptionvfot the-various levels -and-analyzes the anpower by .the many

factors that bear on library services. The job descriptions were most

helpful to:the researcher in this.9tudy.

"abiaryjechnology in California Sunier °lieges" (1968

.
collection of paper"s presented-at a. conference oh the tralning

rary t chnical ass1stant. The topics ranged- from job opportunity, the

furitiun. of the library technical
:\
\rarles, and-funding for .programstraining programs and fau e programs.

assistants in variousl%ypos of lib

0
The book was,of value to this'study in that i gave

ma erial and general- information for the_researcher.
\,.
- I

,

The report in _02:Li.,b1r_e_rx_aild Infor
_

on Science Educe=

SQM8 background
'

tion
?
edited by .Strie (1974) was valuable far its nthntonOf continuing.

education for libra y 'personnel. The,various methods o'f e ive.14-

:
\

uction were most helpful in curriculum formation.
\

The Library Techn =

minlity Colleges, Ch

istant Pr

nce11(

°Ping a library teChnical:a

yin:help:bring uniformitY

am by.the Californi

ice (1970) gives guidelines

sistant program,.-
_

the-Programs in the

' The book is divided into six parts

hoped"that this .

community colleges.

mtary of surveysThe first Is a

showing the.need for tht semiproftssignal technician; the secand is the

library technical assistant curriculum recemmended by an advisory com-
.,

tee; the third is p

- sis of levels..

urvey of etployment oPportunities and an ana1pr

thin th- profession; the'fourth lp recommendation- f_

curriculum development; the fifth is

technical assistant prograrn ; and the sIxth is suggested eourse , content.

the coordinat o__ of the librarY

2 5



'tants

s

feren e sponsored by.. the

--oMmittee

ation

ial and cu_ iculum ideas.
,

or Librar Techni6a1 -Assi-

ecommendations from a workshop con-
. .

Council on'Library Technoloe-(1970). The value

of this
a

nicians

report

used in

to giVe the y_riona

different libraries in the state-Of :Illinois and the

}
descriptibus of library'tech--

certification of Library Technical Assistants. The eport as helpful

id the reyie of classifica on and Job descriptions

Borkowsklts.book, Librar Technieal A

-
is an excellent handbOok

ia -1 dboOk (1975

library tecnnical a sistant-program.

It pre ents a-broad basis for any libra
/

ry technical assistant prou.am,

_m both the in ucto s and thW-student's point

.gives'an

view.

verview of the library. The purpose of'librarie

The manual

.history,

types and dut es of Personnel are included in the first section.
2 .

other.secylons deal with .the dtities'in tile library. Thoughl3roadJn
0

.the.nature of its information it-doesgive

foundation o

the instructor a good

ch to build a curriculu and'it'gives the sludent a base-

understanding of the duties and r2klonsibi1ities

cussed

curriculu

the paraprofessional:

r the library,techniCaLl-assi_ ant program i

thoroughly.in Libry_actnIsal_A_s_figtant developed by t

.Offfice of Educ

coMpl

technic 1 courses sUggestedut

te library

and the Univerdity pf Toledo. This manual outlined,

technical assihtant curriculum.1 Not only are the

also,the general educatj.on, courses

The courses are broken down into the skills needed in library-technol

q3ne of the unique.features Of th book,is the'suggested floor Plans

laboratories that can be included
/

in the-library techni--

eal ass1,sta,t instrdctiOnal prog am. A large bib iography

26
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ehnical nurnals atid periodicals, and grneral bookS is,most

helpeul to the instrurtor

1975, the U. S. Bureati of Labor Statistics produced a bul-

letin, Library Mannower: A Stud of Demand and Sn_aply, lyzing the

factors which influence library InanpOwer needa and projections of the

demand for library personnel. It Included information on the present

and future job outleok for library technical assis-ants nation-wide.

T1-, findings i.lere fourfold: the number of and demand for library tech-
,. .

nical assistants in-the job market is increasing at a higher rate than

for-librarl ns. However, some problems in the training of library tech-

nical assi tants were noted ii the study and.seemeclto center around the.

fact
\

that there is no clear-cut definition of the\occupation in terms

/

'of skill content, therefore no uniform.Curriculum can be developed for
a

use in -training library technical assistants nationwide. 'The result

lis 13ck of urriforminstruction in the placing of library technical

assistants is that emPloYers consider on-the-job t aining, for most, an

absolutely vital element in the occuPational entry prOcess (with formal .

tralning of secondary imOort). HoWever, expansion of local pr grams as

supplementary,training for librarTtechnical assistants already employed

highly,recommended.

Alice Wright'- boOk, Librarx_Clerical Worke s and Pa es (1973)

designed for use by small and medium-sized librarie_ to-aid in the sel
,

on,-training, And supervision of clerical assistants and pages. It

Lists bas
-

step-by-step suggestions regarding procedures to,!.be followed

and the,:results to be
1

expected in employment-situations.= -While not of

directconsequence-.to this researcher's. dy, the manual did provide

some valuable guidelines in defining the role of'the library techtleal

27



n interesting evaluation of the library technical assistant

led in 1975 byposI Lion _ in the suhprofessional field today was publ'

Pratt TnStiLutQ. in Brooklyn, New York. .Looking at the field from'an

historical point Of view and tracing its value and controversial nature

to the pres-nt, Rhoda Garoogian's The Library Technical Assistant isolated

four factors for s- dy: the present status of formal training programs;

tho present and potential job market; the duties which library technical

=1;istants perform; and

found that libr rians

two-yea_

- attitude of the professional librarian. It

ongly prefer havirig employees,who hold.a

associate degree with special library training. An emphasis by

the potential library technical assistant on business and communit tIon.

courses i alsoof great value in the employers' eyes. Regard rig the

present 1 bra y technical assistant curriculum, librarians, str=ss a,

need for%more A-V training for their library _echnical ass_ nts.

udy was helpful to the researcher for its _emphasis on employers'

needs (as they see them) for. adequate, supportive staffing.

Louis Sheres in his book, Library Educa n (1972), adamantly

uphnl(.,_ the need for a two-year parapicifessi nal course Of study in

ary science. His Work was very ticlpfUl in setting up a sample

riculum on-a junior coillege level, having beervone of the authors of

-Tec, a course of study for the educationoof library technical assia-

Ls in Texas community collages. Ha included many innovative ap=

pr-ches to library eAu'cation and libraryin-actice. He also discu ted

at great length-the advantages of establishing' indi idual State plans

for library education at the paraprofes_ onal.level to assist uniform

acercditation o various schools' programs wi in each,state.

14:



En snmmary, no previous publications have dealt directly with

fi

the subject of this stialy. However, a number of reports, unpublished

papers, and other documents have contributed information that has been

valuable for comparison and contrast with the focal situation.. .

a

29
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Chapter 3

PROCEDURES AND: NODOLOGY

Determining the yalue of the_Study

Faculty members in the'Library Technology Program at PCC have

found that \many of their students are frustrated and annoyed at having
\

to repeat units of instruction they have already learned on the job. At

Its conceptOn, the idea of research study on the problem wak presented

\

to the-Library Technology Advisory Board and to directors Of Lib dry

\

Technology programs of the colleges in the San Gabriel Nalley_area.

These groups heartily endorsed the, idea and agreed on a need for it.

purs-Ong the concept pf the study, acceptance and advice were asked

\

y E. p nure, Specialist, PublIc Service Occupations Chancellor's

Office, Calif

Occupational

ment of Libra

Gabriel Commu

dent of the C

professionals

Selec

Community Colleges; John R. Tootbaker, Director of

ocation at PCC; William Grainger Chairman of the Depar
\

Service at PCC and Chief Executive Officer of the San

1
ity \College Library Cooperative; and'Ma y Gent

\

1 fornia Library-Employees Association. All Of these

Yv Presj-

felt that,it Would be a valuable study.

Curren_

of the Library

should not be _

small'to be _o

ues ioned

students have inntioned thl probleiln their evaluations

Techn 1 gy Program at PCC.

estr ted to PCC because: (1) the sample might be t--

clusiv, ) the problem was Probably not restricted to

was -thought that the study

16
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PCC, amd (3) the'problem was q

in the area.

)ce the records of

enough td identify the Tibrary Technology graduates year by year

probably the same at other colleges

rogram directors were ,--)t definitive-

dec ded to use the data on all the graduates f__ which records were,

available and to select only t_ose with, paid experience as shown on

the Traduate ihformation sheet and currently employed.

Cat1rindReviwing ug the
Literature

Computer searches from the Edcat onal Rasourees Infrrnation

Center Clearinghouse in Career Educat4On (ERIC) and the Los Angeles

County Evalu

as

on Research Services (LANCERS) provided miny_references.

Standard bibliographical indexes to litera ure supplied many of the

mate-els used for the study.

-!stlonnaire and Checkli

Questionnaires -ere developed through ascertaining the res--

ponses needed for study and for the solution of.the problet. A

checklist of clerical and subprofessicnal duties vas compiled'from the

American Library Association's Descri-tive List of Frofessana1 and

afessional Dtities in Libraries and from the Office of the Chancel-

lor I.LihTeLy_Tshnical Assistant P-o rams in California.

Procedures Used.in Gatherin the Data

Data were obtained by questionnaires and checklists diStiibuted

program directors, former ,students and employers. The following

t4ere procedured-used:



1. A questionnaire, was given _to first-y aLibrary Technical

Assistint majors at'PCC in order to assess the need for

the study and to providq/information for refinement of

the.questionnaire-

2. The questionnalre was revised to remove ambiguities,-

to cla ify instruction, and to facilitate tabulation

of the responses.

3. The revised q 7stionhaire was administered to all current

enrolled students in the Library Technical Assistant

program at PCC to asc -tain their-previous library ex-

ience, length and type of experience, and whether they,

are seeking instruction for specific curricular needs

(See,Appendix C).

The revised questionnaire was also administered to all

students enrolled in Library Techni al Aseistant p o-

grams at Chaffey, Citrus, Fuller on, and Mt San Antonio

Colleges to ascertain-their prev-ous work experience,

-length .and type of experience and whether they-are

seekipg instruction for, spec

(See Appendix C).

c curricular needs

5. Directors of participating library technology programs

were asked,to submit names of former students who hadlbeen

enrolled in their programs: ,A questionnaire was mailed

these students to find-out, in their opinion the

skills that are needed!for satisfactory performance

on their preseqtjobs and those.leEirning experience6

that _o-ld be,helPful.for-their,COntinuing,education

18



(See Appendix D ). Que.tionnallos returned by former

sLudents who wer_ currently.employed as library techni-

cal assistants and clerks wrc used for the study.

6. The checklist of duti s was mailed to a sample of head

librarians in the area s- ved by PCC to ascertain what

skills librarians think lihr_-y technical assi-tants

need for satisfactory performance on their job and what

kind of 1 arning experiences 7ould be help

continuing education (See Appendix E).

7. Job descriptions'f-m libraries that use:PCC gradua were

, analyzed to dete -ine the educational requireMents for job'

entry and for advancement as library paraprofessionals.

Information obtained from job descriptions Va_ supple-

their

mented by a telehone survey of library personnel of-

ficers.

Informat.idn from the questionnaire administered to stu-

dents enrolled in Library Technical Assistan_ programs

was analyzed in the following ways:

The responses were sumarized in chart form by

length of experience, by nu ber and pe centage, by

each college and total.

b.. Charts sunmiarizing the responseu (number and per-

centage), by each duty for each participating col-:

lege were prepared. These data, though mot necessary

for this study, are felt to b_ interesting to the

participating colleges, since a copy pf the study

was given to each onu and the data have-local

33
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C.

significal e Appendix G, Tables 27-31).

The responses for each of the categories ef experi

.
ence, (no experience, over 12 months' experience,

over 24 months' experience and over 36 months'

/ experience) were tallied by college. These were

then summarized (by duty, by number, and by per7

ceptage) in a chart form.

The total percentage of responses of the participat-

ng colleges were ranked under response rating:

1. "no training needed" 2. "need additional

training"- 'need t aining 4. "no experience,

no t_ ining needed" 5. "none of -he above.'

These showed by comparison what skills are needed

injhe Library Technical Assistant program.

The_questionnaires for former studen ( ployees ) and

employers-were analyzed as f llows:

I

a. The general Characteristics of the former s udents

(major, semesters enrolled'd g_ee attained, number

of semester units completed, cu riculum followed,

position, types of library employment, Jength of

time employed occupational goal, desire to continue

'education, and wha:t degree or certificate they hope

to attain were summarized on na rative form.

Responses by length of exparience were tabulated.

Responses ro duties by number and percentage from

both forMer student_ and employers were tabulated.

20



This table showed the number and percentage of

responses for each duty according to how each per-

son felt about the duty (whether It was needed for

satisfacto P formance en thoTresent job and

whether the duty would be helpful.for continuing

educa-fon).

10. All charts were summarized in narrative form.

11. Conclusions wrre drawn about the need for curriculum

reviion.

12. The conclusions and recommendations of the atudywere

evaluated by asking a group of experts to revie_ hem;

The panel was eomposed,of e ployera-.and/or prospective

employers of library technical assiAtants (See Ai:Ten-

dix F).

.



Chapter

CHARACTERISTICS OF THERESFONDENTS '

Thr:ee surveys were -Conducted for this -tudy. The firstques-

tionnaire (Appendix C ) was distributed to all s- dents enrolled in the

Fall 1975-76 seMester in Library Technical Assistant programs at five

California Community colleges: ChAffey Colleg_ Citrus College, Fuller-

ton 'College Mt. San Antonio College, and Pasadena City College. Res-

ponses' were received from 168 stUdents., The distribution of those: res-

ponding i shown in Table 1.

The 76 stUdent respondents had Various amounts of experience be-

foreenterin- the program and seMe were currently emPloyed. Their ex-

perience was as student assistant, libKary. .clerk and-library technical

a sig Ant. The amount'of experience ranged from nnder 12 months to over

35 Months. enty-seven had under 12.months', 18 had from 12 to 23

,Amonths' experience, 9 had from 24 to15 menths' experience, 22 had oVer

35 monthS' experience aad 92 had p0 experience. ,The responses from those

with only volunteer experience or no experience were not used.

The second luesionnai e (AppencilxP) was, sent CO 9319 former

dents who were currently employed in librar S. Four of the five

leges were able to supply lists of:former studts. Of the total former

student responses, 171 were:usable, 224 returns received 'Vere not usable

stu-

because the former student vas not currently employe and 232 question-

naires were returned undelivered because of noforwardin address (Table'



TABU 1

RESPONDENTS TO LIBRARY TECHNICAL ASSISTANT STUDENT

QUEST'IONNAIRE FOR CURRENTLY ENROLLED STUDENTS

BY LENGTH AND TYPE OF EXPERIENCE

Student

Assistant

Typ of Experien

Library

Clerk

Library

Technical

Assistant *Total

Length of'

Experience

0
0 0

C'0144c
4-1 0 w th 10 r-I

LH 61+-1 (IA04.+H 0 4J,Fil 4 0 0
L144Zril EA

c
0 0

oi 0 w 4 c
4-4 0- cu ti) '0
W4 F-1 0
0 LIIi t 0

1-1 rti

UN-Z.04

r-I

11

4.1

0
E.A

8

4

a
. 0 ,0

cl 0 1-14.0)
Iki'Z'altA70
wpr-1 '0
04J @ti
g .ri V 4.) CV

OUrs4g1.1.1

a
0 ,0

,w

w 0 P
0 M

0 44 14 p4 o
4.)

0 4.1

14 U g

Per-

cent-

Total' age

27 16.1

18 10.7

9 5.4

22 13.1

Under 12 montbs

12 - 23 months

24 - 35 months

.0ver 35.months

Total Respon es

No Experience

Total

6 1, 2 3 2

1 2 3 4 2

0 0 .0 0 0

0 0 '1 0 0

14

12

020104700200220304
1524231601121553644

0 2 3 0 3

0 0 2 0 2

1 0 2 1 5 7374 6
0 0 0 0 2k 2 1 2 5.4 6

7 3 6 7 4 27 7 4 10 2 12 35 1 1 5 3 4 14 15 8 21 12 20

14 14 19 11 34

76 45.3

92 54.7

29 2 40 2,3 54 168 100 .0



TABLE 2

DISTRIBUTION OF FORMER LIBRARY TECHNICAL.ASSISTANT .
STUDENT QUESTIONNAIRE RESP.ONSES.

Usable re_,panses V 171 18

Unusable responses 224 24
Undeliverable responses 232 25

Responses'.not7returned 312_ 33

Total 939'7' J00

An identical ques lonnaii7e was sen* td 243 heed librarians And
,

personnel direct() s in the xarion-s types of lil5raries in the area in-

cluding academic, sch-ol, publie, and special libraries. Nin ty-two

usable responses were eturned; eleven responses were returned but net

usable because the respon ent was not employed in a library. One hundred
;

fortyvwere ni_ returned (Table 3)7

TABLE 3

DISTRIBUTION OF HEAD LIBRARIANS AND
PERSONNEL DIRECTORS QUESTIONNAIRE RESPONSES

Usable responses
JInusable responses
Norreturned,

Total

:

Fomer students were asked ehOut the.number of wemes

the Library Technical Assistant program, their majors, 'whether orri

92 38 .

11 4

140 .58_

243 100°

24

_s enrolled .

they had an Associate in Arts Degree_or equivalent,.whether or n t they

had a LibraryCertificate of Pr ficiency or equivalent seeester units

completed, whAh_ ed: the reeo ended Library Tee,hnical



._

6

cu-riculum, and wheth they completod he .full program of library

^

,courses.offered. They were also asked if they attended another college

\colleges' and The type of library or libraries which they d been

-employed. They_were asked about their occupational goals, their plans

f r continuing education:' their TduCatiorial goals, the opphrtunities forY
. ,

advancement on their present job :and length of time employed (Appeh-

dix D).

Since many er students who were eMployed had no been

Lib ary,Technical Assistant majors and since the' nuMber ofAinits corn-.
4

pleted

of the

ferent

varied because of the differences' in-college programs

various waiver policies for previous,:exPerience given

1 6

programs, this resea cher (with the congent of the major advisBr)

and because

by he dif-

: deviated slightly from the original proposal'byJncluding a 1 the cur-
..

0 \
rently'mployed former students id th study. It was felt that theSe

,/-
employees' would. be motivated into continuing,ehocation thrOugh'thtir-

,

employment and would know the claSses helpful to theM ircthejr -ork.

A

-The following tables wi1l show the distribution of the.nsable

responses as described in the, preceding paragraphs. Twenty-six students

.

coMpletedrone To three semestir units '38 completed four 'to six

units, 7 completed seven t nlne deme_ter units, 26 completed'10 to 12',

more semester unitsi and 28.dsemester units, 46 completed

'respond the question (Table



TABLE 4

D STR1BUTION OF_USABLE RESPONSES

BY SEMESTER UNITS DiMPLETED.

master Units

3 26 15.2

4 6 ---38 22.2

7 9 7 4.1

26 15.210 - 12
13 plus
No response

Total

46 27.0
28 16.3

171 100.0

Class eying the former stsdents br semesters enrolled in- colle e,

40 former .students attended 1-2 Semesters, 61 attendeC3-.4'6emes-

tars, .29-ettenged 5-6jsemesters, nine had attended 7-8semesters, six

attended 9-10 semesters, four attended 11-12 semesters, and 22 did not
%

respond the question Table 5).-
1-

TABLE 5

DISTRIBUTION OFySdbBLE RESPONSES BY SEMESTERS
ENROLLED IN COLLEGE LIBRARy COURSES

esters N Semesters

- 2 '

-
40 23

3 - 4 61 16.,.

5 - 6 ;29, 17
8 9 '5

. 9 7 10,

11 -'12 4

Ne response 22 13
--,---

Total

In cons dering the respondents according to the ,attainment:oUa,

degree or certificate of proficiency, it was found çiat 88 hpd reeived-

:an Associate in Arte Degree, 58 tlad received a'Ceritificate of Profici- .

ency, and eleven did' notirespond to the questionITable 6).



:TABLE 6

DISTRIBUTION OF USABLE RESPONSES BY
. DEGREE OR CERTIFICATE ATTAINMENT

AA Degree*

Certificate of,
Proficiency*

Yes

88- .51.1
, 66

Wo Response. 11 _

a4 ., 97 57

*.At sOme colleges, those who.receiv6 AA Degree's

also receiVe Certificates of-Troficiency, hdea
student who receives a Zertificate of-Proficiency -

need not have received an AA Degree.: Ther percent

ages are calculated on,the basis of.171 reaponses.

=

Intercatingly enough, seVenty-six of the _ ployed former stu

dents completed the full program, 81 bad-not completed the full,

program, and.14 'gave no response (Table 7). it mustbe remmbered,

however, that all of the colleges give waivftrs for various courses

:because of Orevious ekperience (Table 7).
4

TABLE 7

DISTRIBUTION'OF USABLE RESPONSES BY WHETHER OR NOT THE
FULL LIBRARY TECHNICAL ASSISTANT YROGRAM WAS COMPLETED

Full Program Completed 76 44.4

Full Program Not Completed .81 47.4

No Response 14_

171 100.0

The length of eitperience of the respondents ranged fro

under ore year to over ten 'Years (Table 8).
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Not all

TABLE 8

D1STRIBUTION OF USABLE RESPONSES
BY_LENGTH OF EXPERIENCE.

Length of Experi nce

Under 1 gear 24 14

12-..35 months. 31 21

(1:-.3 yrs)

6-71 mOnths 39, 23

1(3+-6.yrs).

72-120 months- 28 16

(6+-10 yrs)

OVer 10 years- 14

Total ResOonses 140

No Responses 31 18'

Total. 171 --.--100

28

the employed former.etudents,had majored in Library,

Sciente of-Library Technology. Most majors, however, lend theMselves to

library work and would cer sinly be cOmplementary to the many facets of'

library technology. Most of the former students Ilad been Library Sci-

ence or Library Technology majors, but others were scattered over sev n

other disciplines. Thirteen did not respond Table 9).-

//

4



TABLE 9

DiSTRTBUTTON.OF USABLE RESPONSES-
-BY MAJOR IN COLLEGE

-ijor

29

Business,
Education 1

'English 3

General Educat on 1 1

History 1 1

Humanit 1

Library Science 52, 30

Library-Technical Aesis ant 92 53

'Social ScienCe 3. 2

No Response 13' 7

Total 171 100

The respondents occupied a variety of posi ionS ia libraries.

Positions ranged lroW cleik.to librarian with 81 notiresponding

(Table 10),

TABLE 10'

DISTRIBUTION OF USABLE RESPONSES 'BY JOB TITLE\

N

Clerk 24 . 14

y Library Assistant 39 23

Library Media Technical Ass stant 12 7

Librarian .,
N:o Response 81 47

171 100

Four types

THis tended to sbo

libraries were represented by _ e respondent3 .

-the wid variety of employment possibilities.in

the field and-also edged a greater dimension t'io the study (Table 11).'

4 4



TABLE 11

30

DISTRIBUTION OF USABLE RESPONSES BY TYPES OF

AIBRARIES WHERE'RESPONDENTS -WERE EMPLOYED

College 43. 25'

Public 54 32

School 64 37

Special 4

No Response 4 - Z

Total 171 100

An interesting g oup Of resPonsesde cribed the former students

by ocCupatipnal goals. The respOnses ranged from hoMeMaker,to branch

supervIsor and a miscellaneous category that iocluded.those who quite

obviously did not ungerstand the question (T ble 12).

TABLE:12

DISTRIBUTION OF USABLE RESPONSES
BY OCCUPATIONAL GOAL

. Goal

Brandi Supervisor
Catalogue Librarian
Children's Librarian

,

Counselor.

BomemakeT
Lawyer

N

2

-1
3

1

1

l

Z.

1

, 2

1

1

1

Librarian (Audiovisual) 1 1

Librarian (Head. 2 1

V Librarian (Reference) 2 1

Library Aide .4 2

Library Clerk_ 9. 5

Library Media Technical AssIstant 9
,

5

Library-Technician 19 11

Library Technical Assista9t 42 24

Miscellaneo- 33 19 r

No Response 41 24

\ ,-Total 171
_.,.
100

4 5



Since one ob ective of this study was based on those former stu-

.2

dgnt-s who'pIanned to continue tbeir education, this question wss
/

inte- -'ng., Ninety-seven former students stated that they plSnned

_

to continue their edutation, 58 stated that they did not plan t- do so,

most-

'and 16 did not respond to the question (Table 13).

,TABLE 13

DISTRIBUTION OF.USABLE RESPONSES SHO INC
,INTENTiTO CONTINUE EDUCATION

Item

Plan to -continue- education

De not plan to continue educat on'
No Response

.

/

Total

97 : 57
58. 34
16. 9

171 -100

The 'question 411 the former studen- propoied level of attain- .
1

\,

,ment-was answered sparsely. NinetyLthree did not respond and 78 did

respond. qhe range of replies wAs freim Certificate Of:ProffOiecy to

Doctorate (Table 14

TABLE 14

'DISTRIBUTION OF USABLE RESPONSES INDICATING
'PROPOSED LEVEL OF ATTAINMENT

Certificate 'of Proficiency
,-

3

Associdte of Arts Degree .,23 12'

Bachelor of Arts 18 11
Master's Degree 33 .. 19

Doctorate 1: I

No Response ..93 54 .

.Tota 171 100

This chapter desc ibes the wide varieEy of for_er Library Tethn

esI,Assistant studen is-employed tPthe library profession. The variety

can only help in giving this study more validity.

4_0



Chapter 5

ANALYSIS OF THEAMTA

Thestudent data were collected from currentLibrary'TeChnical,

Assistant Students and from former students, cur ently employed, from,

five community colleges in,the Sag Gabriel Cormnunity .College6 Library

Cooperative. The data from .employet were oollec ed frot head librari ns

and personnel manager's _f 1 braries in the area.served by FCC.

One hundred sixty-eight current :students responded to the ques--

tionnaire. Nine hund ed thirty-nine forMer students were sent question-

na res; 171 usable responses were
1-

questIonnaires were sent tohead lIbrarians and personnel nagers; 92

ec ived. TWo hundred forty-three

usable. responses were received.

AS reported earlier, the questIonnaire/checklist included 92,

library tasks :_electe&from the American-Library Association's Descri-
.

tive List of Professional and Nonarofessionàl Duties in Lihraries and

from the Chancellor s.Office

'California, Th- checklistomitted duties-no-mally. reserve4 to_p

sional librarianS.

In:analyzing the data, -he 'responses fromthe current students

will be described first.. These, esponses will theh be compared- in . nar-

rative and tabular form, with.the responses of the former students,

librarians, and personnel directors.

One hundred sixty-eight'currently enrolled stuclente r turned.the

head ,

questionnaire. Seventy-six of these (45.3 percent had library experi-.

epee befere ehtering the training programa. Their respenses ar

32



SumMerized irrTahle

Table'l shows the nuMber of respondents from eagh college, their

job categories and their lengtfLof experience before entering a-community

,-

college.program. The Aifferences in the.total number of respondents from

each college do not n cessarily show.the izes of the various programs.

Such rectors as:,negligence on the part of the program direetorS eo dis--

tribute the surveY to students and Obsen es Of student no doubt con--

tributed.to the differences. .The largest groue as might be expected,

was the group p_

per ience

27 (16..1 p ent) with 'less- than twelve months' )(

It is in erestin- to note that 22 respondents the second larg-,

group, had more than 35 months' experience. It is assumed that these

, Sr

ly older people who' hadwere prima

become interested in the field and

become Library Technical Assistants.

obtained employment in libi ries,

come beck for further training to,

A hoped to increase their ad-
*

vancement opportunities into the professional level by progressinvtoward'

the bachelor's degree. The other tweranges of =_xperiente, 12723:months,

and 24-35 months, need no particular comment.

Students' previousexperience -ranged f om work as student .as-

sistants to expe ience at the technical level.. Twenty-seven (35.5 per-

ce ) were student assistants, 35 (46 percent) worked in cle icel.posi-.

tions, and 14. (18.4 percent).had experience as library technical .assis-.
\

tants, on the equive...ent.

For each of the 92 duties, Table 26 :(See Appendix G ) summarizes

responses from all five colleges aCcording to the number of res-

pondents for each Possible response. Five responses were possible, as
/

follOws: 1. I already had expetienCe.. No training was needed; 2.

48



1

had tome experience, but I needed additional training-; 3. I had no_

experien'ne and I needed training; 4. 'I had-no experience, yet I did not--

need training; 5. None of the above. Responses from the individual col-

leges are also in Appendix G (Tables 27 to 31).

Responses of the current students on the need,for training are

presented in Table 15. The tablalists the 32 duties in which 50 percent

or,more of the iurrent students felt they needed training before enter-

ing the Library Assistant program. Their responses were either, r had

anme.experiente, hut I need additional iining" "1 had no'experience

and'I needed training." (These were marked'by a numbef 2 or 3, respec-

tively, on the questionnaire.)

three duties 'for which -stUdents Shp _d the highest need

"ClaSsify pamphlets, operate audiovisual equipment, make shelf list

carde (67,1, 64,5, and 63.2 percent, respe ively)., Several respon-.

dents noted the need for more instruction.ln-the.use of.audiovisual

equipment. The use of such media ih becoming more important kin many

special libraries as, well as in public libraries. More sophisticated

types of equip ent are being produced and more informatiorLis being

reduced to film for easy storage.and access.

The,group of duties Marked13y 59.2 - 55,3 percent

included such everyday lib ary duties as "Answer Sibple reference:ques"

et6

the-students

'tions," "Check CU.it libyary materials to p-t ons " "Type catalog car& -

from main entry card " and "Exiilain the resources and Services °Cale li-.

brary to patrons." As noted/previously,. most of:the current students had

less than twelve months' experience.. How ver, 49 Student (51.3 percent)

had over twelve months' and 22 (28.9 cen,t) had mord than thirty-five

montha' experience,. One would,' theref re, not have expected so, many to

indicate.a need for traiiiing the basic skills'.

4 9



TA:812,15

DUTIES FOR WHICH 50:PERCENT OR MORE OF THE CURRENT STUDENTS

NEED TRAINING REGARDLESS OF EXPERIENCE

(W-76)

DUTIES

Individuals

Num- Per7
ber cent-

-age

I classify pamphlets;

78 Operate audio-visual p uipment.

54 Make Shelf list cards

15 Check catalogs;and shelf lists,for headin s

'7 Organize and maintain information files

13 Determine sUpplies-and equipment to be purchaSed,
k.

62 US-6 indexes;ancreatalogs for locating detailed
'bibliographical information for verifying book
orders

77 Search for simple trade bibliographical data

12 Check trade bibliographies for order information

50 -Type book-cards and-po&ets

72/-Answer.-SimPie .referepoe questions

51 67

49 64.5i

48. , 63.2

45 . 59.2

44 5).9

44 ..57'!9

44 57 9

44 57.9

43 56.6

43 56.§

43 56.6

75 T- ype catalog cards from main entry ca s 43- 56.6
=

8 Check out library to patrons 42-- 55.3

9 Plan and supervise bock ii(Ventories 42 55.3

28 Explain the resources and services of the library
to.patronq 42- 55.3

.

58 Schedule,and record loans of audio-visual matereials 42 55.3

23 File catalog cards .. 41 53.9

27 Catalog fiction with minimum aupervisipn 41 53.9
.;

19 Inspect films or records for wear or damage 40' 52.6

26 Select titles for inclusion in booklists 40 52.6

36 Supervise-pamphlet and clipping files 40 5216

' 53 Process added'copies and new editions 40 52.6
.-

-14 ,Plan.bodk displays 39'!. 51.3

18 Plan and'donduct story hours 39, 51.3

20 Prepare material ,for bindin& 30 51.3

*See end of table

0



TABLE 15

DUTIES Num- Per-'

.ber cent
a

25 Check order,cards with holdings and/or Outs ending

61 Letter and label books
.

-83 :Process book reserves

4 44aintaini-inter-librery loan,reco ds

-31- Discharge baoka returned from circulation
(

57 Assist th takingbook inventory

79 Open 'and'colite new books

39 51.3

39 51,3

39 51.3

38 50.0

38 p50.0

38 50.0

38 50.0

*The following numbers-indicate the +raining:needed befo e entry into

e Library Technical Assistant pregram:

- some expOrience, but revadedadditibnal training.

no/experience needed training

51



TABLE 16

-DUT1E5 FOR WHICH THE'CURROT.STUDE.NTS:
DID NOT. NEED -TRAINING*-REGARDqSS/OF EXPERIENCE-

(N=76)

47

24

!'63

74

-DUTIES

Individuals_ _

Num- Per.-

ber cent7
age

Select publitity materials

-Explain.the arrangement of the librarY

Zive patrons directional inferMatien

Taite book plate-s, pockets,.date slips in booka

Explain,lending rules
. ,

ShelVe booka for file pa phlets or bther similar-
materials ..

. ../ 36 1 47.4

-11 Sert, /open or distribute incoming- mail'. and packages. 35 46.1 :
.,

22 SuperVise order and appearance-of shelves 35 4.6.1.

48 7! ReAd'-sheiVes or files ; 34 ! 44.7,.
I

.31 _Dia.-I-large books reriirned. rom circulation 32j- 42A.

46 65; 2

38 50

,37 48.7

37 48.7

36 47.4

80 Issu overdue notices . -30; 39 4
.

.

30 Remove cards from catalog and shelf,list when
withdrawing lost or wbrn out materials 29/ 3 .2

_
\

67 Make'posters 29 1

8 Check out library aterials to_patrons m 28L36..-

64 Find:spec ficbeoks-on the shelves for patrons- 2-8- 368

66 Repair.wo
materials

88 Type andVerify\filledboOk cards

23. File*catalog. Cards-.

87 Count and record circulation atatistics.

Schedulp.anelf reading

50 Type:book cards andpeditets:

52 .Registet new.borrowers

72 Answer'aimple referenceA'upstiona

75 Type catIllog carda f mJnain eOry car4
.

10 Arrange bulle4n bparda.and displays.,

*See' erid of table' ,

n out books or other worn library
2 35.5

35.5-
,

34..2 .

25\ 32.9

\ 32.9

32.9

2 32.9

25 32.9'

24 31.6



28

xp patrons

41 Ready the circulation desk for day's

51 Sort.and file book charge records

'TABLE 16 continued)

lium- 'Per-
bet :cent-

age

Be in eha ge of alihrary without
by a librarian

Ezplain the resources and Srvices of-,t

24 31.6

library
23

23

60 Schedule classes in the library 23

65 Supervise shelving procedures 23

57 Assist in-taking book inventory 22

76 File order.cards 22

21 'Revise filing done by others 21

34_ Help- teaders use the card catalog

Receive and record fine money 21

205 -Maintain checklists bf magazines and, seria

59 Take inventbries'of supplies'and equipment

61 Letter.and label books

90 Prepare work add time schedules

14 Plan book displays

17 Train and instruct hew clerical employees

/42 Superviae-studept,employees, and;pages

6. inspect ,books returned from bindery

44 Bp.in.cherge of e-department,,such'as
circulation

.53 Process added copiea and new editions :

69 Plan shelving srrangementS

4 ,Maintain interlibrary loan records

19 Inspect films.or records for wear

1 Classify paffiphlets

.16- .Supervise sub-professi nal employees

or- damage

27 Catalog fiction with, mfnimum Supervieion

56 Make preliminary selection of materiais
, binding

.

79 Open and co].late.new books

20 26.3

20 26.3

20 26.3

19 25.0

19 25.0

A.9 25.0

18 23.7

18 .223.7

18 23.7

18 23.7

17 22.4

17 22.4

f.6 -121.1

16 21.1

16 21.1



-L- 1 -nrinued

,Num--

er

Per-

a

86 TyPe orders t).dealers. :16 .21.1

26 _Select titles frr nc1usion in bo k/lists and,'

'bibliographies 15_ .19.7, .:

46 -Coordinate work of parent-volunteers 115- 19.7

55 Maintain Cash records 15. 19,7

-18 P1 and conduct 'Story hclursr 15 19.7

*The following numbers indicate the.training notrneeded b

into the library Technic4,Assistant progrnn:
\

1 - had experiencef cain.ing needed \

1
\

4 - no experience, no training needed \

_ore entry

The need for training in basic skills 7ay indicate that (4).- he train-.-.

ing r-ceived on _hejob was not adequate, libreries.are underdta-ffed

,and h ye little timie for -t aining, (3) libra ans\may not-believe in the

Library Tecn1cal Assistant or.student aaplatant conOepi or (4) st14-,

dent w re i1estriced in their work experience t- a single facet of 1
.1. .

.brary servlice, and w`ere, -therefore, not'exposed o ariety oNibrary,
1

.

-.Casks.

.q grodp of percentages 53.9 - 50.0, percent, such.rdn-;

rine duties as "File catalog cards "Pracess ddded copies and new edi-

,

rions," "Plan b ok -Plays," and "Discharge.books retnrned fronqiTPuld-
:A 1- t

, I I
,

tion".fwere included. 'These sipple basic tasks should be in' reper-1c
i

toi e of each liblary employee.

The'duties that students narked as-nut needing training (Table .

Ai
16) ranged.-fronjthehighest percentage' (50 percent)%for ively'simple

i

/ ?

entry-level, clerical tasks to 19.7 percen/ t for.the more difficult task

101
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atr

which are subprofcssional or Library Technlcal sistont duties. Only

50 percent of the respondents said they did no n ed training in how to

"Explain the arrangement of the library." It seems that closer to SO

percent would have cd this duty. The same tnight be said for the

succeeding .,1ght duties in Table 16. ver, 27 s u ents .(slightly

ovor one thi hod less than 12 mont)s' of exp-rfence (Soo Table 1).

The group of dui es that fell in the range .of 38 2 30:3 per-

cent in Table 16 were largely bajic skills. Therefore, one,might have,

cXpegted a high percentage of respondents to.say that training as not

needed, hut only a low percentage said so. Possibly many of these

skills go unued different classific tions. Although employees may

have had initial training, they may not have been assigned to the duties

used the skills. Refresher training was then needed. This was es-

pecially unexpected in response to task 17, "Train and instruct'new

clerical employees

Thirty-eight point two percent said that they did not need

t aining.. However, at the.leve at/which studen_s are employed in

libraries, respondents may haVe felt they would n6t have the opportunity

to perform this function. Others, already employed and knowing that they

I I

did not prform this task, may have misunderstOod and said that they did

not need training, or theymay have felt that they already knew enough

to train new clerical employees.

The last range of percentages -(23.9 - 19.7Lpercent. ) was largelY

_for subprofessinnal or.Library Technical Assistantl duties.- Logically)

theseduties would be.those in- which More'trainin was needed.

40

The, ranked responsea made by former, stud nts (eMPloyees) and by .

emnloyers to the checklist of duties are shown tithe Appendix G (Tables



into ni-

ively). nes-, responses, however, have been regrouped

library-lctivity (ateg and compa ed Oth the rosponses

mado.by current &indents. The nine- categor shown in Tables 17

th-reugh 25. Each table presents-the number and percent e of the res-

pondents who needed additional:training, who_needed the skill for satis-
-

fact -y 'performance on the present job and ho neede6 the knowle s a
/

continuing tchicaLion opportutrity.

The te- is "du ahd "skills" are used interchangeably on the,ies

various tables. Following __Al table, the more significant findinge are

discussed.'

The fi job group for duties is "Organization terials,"

as-shown-in.Table 17. Thse duties pertain to the elassificatiop and

cataldging _f:materials in libr

Out of ten items in this category, cur--nt tudents responded

that they needed.- training in seven (Spe Table 15). Tbe largest percent-

age needed t aining, in classifying pamphlets. Employees and employerS

indiclated-that this is riot as necessary f r satisfactcrty performance:

as some of the o hers/1 . Thirteen percent of the employees felt' that they

.would take it as a learning experience in continuing-education. This

\
may be because thi task is often -eiegated to professional personnel

rather than to sub- fess7bnals, There were three duties for which..

fewer than 50 perce_ the current students felt training:was neEcjh\.

However, one of th

needed for satisfac

emove cards from catalog ") was felt to-be.

,

performance by 64 percent of the employees and

by 72 percent of th 'mP.loyers. This category included an important list

of duties as- interpILéed from responses of- the Qiree groups, Indica ions

might be that most these duties should be emphasized in the baslc

41
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/ /5 Iype catalog cards from main entry

card 43

TABLE.17

ORGANIZATION OF MATERIALS: A COMPARISON OF RESPONSES

BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMTLOYERS

DUTIES

(I Classify pamphlets

15 Check catalogs and shelf lists for:

hegings

23 'File catalog. cards

27 Catalog fiction with a manimum

CURRENT

STUDENTS

(Ng76)

Needed Needed for Continuing Needed for ContinOing.

Training Present Job Education Present Job Education

No. No. Z No 2 NO, 2 No.

51

45

36

-41

29 Order Library of Congress or other

printed cards 32

30 Remove cards.from catalog and shelf

list when withdrawing ,lo'st or worn-
\

out- materials 27

\ 39 kssign Cutter numbers 32

,

\ 53 Process added copies and new. editions 40

\54 Make shelf list cards 48

\:\

67 53 31 22 13 27

59 82 48 17 10 27

51 108 63 6 4 64

4- 27 46 245CT 29

42 38 22 22 13 50

36 110 64 7 , 4 66

.42 28 16 20 12 17

53 112 66 1,1 6 50

63- 117 68. '9 5 58

57 93 54646116

29 16 17

29 14 15

70 10 11

26 18 20

54 7

72 2 2

18 13 14

54 7 8

63 3 3

58



Lib-ary Tecbnical Assist-

4 3

courses since they are consider-d necessary

for satisfactory iierfurmnnce on the job.

Heal routines" is the second categoty of ies is shown

in Table 18. This area contained, a number of logically expected, gen-

eral cle ical duties. It excludes such Skills as typing and filing where

common b9siness practices are the primary ducies-,- evt.al though in-service

training may relaterthose practices to library Situations.

Table 15 indicated that current students needed training in two

duties out of seven in the work activity of the library. The largest

vercentage needecitraining in "Deter ining supplies and equipment to be

purchased." Employeed needed only one skill for sa isfactory pe ance

on their jobs, namely, "Assist in taking book inventory." Employers

responded that only three of the duties were needed for'satisfactory

performan e on the job,. They were "Sort, open, distribute incoming

nd-packages," "Assist in taking book inventOry," and "Take inven-

tories of ,supplies and equipment." EmPloyeea and employers did not see

any need for continuing education in this category. The low response

by all three chtegories may be because ,so many clerical skills can be

learned on the job.

The third job group is "Audiovisual equipment operation and

n " as sho.selec in _Table 19. Out of four items in this category,

current students said that they.needed training,in three of the duties.

None of the.skills was thought necessary for satisfa tory performance .

by 50 Percent of the employees. This/may be becauSe Only 37 percent of

'the resporidents worked in school libraries where there is more emphasis

on audiovisual media skills.. Employers responded to two skills as
(-

needed for satisfactory job performance. They -ere 'Inspect-films or

9



TABLE 18

CLERICAL ROUTINES: A COMPARISON OP RESPONSES

BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMPLOYERS

DUTIES

11 sort, open or distribute incoming

mail and packages

13 Determine supplies and equipment

to be purchased

32 Prepare payrolls

35 Prepare statistical.reports

than.circulatiokstatistics

P

55. Maintain cash recOrds

5,7' Assist in taking bOok inventory

59 Take inventories of supplies and

equipment

60

CURRENT

STUDENTS EMPLOYEES

(Nm76)
(P-171)

ENPL6YERS

(N=92)

:Needed Needed for Continuing Needed for Continuing

Toining Present Job Education Present Job Education

22 29

44 5S

26 34

35 46

28 37

38 50

33 43

No,

48

No. % No. % No'

82 48 21' 12

9 -5-20 12

60 35 21 12

56 33 14 8

106 62 11 6

77 45

65 71

36 39 12 13

40 11 la__ -11

27 ,' 29 24 26

(

42 46 4 4

70 76 1

59
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DUTIES

TABLE 19

AUDIOVISUAL EQUIPNTNT, OPERATION AD SELECTION: A COMPARISON

OF RESPONSES BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMPLOYERS'

CURRENT

STUDENTS

(N.76)

Needed

Tp.i.r4ag.

No. %

EMPLOYEES

'(N;.171)

Needed for Continuing

Present Jdti Education

No. % No. %
.Amm

EMPLOYERS

(N.92)

Needed for Continuing

Present'Job Education

No. % No. %

19 Inspect films or records for wear

or damage 40 53 44 26 10. 52 57

33 Splice film 34' 45 30 18 18 11 31 34

58 Schedule and recorfloans of' audio-

visual marerials- -42 ---55 6

78 Operate audiovisnal equipment 49 6 64 63 37 23 13 45 49



records for wear or damage" and "Schedule and record loans of audio-

visual materials " The two latter groupa of respondents again said

that pone of the skills in these subprofessiona l =ctivities were needed

f continuing education. can be deduced from the findings that

skills in the operation of various alidiovisual media were not needed in

all types of libraries.
11

"Personnel management" i the fourth category into which duties

have been grouped, as shown in Table 20. These duties dealt with the

opevigfon and management .0 various aqtiVities. Current students

shoWed that tbey needed training in one item out -f eighteen in this
.

/

category. 'This duty-wase-"Plan and supervise book inventories." Employ-
,

ees responded that they needed three skills for satisfactory performance

on their lobs. These we e, "Schedule shelf reading," "Supervise order

and appearance of shelves " and "Supervise student employees and, page.

Employers also said that.three different,skills were needed'in the

superVision and management.of subordlnate personnel. 'Both!employees and

ahd employers-- noted' a need for _ subprofessional to be able to sOpervise

orderandaPPearariceofshelves.Theskillsasubprpfe.sicnal would

need for continuing,education were not shown by respondents 5.n this

. category. Abopt 4 fourth of bot.11 the employees a d employera, however,

agreed that to 'Supervise cl -ical workers' would be a helpful learning

experience, The data reveal that all three respendent groups ere re-

,luctant to:indicate a need forciskill this area. Thia may/be beeauSe'

supervision of subordinate personnel' involves

tenVentionallibraries, borders on a- professional,acekvity
..

value judgment and, in

The fifth-group of duties is "Acquisition of materiala" (Table

21). The duties in ivls library activity reqated to general.acquisitioh

46



TABLE 20

PERSONNEL MANAGEMENT AND SUPERVISION: A COMPARISON OF-RESPONSES
BY CURRENT STUDENTS, BY EMAOYEES, AND BY EMPLOYERS

pUTIES

'CURRENT

STUDENTS'

(N=76):

Needed

Training

No. 2

2 Schedule ihtlf reading 34 31

) Plan and supervise book invento ies 42- 55

Supervise sub-professional
employees

? , Train and instruct new clerical

employees
31, 41

Revise filing done by others 37 '49-

Supervise order and appearance of
shelves 27 36:

Supervise-pam hlet and clippipg
files

; 40 43

. Revise catalog cards typed by otn r 18 31

Supervise student employees arild

pages
34 45

Participate in selecting clerical
'

staff' 26 34

Be in charge of a depar ment, such
as circulation

30 39

. EMPLOYEES'

(N=171) ,

EMPLOYERS

(N=92)
Needed for Centiouing Needed for Continuing
Present' Job Education Present Job Education

No. NO. % No. No:

89 52

75 44

.617--

74 43

83 49

92 54

51 30,

57 33

87 51

15 9

46 27

9

21

46

12 23 \ 25 21 23

50 4 4

26. 15. 24 26

24 14 33 29 '-32

13 R 40 43 11"

14 29, 32

32 35

22 44 4

30 18

29 17

13' 14

16 17

13: 14

10 \22 ,24

24 26 1,8 20



TABLE 20 (continued

CURRENT

4 STUDENTS ENPLOYEES :°.E1IPLOYERS,

(N=76) (t1.41,71), ''', .

(N.92)'

Neadd Needed for Continuin'g Neeaed for cdn'46:iin

: ,.

Training Presen't Job Education Present Job EdUcation ._
DUTIES N % No.

45 Supervise clerical workers

65 Supervise shelving procedures

68 EsOblish and supervise order

information fileS

69 Plan shelving arrangements'

70 Be in charge of a library without

supervision by a librarian

81 Supervise interlibrary loans

90 Prepare work and tie schedul'es

-27 36

31 41

31 42

29 38

29 38

34 45

-27 , 36

No: No % No,

38 e 40

78

41

62

71'

31

42

46 10

24 18

36 .14

42 29..

18 .21

45 19

23 20

48

11 25

8 21

22 25 27

52 19 10

27 13 14

23 '14 '15

22' 15 16 18 20

12 27 29 IA 15

11 24 26 17 18



TABLE 21

ACQUISITION :OF MATERIADS: A COMPAESON OF RliPONSES

.BY CURRENT STUDEN1S BY EXPLOyEES, AND BY EMPLOYERS

CURRENT

STUDENTS EMPLOYEES E*LorElks

(N=76) (Nm171) (Nm0'

Needed Needed for ,Continuing Needed for Continuing.
\

Tp12118. Present Job Education Presenc Job tducat10

DUTIES No.

,\

5 Maintain checklists

and serials

% N

33 43 73 43 14

12 Check trade bibliographies for

. order information' 4 3 \57. 71, 42 0

25 Check:0*r cards.with holdings and/ .

or outstanding orders ' 39 51 74 43 11

62 Use indexes and catalogs for locating

detailed bibliograOical information

sfor verifyinOook orders , 44 66 39 21

71 Participate in book selection

meetings 36 47 50

37 49 8076 File order cards

77 Search for simple trade biblio-

graphical data

Follow up on'outstanding orders that

' have not been properly filed 35 46 48

86 Type orders for dealers 33 .44 63.

69 75

12 8

6 47

12 35

29 27 12 Q 8

47 2 1 59 ,

44 58 62 36 10

41 10 11

51

38 22 24

9 i7 18

/64 1 1

46 50



DUTIES

TABLE 21 ntinued

CURRENT

.'5TU0ENTS EMPLOYEES

(N.76) (N=171)

Needed Needed for ,Continuing

Tr4ning Present Job Education

No. No.

EMPLOYERS

(Nr-92y

Needed for Continuing

Present Job Education

89

91

92

Check lists of materials for,pur-

chase?itl, card catalog

Claim missing issues of magazines

Verify and, approyeinvnices,

5

34

29

46

45

38

66

47

42

39

27

25 21

.3

12

44

50

30

48,

54 10

33 1 14

No.
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processes tommon to most- libraries. Out of twelve items in this sec7

tion, four duties received a50 percent response by current students.'

They we et-, "Check trade-bibliographies for order info' ation; check

order cards with holdings and/or outstanding orders," "Use indexes and

catalogs for finding detailed bibliographical information." The latter

two duties received a 58 percent response, the largest in this group.

No skill listed received a 50 percent response from employees in this

area. Employers, however, saw the need for five skills for satisfactory

performance On the job foF subprofissionals in this category. TheSe

we 'Maintain checklists of magazines and serials, "Chetk order

cards with holdings and/or-outstanding-Orders " "File order cards',"

"Search for simple trade bibliographical data, "Type _orders for dealers

a_d claim missing issues- of Magazines." Interestingly, current- stu

denta and employers,agreed on the need for tWS of the same-duties.

These were, ':Check Order cards with holdings and/or outstanding orders

received" ond "Search,for simple trade bibliographical data." The

m receiVed a 51 perteht response frtn both-groups. No Akins

received a 50:percent response, indicating A significant need for ton-

tinuing education experience. The low.percentage ofresponse from

'employees in this library activity fo both sfils needetrfo satisfac-,

. tory performance on the job and Continuing education-experientes

supported by the data may b because this repondent group wAs no

'.working in libraries when these skills wOUld be usecrby an entry level:

subprofessionAl. They are skills- that' require either a-higher level of

judgment or-they were duties that require technician-type training.

In general, employers stated that subprofessionsls needed skills in the

more routine processea of Iacquisitions, 'exclusive of participation in

72
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\

book selection meetings and how to verify and approve invoices e.

Table 22

"InformatIon -and client services" is the sixth c-te-

duties,:aS shown in Table.22, Dut _s in this seCtion dealt with su -

/

plying Information. and facilitating its Ae. Table 22 shows tha

the twelve duties in this category current students marked, five

which they needed training and represented abilities required of pa a-

professionals working in libtaries. This tabaation was based on duties

that received a 50 percent response, which signified the need fo..K train-

ing. E ployees and employers agreed on eight of the duties and dif-

fered slightly on another skill, "(Explaining th resources apd ser-
,

vices of the library_to patrons"). The employees and employers both
;

showed a 50 percent-and-above response that subprofessionals needed to

possess only odght of the basic skills in.informatiol and client ser-'

#

vice g. "Explain lending rules" and'"Organizeand maintain informa-
,

tion files"). Duties seyen and 72 received a 50 percent.response froth

all threegrouns. All three groups agreed that two '. bilities were.

needed, "Organize and maintain infordation files, and "Answer scimple

4

reference question." For no skills did employees and employers indi

cate a need for coritinuipg eduCation by a 50 percent res0Onse. J100-

ever, 46 percent of the employees would take Aection of titles for

inclusion in book lIsts and bibIl raphies as a continuing education

experience. Twenty percent of the employers said it was.needed.fo

be because this type of

skill requires extensive value judgment and !nds toward.a professional

activity..

The seventh"job group is "CirulatIon and Interlibrar loan"

7 4

continuing education',



INFORMATION,ANMLIENT SERVICES; A:COMPARISON OP'R2SPONSES.

BICURRENT STUDENTS,' BY EMPLOYEES, AND BY .EMTLOYERS:

MITES

3 Explain lending rules

.7 Organize andiaintein Information

files -

18 'Plan and conduct story boles

24 Explain the arrangement ol th

library .,

26 Select titles for inclusion in

book lists and bibliographies 40 5

28 ixplein the resnaces and services

of.tbe,library to patrons 42

34 Hel(readers use.the.card.catalog 36

60 'SchedUle claSses in the library 31 41 64 37 16

63 Give patrons dipctional information 30 Z0 99 58.

---

64 Yind speificlooks.on theShelves

foryatrena 30 40 19 .. 58'

4 -----

72 .Answer simple reference'questions 43 57 123 72. 12

73 Make indexes'.,bf special tateridla 37. 49 54 32 , 13\ /

CURRENT

STUDENTS EMPLOYEES

(N=76) (N.171)
.

Needed Needed for Continuing

TrainIng 'Present Job. . Education

31' 41

44 58

39 51

No.

EMPLOYERS

Needed'for

Present Job

112 66

86

44 '26

75



Duties in this group related to gene

_

circulation control including interlibra.-y oan procedures..

Table 23 lists 14 duties in this library activity. Four

were_responded to by -50 percent- or.-more -f.the 'current

were: "Maintain nterlibrary loan recor

als to patrOns,

of the duties

students. _They

Check out library materi

"DisLtharge books returned from circulatIon," and
-

Employees saidthey neede&nine of the skille '

"ProceSs b_ok reserves

for. satiSfactory pe formance:on their present jobs. These.are shown-

:on Table 23 aa numbe 41, 48, 51, 52, 85,,and 87. The em-
,

ployers respoTted_to-all-but-;eme of the skills as needed fOr satia-eac-

tory.performance on the job. This skill As."Verify bibliograpUcal

data-fOr interlibrary loans.tt !ill the responden.t groups agreed that

two duties we e needed in this categorY'. They were "Check eut library

.

Materials to patrons" and "Dischargebooks returned from circtilation."

gmployees andeurrent students indicated a need, for two of the same

skills. They were 'Check library mateeials to patron and "Dis-

charge books returned, from circulation." However, emplpyees and em7

ployers were in agreement on.eight of the skills listed. These skills

are sho n on Table 23 as numbers 8, -31 38 41, 48, 51 :0 85. There

/ .

was no indication of a need for continuing education in this area.

"Mechanical processing and repair of materials" is in the

e ghth eategory, ag shown in Table 24. The nine duties-in this work

a tivity of the library relate to some aspects of l!ook processing and

rep ir. Out of this number, four items received a 50 percent-and-above

sponse from cur ent students.' Thej -e e 'F'repare material for bind-7.

ing ' "Typebook eards and pockets," "Letter and label books " and

"Ppen ancreollete norbOoks." Employees also replied that theY needed

7 7



DUTIES

TABLE 2

CIRCULATION AND INtERLIBRARY LOAN: , A COMPARISON OF RES

BY CURRENT STUDENTS, BY ERPLOYEES,,AND 8Y EMTLOYE

CURRENT

STUDENTS EMPLOYEES EMPLOYERS

(N=76) (N.171) (N=92)

Needed Needed for Continuing Needid.for Continuing

Training. Present Job Education 'Present Job Education

4 Maintain interlibrary loans records 38 50 53 31

8 CheckoUt, library materials to patians 42 55 124 73

31 Discharge bodks returned from

circulation

38 Shelvelooks or file pamphlets,or

other similar materials.

41 -Ready rhe circulation desk for day's

work

48 Read shelves Or files

51 Rill Aad file bookdarge records

, 52 Register new borrowers

80- Issue-overdue noticws

83 ,Process book reserves

38 50 109 64

28 37 57

No.

21 12 48 52

3 2 76 '83:

69 75

72

tio

5

28 37 105 61 66

35 46 107 63 L. 64 70

37 49 94 55 .5
71 77

33 41 71 42 56 61

,32 42 106 62 6 4 72 '78 , 2

39 51 73 438 5.46 50

84 Verify bibliographical data for in_er-

library loans



STUMM

Ng-76)

Needed Needect,%tor Continuing Ne ded _for ,'Cont:inuing

Trainin ._PreSent Job Education Present Job Educat 'ort.
_

1

87 Count and record cirtnlat ion
stati tics 24 32 97 / 5T 5 5 5



oe
TOLE ,24

MECHANICAL PROCthING AND REPAIR OF MATERIALS: A COMPARISON OF

RESPONSES BY 'CURRENT STUDENTS,AY EMPLOYEES, AND BY DIPLOYERS

CURRENT

SUTDENTS

(N.76)

Needed

Training

DUTIES

EMPLOYEES

(N.171)

Needed for Continuing

Present Job Education

1/4

EMPLOYER

(1492)

Needed for Continuing

Present Job Education

No.,

6 Inspect books returned from bindery

20 Prepare material for binding

49 Prepare Pamphlets and clippings for

filing

50 Type book cards And pockets

56 Make preliminary selection of

materials for binding

61 Letter and label books

66 Repair work out books or other w rn

library'materials

74 Paste book_plates, pockets, date

slips in books

79 Open and collate new books

32

39

34

43

34

39

33

42

51

45

57

45

51

4

43

'51!

62

59

63

103

57

--89

85

93

73

36

15

J7

60

33

52

50

54

43

,5

10

3

10

7

1

3

6

2

6

4

1.

55

'52

55

74

39

61

62

62

46

60

57

60

80

42

66

67

67

50

4

11

1

12

1".



four of the listedskilis for satisfactory performance on their Job.

These skills wore:- "Type book cards aid pockets," "Letter and label

hooks " "Repair worn books- or other wc. n library materials," a d

"Paste book plates, pockets, &it slips in books." Current stud t:s

and employee:3 ed on the need for snhprofessYlonals to type book

cards and pockets and to let ter and label books, both entry-level non-

professional tasks. Employers responded that all of the skills except

one were needed for?satisfactory performv _e on t:he job. The o e gkill

not ded was "Make preliminary selection, of material for binding."

No skills received a 50. percent resuonse in" this category. This may be

due to the possibility'that all the skills exciudiog number 56 are basic

en y-level tasks.and subprofessionals would receive on-the-job training

in these duties.

The ninth job group is "PUblie rela s."" DOties contained in

his area related to both general and specific abilities in maintaining

&cod relãt ions with users. Table 25 lists'five duties in this' activity

of the library. Of the five duties,'cuyrent students responded to.only

one at a 51 percent level.° This was "Plan book displays." Employees

and employers did mot agree that this skill was needed. Both groups of

respondents did; hoNever, agree that arranging bulletin boards and dis-

plogys s needed by subprofessionals for satisfactory performance on

the job. This was the one skill that received an above-50-percent res-
. -- .-. _.-

PA,E6 by both. For no skill did a significant nuMber of-the respondents

need learning experience in continuing education.. Surprisingly, a little

less than a fourth of the former Students expressed an in e t in

planning publicity prog ems as'a continuing education learning experi-

ence. 8

58



TABLE 25

PUBLIC RELATIONS: A COMPARISON OF RESPONSES

BY CURRENT STUDENTS
BY EMPLOYEES, AND BY EMPLOYERS

CURRENT

UUDENTS

(Nt76)

Needed

T'rnilkaa

EMPLOYEES EMPLOYERS

(N.171)
(N=92) ;

Needed for Continuing Needed, for Continuing

Present Job Education Present Job Education

DUTIES No. % No, No % to, % No,

10 'Artange bulletin boards and (lispinys 35 46 91 53 _13 8 ,51 55 6 7

4

14 ,P1arr bodk displays
39 51 78 46 14 8 31 34 9 10.

40 Pla'n pOliCity programs
32 42 29 17 27 46 9 10 10, 11

47 Select'publicity materials 32 42 28 16 15 '9' 16 17 8

67 Make posters
25 33 64 37 12 7 36, 39 3



a

Because the checklist was lEmited to 92 dutle each group of

.

respondents Was asked to list other duties that they performed or skills

needed by subprofessionals for satisfactory perfooymance on the-job.

. 'The-responses totaled 245. The most responses were in the "InformatiOn

and client services" catesory of library activities. These included

teaching library skills to students, lecturing to an English class,

reader advisory services to children and insttucting classes in graphic
-,

equipment use. The ones mention0A-me generally considered to be pro-

fessienal level duties as wre many others. Other skills were exten-

sions of the duties mentioned.

The feweSt Written TTL rlses were in the category of "Material

design, selection, and evaluation" and "Office equipment operation.".,

''The duty of "Developing, maintaining, and selecting a reference collec-,

tion for elementary and high schools" is generally cOnsidered to be .a

professional duty, Whereas 'Taking care of the coPy machine" is an

added subpto esSional duty.

It can be assumed that the delegation of so many profe onal-

level duties to subprofessionals Is because of (1) a Shmrca ge of help

in the library, t) the lack of a _ecognized standardization of duties

within the library professio, or (3) a need for 'reclassification of,

duties. This Points up the needfor Standardization of duty levels and
.

also for adequate professional personnel. to perform hese important.

duties.

Respondents were not asked to delineate the educational qualifi
0

cations of employers, but job descriptions were obtained from 40 employ
0'0

ers. An examination of these job descriptions shows that all levels of

subprofessionals need a sound general knowledge of library prooedures

60
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Al). of the levels rey ired at least an average,competence in clerical,

skills and mathematics. Many positions required some specialized know-

ledge in'sd once foreign language audiovisual eqt pment, business,

economicS, social work, depending on the type of library. -tSeveral

subprofessional positions asked for supervisory skills for overseeing

pages and other subprofiessionals.

In thcit eaPes the job deaeriptions indica ed that a strong

liberal art ekground would be ._11 advantage. The job descriptions

P
sho ed that qualifications for the library assistant category ranLA

from just.an experience require ent, usually 2-3 years, to a feur7year

college degree; one required a m te 's degree for a 1,ihrary assistant

position. Most required an AA 'degree or two years of 011ege wiisome

library courses plus exper'ence The Clerk job decriptions ranged

from a n nthprade education, plus experience to one year of college, .

Library technician major, plus a typing-speed' requirement. Several,-

wanted applidan to be working toward a bachelor degree. Library

aides were required to have one semester of library training courses

witliseveral semester hours in cataloging, circulation processes, or

library research.

It appears that Jibrarycourses are important to anyone who

might Oran to work in a library, no matter what subprofessional level

he-or she is ,applying for and that certai_ specialties could be An ad-
,- -

vantage. A liberal- arts background together with some clerical skills

was almost a Aecessity

For advancertient, clerks and Library Tech ical Assistants getter-

ally, were requited t- have var,iotta levels of degrees, library courses,:

and/or experience. Experience -as usually

88
ent in ahy _ase.

61



er.

is important tha

Lion they need

orking subprofessionals have access to the pduca-

vancement. Since library subprofassionals are

necessarily re-uired to have an extrem;ly high degree of-education AS

compared with subprofessionals i- business and :industry, this education-

al opportunity must be aVailable to them in many meaningfOl forms that,

ect the curriculum.
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Chapter 6

SUMMARY CONCLUSIONS, AND RECOMMENDATIONS

Summa

This study attempted to furm some cowlusions about a curriculum

where l'ittle research'has been done. The purpose was-to determine the

extent to which Library Technical Ass__ ant students at PCC bring pre7

viously learned skills from on-thrjob experience in o the classroom

'and whether the curriculum could be so modified as to mini-

repetition of ious experience8.

ze the

Further, the study identified the continuing educatIon exper

ences needed by former students wile work in libraries in the vicinity of

FCC and determined what modifications would be necesary ip th^ tibrary

Technology Program

employees.

Data were gathered ,by means of questionnaires 'and checklis s

provide continuing education opportunities to such

minis ered to s udents currently enrolled at FCC, to former students, to

l'brarians and personnel directors in neighboring libraries,'and to stu-

dent currently enrolled at four othercommunity colleges in the 5an

Gabriel Valley and vicinity.

For this study, 1107 current students andempioyed former stu-

dents fr m five caimnunity colleges of the San Gabriel CooperatiVe and

243 employers (head librarians and managers). Three hundred thirty-nine

usable curren_ tudent and for er stu dant responses and 92 employer

ponses were returned.



The mailings incl ded aquestim

questionnaire asked the fo de

lir_ and a checklist. The

_s for information pertaining to

64

eir employment', while the checklist asked all three groups to respond.

to 92 duties. Both former students and employers responded on the need

ef each duty for the position and whether it was neede( 'or advancement.

The current students repfied whether 'they needed or did not need train-

ing in the various duties. (There was five degrees _1 response)

The current and former student respondents ranged in experience

from under twelve months to over ten years. The positions,ranged from

clerk to librarian, -n public to speeial lib ' ies. This diversity

/gives., the study a wide range of viewpoints.

;-The first duty category was "Organization of materials, -fhich

included ten duties. :Of ell-ce ten, over 50 pertent of the current stu-
x

dents felt they needed training-in seven. Five of the dutieL uere felt

by over 50 percent of the former students ployees ba needed for

their present jobs, while six duties were felt by'employers to be needed

for subprofes ional positions; Both employees and employers were in

close agreement on the skills rieeded.- Neither employees nor cmployers
P

felt any of the ten were needed:for continUing'edueation

"Clerical routines" was the secolld category of seven duties.

Current atudents felt training was.needed. in only tw9Auties, employees

felt the need for only one,for atisfactory:pedo mance and employers

felt threeduties ere needed for saqsfactory perfor nce.- either'

employees nor empleyers showed a need fortontinning education. Thia low-

response was probably Atte to the 'availability,of on-the-job taining in

these7areas.

The-third.g oup was "Audiovisual equipmeut operation apd selee-

9 1
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tion 'Four duties were included in this category. Current students

said training was needed in three duties'. Employees responded that

none of these duties was needed-for satisfactory performanc- while

employers felt that two were needed. Only about on third of the res-
,

pondenta worked in school libraries, where there is more emphasis on

audiovisual materials, which may account for the ,need in these skills

ng small.

"Personnel management" was the fourth category, comprising

eighteen duties. Only,one duty was seen to be needed by :urrent stu-

dents and three-each by employees and employers. This small number .

shows that supervision duties are at a more professional ievel beckse

of the Value Judgment involved. Subprofessionals,:however dp -have

_supervisory responsibilfties concerning'clerk8 and. pages. The need for.
Nt,

continuing-education in this area was not stated.

The,fifth job group was "Acquisit on of materials There

were twelve items in this category. Four of the dutieS received a 50

percent response from current students a.E being needed. None Were.,

marken by employees as being needed-for satisfactoryjob performance, .

while employers fat five were Tie ded. .No-sk1 ill received enough res-

e low response was
.

probablytbeeause thi responden t. group'was n ' working in libraries,.

when these skills woi,ild be used by an entry-level subprofeSsional. They

are sicills that requ e either a higher levelof judgment or requi

0
chnician training.1 Employers,said that subprofessibnals beeded_skills

in only the -e roitine proCesses of acquistiens.

In e sixth'category, "Information and cIint services," -con-
.

d nta. showed five duties in

en.

Sisted of _elve duties. The-current s

.



which y needed training. Employees and employers agreed that eight

of the alties 4e e of a subprofessionalature. Again this miSht be an

ar a that is More professional .in nature!

/
. C

/
.

eriibrary loan"Circulation and ii he seventh duty group.
[.

It comprised.14 duties. Current students felt they needed traifling in

four.duties. Nine of the skills were shown to be needed for their

present jobs!by employees and thirteen by employer6. Therewas no indi-

tion of
A

need for continuing.education.

The eighth category was"Mechanical pro essinvand repair of

materials." It consiSted of nine duties. 'Four of the dutieS receiVed

a 50 percent response trom current students. Four duties were sls0

rmante on the
listed by employees

job,.while employers found eight 'skills

as being needed for satisfactory per

were needed. 4No response re-

ceived a 50 percent response in this categor- This is probably because

these sre entry-level skills and on- he-job training would Most likely

be received.

The ninth category is "Public elations." Itchsistedof f ve
1

duti6s. Current students responded over 51 percent to OnlYmne duty,

.and employeeg and employers.:agreed on one.duty as needed for'satisfactory

job pe formance..-,L.No skilla were shown for cont nuing education.

;Since only 92 duties were listed On the-checkllst the-respon-

, dents'were asked to list other utigs th. Wsubprofessional was ex-..

66,

pected to perform. Many of these skills fell at the professional. level,

such as tedcbing-variaus-du les to elasseg. .Other duties wfr- ete-

sions of those mentioned.

classified as professional

The large number ofdu

\

duties might show a Sho tage in staffing,-a

that are generally

lack of standardize n of.dutles in the library f eld; or the



reelassificati n of citities

The duties were divided into nine library activity areas and the

Jhree groups of respendents were compared with --"actrothqk. The ente-

gories wer e: Crga ization of materials; audiovisual equipment, operation

and selection; Clerical routines; Peisonnel management and\ supervision;

-Acqui ition of aterials Information and client serV _es;Ciriulatio151

a d intcvlihrary load; Mechanical processing; and Repair of\materials

\-_

and Public relations. The duties were also ranked in order of the pe

ce tage _f need.

Conclusions

4-

;The finding_ -how, first of all, that th.present pattern of

instruction require many soidents to repeat in the classroom wl t they

have already mastered on the.job For example, as shown-o- Tab e 16,

20 to,50 percent of -the cur ent stud _ts with previous e4erienf , in

their °Pinion, needd no- ttining for 58 (sixtY-dight.percent) the '92

dutie- were marked a -es for which 50 percent or more' of thelstudents,

needed training.

Secondly, I

different patern

lar approach, as

can be don:

4--

individual units f linstruetion
I -

ere offered in a

h repetitio s learnift couldbe reduced. A,modu-

enied under "RecommendatiOns " Will show hew this

67
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Thirdly, to eet the continuing education needS'of
s

, .

. .

---loyed o me/ studen --at least 111Fee approaChes are. neoes_

Some ind vidualsneed whole courses as pres tly-_
.. ,

%

:fd. Tor example in the LosAngdles Co



Library,:System_tp_adVance from Library A de to Library

.
Technic 1 Assistant, ono needs to complete two courses

(six units ) o f library Service

b. Others nced.skills that are currently covered only as

individual Ls-within exis ing cours (Table_36

of Appendix G identifies'the skills that are covered

0

in the:curriculum at PC

c. Still others -need skill not covered'at all by exist-

)

curricUla. These are lauely t;rrite-ins," at the

of the checklist

Finl yl those -duties identified by emPloyers and employees

J
being.necessary for satisl7actory performance Must be included-4n the

curriculum. AS sho n on-Tables 32 and 33,. 48 of the duties wre mark6d

..--by 50 percc,nr or more of the employers as necessary/for sati factory
/

/

/
.. .

perf rmanee. OnWO ere so maxked hy 50 pe ce tior more f the.em

-/

ployees (Tahle 2) Twenty -even (29.37) were Marked..--by-hoth group0.
/

Recommendations

7
Based oh /th-e.Su

recommendation- are. Thade:
r

1. The curriculum

on-the-job exp ence

68

.

and conclusions ofEhe study

hould be, redesign'ad-so that students

can acquire individual-skil

take complete/courses in each sk ll they have already

2. CurrIculum should be revised' to
- -

that are notInow -inCluded and that

e necessary.for_satisfact ry

Were listediby 50

. I

found to

ntOrporate _he skill

have ghpwnemployers and employees

pexformanee. At ,PCC,the follOwing

cent or more Orthe Imployers and.
a

Absent from the curriculum:-



24 expla n the arrangement of the library.

34 help raa.dcrs use tfie card catalog.

53 process added copies and new editions.,

These should be con ide _d for inclusion in the -currcu1um .

Another three were listed only by 50 percent or moi-e of the employ es,

follows:

7 organize ard Maintain information files.

28, explain the resources and services of the libra y to

patrons.

42 supervise student employees and pages.

Five others ere listed by 50 percent or more of the employers

as follows:

19- inspect films or records for wear or damage.

59 take inventories of supplies and equipment.

_79 open and collate ,new,books.

83, process book reserves.

88 type and verify filled bo k cards.

Each duty-in the latter two groups should also be .carefully. con.

sidered for inco poration into the curriculum. .0f lesser importance, but

still worth consideration are 24 other duties that less than 50 percent

of the employers aid employees felt were necessary for satisfactory

pe for_nee:

classify pamphlets.

9 'plan and supervise book inveptories.

13 determine supplies and equipment to be purchased.

17 train and instruct new Clerical employees.

18 plan and conduct story hours.

21 revise filing done by others.

26 select titles-for inclusion in book lists and biblio

graphies.

32 prepare payrolls.
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splice film.

35 prepare statistical reports, other than circulation

statistics.

36 supervise pamphlet and clipping file

43 participate in selecting clerical staff.

44 be in charge of a. department; such s circulation.

45 supervise clerical workers

46 cOordinate work of parent-volunteers.

55 maintain cash records.

60 schedule classes in the library.

68 establish and Supervise order information files.

70 be in charge of a. library without supervision ,by

71 participate in book selection meetings.

73 make indexes of special materials.

81 supervise interlibrary loans.

84 verify bibliographical data for interlibrary 1 ans.

.90 prepare work-and time schedules.

Finally, the duties employers and employees added te the chea-

list sheuldibe considered for, inclusion in the cu-ri6ulum/ A followup

Study should be m de to deter ine which a e truly subffoTessional duries

/

and which ace per ormed by enough personnel to -a lant/kheir inclusion

in the curriculum.

3. The -course work in the Library Technical Assistant program

needs to be designed to allow students te work indePendently of one

another. One way -to implement this ecommendatioit is. through modular

instruction. This approach should help to reduce repetitious learning

for Library Technical Assistant students with previous experience and
'

former student employees who needLit;rary Scieoce course work for up-
,

grading and updating their skills;,in Other worda, to provide oPportun ty

for continuing education; The,purpose of such continuing education is

70



to acquire new knowledge and basic skills, to update basic knowledge,

to make a transition-from one area of,dibrary service to another, and

to acquire grea e- depth of knowledge and skill in one specific area

library service. The module, a pedagogical development in its early

stages', offers a di tinct opportunitrto effectively achieve individual-

ization of learning. is a self-contained --d independent unit of

instruction with its primary focus on a few well-defined objectives. A

maior advantage s that it eLn be used to effect changes in curriculum

structure. In Creage The Use of_Modules in College (1971), he statla

that modules range from one or a few modules inserted into a traditional

course, through complete courses that consist of 'r. prescribed sequence

mod6les, to cour es _t offer the student the cbetee of a certain

number of modules among a large set of modules. Regardless o \the cur-
,

riculum Structu e modules can be used to enable a student to master

skills, to comprehend concepts, r to change attitudes. Usirg this a

proach, the student will be able to:

1. participate in the learning process so that his co

mend to the task is likely to be enhanced.

2. have full control o_ the rate of study, and progress

hie own pace.

3. not cover materials already faMiliarito him.

4. lessen failure by mastering each module completely

before- proceeding to the next.

5, develop a sense of responsibility for his own learnin

Modules standing on their own do not fit the'present state of cur-

riculum develop_ent... The college iS built around courses, therefore'

within this structure of coursea a varying arrangement of modules can
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be placed. Each course will be made up of a number of modules. Stu-

dents can be required to take all or some of the modules.. The student

should have the option of not g a flodule if he has previous ex-

perience a d pa ses a test. A diagn stic pretest can he useful 11-1

determining the student prearation. Outstanding performance on the

pretest may indicate that the student,need not take the module. The

modules themselves will vary in .length and complexity. Although the

sample of a module in Appendix H doesnot.show any prerequisites for the

module, hers would; an example is more technical c.ourses such as cat

aloging.- Modules in which ba ic skills are learned wOuld be prerequi-

sites to modules that cover -dvanced skills. Students will be allowed

to complete a module by testing to ,demons e magtery of the objectives.-.

A module can _ontain the following listed components:

1. Inatructional objectives

24 Instructions

3. Information shee

4. Source and resources

5. Pretest,

6.- Assignment

7. Posttest.

An example of a _nodule on the Card Catalog 11 be found i 'APpend_x H.

4 For continuing education, the module approach may also be,

used. Modules can be offered on a non-credit basis with a given numbe

qxf modules being equivalent'to A cou se. -Modules then canbe-taken in

any order except that basic modules would haVe to precede advanced

. modules. (In ether words, a student could.take, -at his oWn time and

place a certain number of modules that would be equivalent to a cource,

'complete the course, and then report it for upgrading7)

To comply wih the American Library Association LED statement

\
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lity rdgarding otiiuing educat ien in he "Criteria for Programs

to Prep _e ji,ibrary Tcchnial Assistant, program director should per-
!i

I

iodically tjlieck with mployers on the speci ic dOties pe timed by ,---

4
support peksoirnei and, on ocher upgrading needs. Even tho gh advisory

g

coflunittee , exist on c,mmunity college camp-Lses, they do ot necessarily ;
,

check wit mployer on the on-thejob tralin ng.
II

_Evnluati and imp,

The above

entation

n lusions and etommendations were e emdned by the

,Lay Advisory Comm#tee f-r the Library Technology Program at Pasadena
1

City Colleg: There was gen ral agreement,that the conClusions and -
fi

.1
,

it wOuld be de-
/

4

recommendations wre sound. This review panel felt.tha

si able to standei-dize the duties- hich library technical ai istants,are
,

expected o perFrm and to delineate two or three levels,of Work within

the lib-eery tech11ical assistant classificat

is beyond the sCope of thiS study but is one to which the library pro-

[

fession at laig should address itself.

1. This is a matter which

These _Aommendations have been forwarded to appropriate adminis-

trarors at Pasdena 'City College as the first step in implementation.

Full implement tion will depend upon faculty members finding sufficient

time to deyeldp and refine the modUles. Because Of the large amount of

time required it may be'necessary'for the college t- provide release

time for furt

Al
study Wiql alSci.be given

men, of Lib ':.y'Services at Pasadena City

development of the, cur iculUM. The findingS-of the

,

William Grainger, 'Chairman of the -Dere

directors of library' _echnology programse

San Gabriel Community Colleges Library CoOperative.

College and to the otWer.four

the eolleges servd by the
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APPENDIX A.

LETITR TO PROGRAM DIRECTOR
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-PASADENA'CITN COLLEGE .LIBRARY.

1579.EaSt: COarado.BOOleard
Pasadena, California 911as.

Dear Program Director:

William Grainger satd that you would help me with this study.
sadena City College we haven found that many of our st1idents are frus-

trated and annoyed at having to study unitg of instructi n whach repeat

what the\ have already learned on the job= This-study. w1l determine

the exte t to which students at Pasadepp City Collegeand urro4nding

community colleges bring relevant on-the-job experience to te class-

room. The-Study will also taacertain whether the curriculum ean be
modified in such a way as to minimiKs the repetition of prior

periences. . \
Further, the study will identify those continuing education experiences

which are needed by employees who work in neighboring libraries at the

subprofessional or intermediate leVel as distinguished.from the cleri-
,

cal and professional levels, and Will determine what modification6 will

be necessary, in the LibrarlifTechnology Program in order to provide con-

tinuinveducation opportunnies for such empdoyees.

The purpose of this letter is to secure your participation in th s study

as a director of a tibrary Technology Program. .Would you please give the

enclosed quegtionnaires to your faculty members sP.that they may be

filled out-in class by your currently en7olled students during the week

of danuary 12-16, 1976. 'The questionnaire may appear to be rather

'lengthy. However; itEan be comple ed in just about fifteen minutes..

1

I am not sure of the.exact number ofStudents and faculty members in

your program, .but I am enclosing,:several letters of instruction for
faculty members and 'a quantity of student questionnaires. If you nee

more copies of either', please make.additional:copies,as necessary.

Prease retur.n the questionnaires and'checklist diming the week of.Janua
19-23, .1976, in the enclosed postpaid envelope to,Mr.' William Grainger,1

Chairman, Department of'Library Service,. Pasadena Ciey College, 1570 E

ColoradoiBoulevard, Pasadena, California 91106.

^

Coria1iy yours,

Sylw±N Green
pirector of the Stddy
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LETTER TO FApULTY EMBERS,



PASADENA CITY. COLLEGE LIBRARY

1570 East Coloradp_Boulevard
Pasadena, Califarnia ,51106

Dea_ Faculty, Member

The directorof,your Librarygechnology Program Indicated that you Would,

help me With this study.- At,Pasadena City College we have ,fpund that

'many of our students are-frustratedand-anneyed at having to study:_units

of instruCtion whieh,rePeat what theY have _already learned oo the job.

-This study will determine'the extentto which students at Paaadena City

College and surrounding community colleges- bring relevant on-the7job

experience to the classroom. The studywill. also ascertain whether the
curriculum can be7modified,in such a way as to minimi;e the repetition-

of prior experiendes.

The purpoae of this letter is to secure your help- .Would:yoU'prease
disaeminata the questionnairea-to your. Students during the week of:Jan-

lA4ry'.12-16,'1976.: Please haVe.them filled out:in claas-and,retuined7tp
you. Betiirn all IlLiestiennaires=te your prOgram director ao that their-
can'he returned teMe.'during the week. of January. 19723, 197-6.

-

Thanl&you for your cooperation. It is Very important to get this inf or-

nation during fhis time period.

SNG:cm

Cordially yours,

Al
Sy via N
,Director
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APpENDIX C

QUESTIONNAIRE AND CHECKLIST FOR
LIBRARY TECHNICAL ASSISTANT STUDENTS

,



C.

L1ARARY TECHNICAL-ASS1STANT'STUDENT QUESTIONNAIRB

NOTE: Answer thiqutionnair e only once._ If you have already res--.
ponded, do 'not mark this one. Return it torymir instructor.
Your resPonses will be helpful to faculty members Alo i4aot to

,improvethe curriculum.

Please'check'rhe following:

1. , Are you now working in a library? Yes' No

2 -If not now Working in a library, have you done so
-the-past?. :Yea ,-

If you answer"Se tOboth queStions above-, please'stopt Hand in
the queStiOnnaire. If you answer "Yes" to either question,r.please
.conitinue.

3. List the librariet-where yon have worked. Begin with.your present.
or, Most'recent library job, and -go-back.,in time.. -Use a Separate
line for each job held..

'85

.Dates

'Respond tothe attached, checiclist.. After yonbave marked'the
tionnaire and the lcheeklist,,please return them to:your instructor'.

'So tha,we may follow up, if necessary, please.give your name.and
otherinformation requested. below:.

.Name:

Street Address:

City:

Telephone No

Zip:



CHECKLISI FOR STUDENT

-Checklist of Cleric 1 and Sub-Profes

Jo the Studen In front,ofieec
inee priori.° entri into the'Library Technology Program.

-1'. I already had experienee Ho training
was needed.

I had scime experience, hu I needed
additional training-.

U. had no experience. and I needed t alnr.

Classify pamphlets
Schedule shelf reading
Explain-lending rules
Maintain interlibrary loan records
Maintain checklists of magazines and ser _
inspect bdoks returned4rom bindery
Organize and maintain information files
Cheek out library materials to patrons
Plan and.S4pervise boek Inventories
Arrange bulletin boards and displays
Sort, open or distribute incoming mall and
packages
Chpik irade bibliographieslor'order information
De'ermine sueplies and equipment to be=purchased
Plan book ditplays
Check Catalogs and ,shelf lists for headings
Supervisesub-professional employees
Train and instruct new'tierital employees
Planand conduct story'hours
InsPett films:or-records for'wear or damage
Prepare material for binding

doneby others
.Stipervise-order'and appearance of shelVes,

file catalog tards
',ExplainAthe arrangement of,the library
Check order'cardswith'holdlngs and/cm Out-
standing orders
Select, titles for inclusion in boOk
and bibliographies
Catakig fictiOn-with minimum supervision
Explain:the resources:and,services-of the-
library Co patrons .

' 6

Order Library of. CongresS or other printed cards
Remove cards from catalog,and shelf list when
withdrawing lost or worn out-materials
Dischergeibookst-eturned from circulation

Prepare payrolls
p filtee m

,

Help readers:use the card catalog.
PreOare:,statistical reports other than,circu-

lation statistics
Supervise,pamphlet and clipping.fileS
Revise catelog caros,typed by others.
Shelve books or file.pamphiets or other
sAmilar materials
Aisigutter nUMbers
Plan publicity programs' .

Ready ihe cireulation desk for dai's
Supervise student mployees and pages
Participate In Selecting clerical st
Be in-charge of a -department,'such as c
lion
Supervise clerical workeri -

Coordinatework ofparent-volun
Select publicItY materials
Read Shelves or files'

rk

e following dutir to indlcatelyour work.eAperi

zcspond to all Items. Leave no blankt.

4 7 I
had no experience. yet I-did not need

training

5 , None of Ehe above.

Prepare-pamphlets and clippings for filing
Type'book cards and-pockets
Sort and file book charge records
Register new borrowers
ProcesS addecicopies and new editions

Hake shelf list cards
Maintain-dash records:
Make preliminary selection.of meter 1 foe

binding
Assist in taking Izopk Inventory
Schedule and record loans of audio-visual

Materials
Take inventories of-sUplies and equipment.

,

Schedule classes in the ibrery

Letter and label ,booka.
Use, indexes'andtatalogs or lOcating detailed
bibliographical, informat.ip. for verifying.bodk

orders
GiVe patrons directional information
FinCspecific;books op.Ahe shelves -for patrons.

SuPeriise shelving procedures
Repair worn ouLboOks or,other _rn library'

Materials
Make-poSteta,
Establish hd luperVise order
Plan shelving arrangements
Be ih charge of a library Without supervlslgfl

by a librarian
Participate in'book selection mee
Answer simple reference questions
Make indeses.of speelel materials
J./kite bookplates, pockets, date slIps,in bookS "

Type catalog cards from main. entry'card
'File order cards' '

Search for 'Simple trade.blbliogrophicel data
Operate audiovIsual equipment -

Open and edllate new books'
Issue overdue nntiCes
Supervise interlibl.6ry loans,
Follow,up on outstanding orders thathave not
been Properly.filled
Process. boek reserves .

Verify bibliographical 'data for In eilawary.

ReceiVe and reeord
Type:Orders:10 dealers,:
Count and record. circulation 4tatisticS'....
Type and verifY lilled book cards
Check listeof materials for purChese with
card catalog \
,Prepare work.and time.schedules
Claim Missing magzinei
Verify and appr ve invoices'

ngs

ntinue on:, reverse s de
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FORMER LIBRARY TECHNICAL ASSISTANT 4TUDENTS
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- , .

STU.1: OF LiORARY TECNNOL CURRtCUttiel$ .._queitionneinucoe Former Students-

e: If you are.no -now workin9 in a libearY, please check here

(, _) and 'return the UnMariced quesTionnefre and checklist

im the. enclosed posT-pol4' eoveloPe)ro 14.15.5YtYi4 6re4",

Pasadena City Wiese Libeery.,1570 Ens' Coleradefloule4

yard, Pasadena': California -91106.

Dear Former Student.

Your name has been given to me _ by one of several California junior col I eyes at a per-

Ion who was formerly-enrolled in a Library Teehnolo have'laken e,who

curriCulum, or studied ooly one or twe courses. -in any case, your responses to thi-s- ques-

tionnaire will be especially helpful fofleyaluating and,improvind. the Library Technology,P

programs. Most of the_qaestions'may be:answered by * check mark,.,k.circle, or a word-or

iv*: The few minoteswhich yoU,spend in completing the.questionnafre will be benefiCial

to the college which you attended as well as to future. students.' Note that 12y_Imalreti4in -

anonymous. if'you wish, by npt signing the questionnaire. fleasereturn it withln,fi4e

'dlys:in the encloeed envelope,to Mrs. S0Via Green, Pasadena-City College Library, )570'

fast Co-Ida-ado-Boulevard., Pasadena, California . 91106.
Sincerely yours,

Return by

Name oftjUnior college attended for -ry crein'ng:
,

SylviaGreen, Director o

Dates nrol inent in jilnior College librarY course

How many semeste were you enrolled?, What was Your major?:

Do-you,haue_an A.A. degree (or its equivalent)? (Circle),Yes N0 .Datelef degr

Did you reCeiVe a tibrarY Certificate or Ptoficiency'(or its epujvalent)1 Yes: NO

Approximately how 'many; semester:units of:Aihriey ecturses did,you Complete?'

Dicflyou foil-00 a recOmmended Curricalum in- library technologY, indludUng "nort-libra
,

_

_cOurses.such as7matti, EnglISh., 'data processing, tvOinT.- etc.1 Yes'i :No

-d,----yOu complete-the full program of library courses offered? '..fes No
. :

Have you, B endeed-ather c Ile Yes' No If ytk,,please'list them

Name, of Institution es of Attendance_

'
List the librarieS where you have Worked. Begin wl h your,p esent or

and. ge back in time. Use aftseparate line for each ob-held.

--Name of Librarx Job:Tltle

'recent
-Pates

From . .To
Na/Tt) -r Yr),

-

Whet the '-hesjdr,ccupationay.:gomil or position you flOM to attain?
-

1)oyou plan to continue your eduCation? .Yes No 'Whet,clegree or certificate do you pe-

Obtain?
/

14 Ihere opportUnity for advancement.on your present,j0b? Yes No II YeS.-whAt It the

o b title of the'positiOn next above yeturs?

Respond to iht-e147617eReeklitt: 'After you have marleed
:checklist, please return to' Mrs. Green at the above address.

'Wthat. we
requested below

4
.Name:

questiOnnal sh-d- the
.

follow up, jf necessaty, olease.give your n8nieand other

trvel Address:

City: Zip:

yalepktooe



:\CPIECKLI5T'FORJORMER tTUDENTS impuinesl:

thicklis CleriCarand Sub-Professional D Libraries Random Orde

T° lat-P12192: Place a check mark (v) in front of those skills which, in your

opinion, are needed for 5atisfactory performanci on your present job. Do ble-

check (ye) those learning experiences whi-ch, would be helpful-for your coniinuing

education either for advancement to a higher position in you'r library or l*brary

system or for obtaining a higher-level sub-professional position elseWhere

lassify pamphlets--
Schedule shelf.reading
Explain lending rules '

-411intain intei:library loan recerds
Maintain checkiists of magaqnes and serials
inspect books returned from bindery

\ Organize and maintain information files
7-77 Check out library materials to patrons

Plan and supervise book Inventories
Arrange bulletin boards and displaysN'

Sort open or distribute incoming mall and

packages
Check trade bibliographies-for order information

Determine supplies and equipment to be purchased

Plan book'displays
Check catalogs and shelf lists for headings

Supervise sub-professional employees
Train ani;1 instruct new clerical employee%
Plan and conduct story hours
inspect filmm'or records for wear or damage

Prepare material for binding
Revise filing done by others
SvperVise-order and appearance of shelveS
File,catalog cards
Explain the arrangement-of the library

Check order*cards with holdings and/or out-

ending orders
Select titles for'inclusion in book 1

and bibliographies
Catalog fiction with minimum supervision
Explain the resources and services of ,the

- library to patrons t

/Order Library of Congress or other pr nted cards

Remove cards from catalog and shelflist,when

.
withdrawing-lost or worn out materials

.
Discharge bemks returned from 'citiculation

,Prepar_payrolls
S II fil
P te m

`. Help readers use thecarq catalog
P(epare statistica ,reportS, other than rcu-

--Yation statistics
-Supiivise pamphlet and'clipping files
Revisetatalog cards typed by others
Shelve'boCAs or,f1lerOamihlets or other

,similar meterkals
'Assign Cutter reueb
Plan-publicity pr ems

Ready the circulatio desk for day's work

Supervise student ampiyee5 apd Ragas ,

Participate in selecting ical staff

Be In charge, of a deparinrnt, such as clrcu

tion'
Supervlse clerical worker%
Coordinate work of parent-volunt
Select publicity materials

d Shelves or flles

=E=21Eswe.=

Prepare pamphlets,and clippings
Type book cards and pockets",,.
Sort and.file book Charge retord
Register:,-new borrowers.

''-.Process added copies and pew,edit

Make shelf,list4cards
Maintain cash records_
Maki preliMinary selectto
binding
AssiSt ln taking bookinventery
Schedule 'arid record loans-of eudio-visu

materiAIS
Take-inventories ofyStipOlies and equipme t-

SchedUle classeS'in'the library
Letter:and-label books. _

Use,inclexes and catalogs for:locating:det_i ed

bibliographical...information for verIfying ook

orders -

Dive patrons directlonal Information
find specific bemitslonsthe OlelveS for Pa ron

Supervisethelvingprocedutes,
Repair_worn out books or Other worn library

,materials

,

-Make poSters
Establish ahd supervite.order information fileS-,

Plan shelving arrangements ; !-

De An charge:cif a' library:withoutSuperviii n
by ajibrarian
Participate' In':.boolt selection meetings

AnSiiderAimple reference Auestions,
Makeindexes of-sOeciarmaterlals
Paste book'plates.'.:pocketsjdate slips In _hook

TYpe catalog:Cards from main enlry'eard

Fil* order 'cards ------,
-Seal-eh-dor-simple-trade bibliographical-deta
Oprate'audio-visual equipment '

Assn anercollate new.boisks
Issue, overdue noticeS.,
:SUpervise-Interlibrary loans
Follow UO.cin outstanding Ord'er%

Procisslsookreserves
Verifi bibliographical 04t4 ftir

.

nterlibrary.loan

RedelVeand reicird fine money
:11

Type orders toStaletA
Count and reeord'circulation t

y

.Type and verity filled-book ca ds

=wEENE.

List

Check.liAt'S 01 jjijl5 for pure

card caTalog .

. .:_

Prepira work.and Time scnedu e3
Claim Misiing iesurs!of magesJne_
Verify and approve invoices

i _. -.I.
.

other dutiesiand thick herri-aS
,

1

'.:-;,.

bove-i
.. ,

-------

ece -#rIf. )

"



APPENDIX -E

COVER LETTER AND CHECKLIST TO
LIBRARIANS IN THE SAN GABRIEL -VAILEY



PASADENA .CITY COLLEGE L1WRY
--IWO East Colorado Bo-Oevard

-PaSadena, California -91106

FaCulty members at Pasadena City College in the Library Technical Assis-
.

tent Prograth have found that many of their students are frustrated and _

annoyed at having to study units of instiuction which r4eat what they

have already learned on the,joh. A study,is Currently underway to'

determine the etent to which students at.Pnleadena City College and

surrounding community colleges bring relevant on-the-joh experienee to'

the classroom. The sEUdydmill also ascer.tain whether the curriculum
can be modified in such a way as to miniiize the repetition of prior

experiences.

Further, the study will identify those continuing vduca ion experiences

which are needed by currently employed graduates of a Library Technical'

/Assistant Program who work in neighboring libraries at the subprofesr
sional or intermediate level as.distinguished from the clerical And

professional levels, and will determine what modifications-will be
necessary in the Library Technology Program in order to provide con

ing education opportunities for such employees.
_

.
.

The purpose of this letter.is to secure your particiOation An-this study

as an- employer or prospective employer of.library paraprofessionals.
Although:at first glance'the cheeklist:may appear to be rather lengthy,
ft can be.completed in just about fifteen_minutes. When_you return_the
checklist,-will you also please send job descriptions.foryour library's

aubprofessional positions. , The job descriptions will'he useful'in'deter-
.mining the'educational requirements for.job entryand for-advancement SS -%

librAry *paraprOftstionals.
___ t ____

If it would be more -apprepriate for someone.other-than yoUrself to resz.7.,.,
.

pond on behalf of your library,'please, forward the cbecklist,to ihe

proper person.
\,v

-

'Pleasereturn the,,,checklistand.OtherraquestedlliaterialithtntkilAsys,
.

.

In tha enclosed,p16$1tpaid envelope to Mrs Sylvia N Green,. PaSada04-0itY.:.

COliege Librar, 1570 EastColorade.Baulevar*,, 17aei4ena, CA 91105 .
. ,..



Chetk b-Profess nal Duto in Li_braries Random

To the Employer: Place a check mark (e) in front of thosekills which, i n your.

opinjon, are needed by sub:professionals (e.g.,"Library Technicians, Librar-y Tech-

nical.Assistants, or similar titles) for satisfactory performance on the job.

Double-check those learning experiences which.would be helpful' for their

continuing education either for advancement,to a .higher position in your library

or library system or for obtaining.a higher-leyel sub-professional posit on else-

fere.

92

Classify,pamphl
Schedule shelf: reading

. Explain lending rules

Maintain interlibrary loan reCords

Maintain'checklists'of,magazines and' erials .

inlpect books returned from bindery

--Trganize,and maintain information,filis

Check put library Maferrals to patrons

T Plan and supervise boqk inventories'

Arrange bulletin boards- and qisPlaYs

Sort open or,diitribute incoMinT,Mail and

packages
Check trade bibliographies for or.;cler inforeation

Drt,ermine supplies and equipment tio be purchased

Flan book displays
Check catalogs and shell lists for headings'

SupeTvi'Se 'sub,professional employees.

Train,ond instruct new:clerical employe

and,conduct StOry hours
inspect filAs or records, lor wear ordi

_.P.Tepare_material ler binding

Revise filing-dont-by-others
Supervise order and appearan'Ce gr'Sh-el es":.

File.catalog cards
Explain the arran9emert of.the likr'ary

.Check order'cards whhaldir,gs 'andforn

Standing orders
- Select titleS for inclusion in bookl_ists

,

and.PfbliograOhfes
.

Catalog fiction wifh minimum-supervrsion.
Explain the resources and services' of Ahe

library-toZpatrons--____
prder Library,pf ,congr,ess or other printed cards

RomOve'cards from Patalogand shelf list when

withdrawing lt or worn out materialS

Discharge books'returned from circulat

Prepare payrolls'
'

Help readect use the card catalog

. Prepare SlatiStical leports...other than''ci eu-

,lation statistics'
-Supervise pamphlet and cliooing files,

-Rev;Pa'cesullo9 catas.lYped
'by others

5helve.books Or file pampkicts.or. other

similAr paiarials -

Assign Cutter n6mbers.
Plan publicity OrOgramS .

Ready the circ6lation #eek 'For day's work

-.Supervise studenT,employeeVand P43es
Participate in selectfil0 Clerical staff

Re in' charge of a'department; such as:ci cula-

,tion
16pervlse Alerical workers
- Coordinate wgik of parent-volunterri :1.1$'t other duties.and 'check them as:ebOVe

Select publicity materials
Read shelves or%.files

Prepare pamphlets and clippings/for op

rype book cards and poCketS '

Sort,and'Iile book charge recordS

, Register-new borrowers
ProceSs'added Copies ond n w editions

Make shelf list cardS,

Paintain cash-records
Make preliminary selection of ferials for

binding .

Assist in'taking book inventory
Scheduleand record loani pf eudio- isual

aterials
Take inventori of supplies and equi.pmen

,

Schedule classesin helibrary_

-Letter an'ti label kooks
Use inciexes and catatogs forloCat ng detailed

bibliographical infOrmation for verifying book/

.orders
'Give patrons directional information
FindisPecific,.books on the.ihrelees few po rons

. Supervise Shelving..procedures'
libimaterialsAepalr worn out book$ or other a

Make posters

.

EsCablish-7,20-.5upervlse order informaiin files

Plan ;helving arrang-ement.&,
:Be iii,charge.of-a ji.brary.WitheiU1-asupervisiori.

by alibrariañ .

'Parti.cipate in bOok 'selectiOn meeting

Answ-,irSimple reference questions
Make'indeieS of-special materials

'Paste 'beilik,Pi a tes
Pockets. 'date slips "in books .-

TYpe cataldg cards from main entry card,r.

File order caeds '

.

.

Search kir-simple trade bibliographic l data,.

- Operate audio-visual' equipment.
Open and collate new books
Issue tiverilueTiotices4
Supervile.interlibrary loans
Follow up on outstanding orders
been-properly filled
ProceSs book reser,:es

'

Verify-bibliographical data for. interlibrary I

Receive-3nd record line money

--Type 0rder,s to dealers
, Count and recordcirculation. statistics
Type. and varify-filled boolccards

that not

7

_
- Check liotas of- materials for put ch.vitii

card cataloD

_ Prepare work and tiMr chedults,

. 'Claim missing..issues'Oi magaline5
Verify and'appro"ve invOiceS

rh 'the'

(Cdntinueon reverse side,
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APPENDTX.F

COVER LETTER ANIwRESPONSE SHEET
.
:TO LIBRARY TECHNOLOGY'COMMITTEE MEMBERS



/, .

.0A§ADENA'CiTY 0.11E6E,LitlIARY;.

1570.East-Colonado.Balle'vard.
P4s0d-ana Califoillfa '911060

Dear Library Technology Advisory Committee Membert
-

mOuring the past few months I have been conducting a study-t&determine-
the extent to which students.at Pasadena City College and sUrrounding

community colleges bring relevant on-the-job- experienCe to_the olass-.
The study has also sought to asdertain whether-the curriculum

can be modified in suCh 4 way as to Minimize the'repetitions of'prior

experience.

94

Further, fhe study has tried to identify those.con inuing cluc=tion

erxperiences which are needed by employees who work ikneighboring
libraries at the subprofessional or intermediate level as distinguished

from the clerical and professional levels, and has .tried ro.deeermine

what modificatiOns will be necessary in the Library Technology Program
in order to Proviae continuing education opocrtunities for such employees.

The-purpose'of this letter. is to secure your evaluation7of-the conclu-
aions andjhe..reCommendatIonS of the study'. (still in'the draft'Stage)

as found-in'chapter'six.

.think you can get;the substande.ok:the: Study bY sdanning th'e4ifth
-chapter and-the summarY,in.chapter six. 'It-should nOt be necessary.to-
read,the whole dOcument; After.looking it bvr, please respOnd- to the
questions and make'cOMmentb_on the,entloaed "Sheet..

.
In order to-meet a deadline date for subMissien to faculty,advisors,
1.would appreciate having yonr coMments'by Frilay =of this Oaek,
(Aprii.30), if,at all poSsible.

Plea Se-be aa-sured that you ''-efforts will'be greatly-apgrediated..

Cordially

. ,

yOurs,
. :

Sylvia Green



4
RESPONSE SHEET

Please scah the study sufficiently to become famili&r with the findings,

conclusions and recommendations, and then respond to the folloWing '

questions:

Do you agree with the font concluS ons on page 61? Ye No

If not, please comMen

2. Are there other concfusions which you feel are approp a e? Please

/state them.

Do you agr'ee w.ith t e five recommendations on pages 62 to 65?

Yes NO

If not, please .comment:

4. Are thrre

them i

95

other recommendations which you would make? F;lease stató

5. Additional comments regarding the study:
A

'1

Please return this sheethy-April 30,,to Mrs. Sylv a GreenAssoeiate.
Professor,,Department Of LibraryService,J'asadena City College,
1570 East -Colorado Boulevard, Pesdena', California 91106.
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TABLE 26

SUNNARY OF RESPONSES TO LIBRARY TECHNICAL ASSISTANT

STUDER' QUESTIONNAIRE FOR EACH DRY, BY NUMBER, AND PERCENT

Work Experience Prior to Entry

Into the Lilo'rary Technology Program*

Duty

2

No.

3

Z o.

4

7 No.

1. Classify pamphlets 2 2,6 15 19.7 36 47.4 4 5.2 17

2. Schedule shelf reading 18 23,7 12 15.8 22 28.9 7 9.2 17

3. Explain lending rules 30 39.5 12 15.8 19 25.0 6, 7.9 8

4. Maintain interlibrary loan records 8 10.5 8 10.5 30 39.5 9 11.8 21

5. Maintain checklists of magazines and

serials 13 17.1 8 10.5 25 32.9 7 . 9,2 21

6 Inspect books returned from bindery 10 13.2 12 15.8 20 26.3 8 10.5 25

7 Organize and maintain information files 6 7.9 23 30.3 21 27.6 5 6.6 19

8. Check out library materials to patrons 21 27.6 23 30,3 19 '25.0 7 9.2 5

9, Plan and supervise book inventories 10 13.2 15 19.7 27 35.5 3 3.9 20

10. Arrange bulletin boards and displays 13 17.1 21 27.6 14 18.4 11 14.5 '15

11. Sort, open or distribute incoming mail

and paCiages 26 34.2, 9 11.8 13 17.1 9 11.8 16

12. Check trade bibliographies for order.

information 2 2.6 13 17,1 30 39 5 4 5.3 27

13. Determine supplies and equipment to

be purchased 8 10.5 10 13 2 34 44,7 5 6.6 19

*See end of table for explanation 'of. numbers

124

5 No Resp.

% No. %

22,4, 2 2.6

22.4 0 0

1CL5 1 1.3

27.6 0 0

27 6 2 2.6

32.9 1 1,3

25.0 2 2.6

6.6 1 1.3

26.3 1 1.3

19.7 2 2.6

35.5 0 0

25.0 0 0

125



L.
14. Plan bo k 'displays

15. Check catalogs and shelf lists for

headings

16. Supervise sub-professional employees

17. Train and instruct new clerical

employees

Plan and conduct story hours

Inspect films or records for wear or

damage

20. Prepare material for binding

21. Revise filing done by others

22, Supervise order and appearance of

Shelves

23. File:catalog cards

24.' Explain the arrangement of the

Ithary

25. Check order cards with holdings and/

(r outstanding orders

26. Select titles for inclusion in book

lists and bibliographies

27/. Catalog fiction with minimum supervision

*See first page

1

TABLE 26 (continued)

Work Experience Prior to Entry

Into the Library Technology Program*

2 4 5 No Resp.

11 14,5 16 21.1 23 30.3 8 10.5 17 22-4 ,1 1.3

8 10.5 21 27 6 24 31.6 5 6.6 16 21.1 2 2.6

10 13,2 15 19.7 21 27.6 67.9 23 30.3 1 1.3

12 15.8 13 17.1 18 23.7 7 9.2 25 32.9 1 1 3

8 10.5 14 18.4 25 32 9 7 9.2 20 26 3 2 2.6

9 11.8 11 14.5 29 38.2 8 10.5 18 23.7 1 1,3

7 9.2 13 17,1 26 34.2 6 7.9 23 30.3 1 1 3

15 19.7 17 22.4 20 26.3 6 7.9 17 22.4 1 1 3

25 32.9 11 14.5 16 21 1 10 13,1 10 13.1 4 5.3

22 28.9 24 31,6 17 22.4 4 5.3 7 9 2 2 2.6

26 34,2 13 17,1 19 25.0 6 7.9 11 14.4 1 1.3

3.9 13 17.1 26 34.2 5 6.6 24 31.6 5.66

45.2 10 13.2 28 36.8 5 6.6 29 38,2 0 0

8 10.5 15 19.7 26 34.2 8 10,5 19 25,0 0 0



Duty

28. Explain the te ources and services

of the library, ix) patrons

29. Order Library of Congress or other

printed cards

Remove cards from catalog and shelf

list when withdrawing lost or worn

out materials '

3. Discharge books returned from circu-

lation

32. Prepare payrolls

33. Splice film

34. readers use the card cata10

35. Prepare statistical reports, other

than ciirculation statistics

36. Supervise pamphletand clipping films

37. Revise catalog cards typed by others

38. Shelve books or file pamphlets or other

similar materials

39. Assign'Cutter numbers

*See first page
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TABLE 26 (continued)

1

Work Experience Prior to Entry

Into the Library Technology Program*

2 3

No.' % Nd. N

4 5 No Resp.

19 25.0 21 27.6 18 23.7 4 5.3 13 17.1 1 1.3

2.6 2 246 30 39,5 7 9 2 34 44.7 1 143

20 26.3 17 2244 19 25.0 8 10 5 12 1548 0 0

24 3146 ,18 23.7 20 2643 8 10.5 5 5.3 2 2.6

1 1.3 4 5.3 22 28.9 12 1548 29 38.2 8 10 5

4 5 3 8 10:5 26 34.2 6 7.9 32 40.8 1 1.3

15 19.7 22 28.9 14 18.4 6 7,9 5 6.6 14 18.4

5 6.6 13 17.1 22 28.9 4 5.3 28 36.8 4 5.3

5 6.8 1 15.8 28 36.8 4 5.3 20 26.3 7 9.2

9 11,8 7 9,2 21 27,6 4 5.3 22 28.9 13 17.1

28 36.8 16, 21.1 12 15.8 8 10.5 9 11.8

2 2.6 3 3.9 29 38.2 7 9.2 34 44.7 1 1.3

4



Duty

40. Plan publicity programs

41. Ready the circulation desk for da 's

TABLE 26 (c ntinyed)

1

2 5.3

work 17 22.4

42, Supervise student employees and pages 14 18,4:

43. Participate in selecting clerical staff 8 10.5

44. Be in charge of a department such as

circulation 14 18.4

45. Supervise clerical workers 6 7.9

46. Coordinate work of parentvo1unteers 10 13.2

47. Select publicity materials
4 5 3

48. Read shelves'or files
30 39.5

49. Prepare pamphlets and clIppings for

filing

50. Type book cards and pockets

51. Sort and file'book charge records

52. Register new borrowers

53. Process added Copies and new editIons

54. Make shelf list cards

55. Maintain cash records

*See first page

130

Work Experience Prior to Entry

Into the Library Technology Program*

2 3

No,

4

No, Z

No Resp.

No.%

10 13 2 22 28 9 6 7.9 32 42 1 2 26

15 19.7 13 17.1 6 7.9 16 21.1 9 11.8

19 25.0 15 19.7 5 6.6 22 28.9 1 1.3

7 9.2 19 25.0 6 7.9 35 46.1 1 1.3

9 11.8 21 27.6

' 12 15.8 15 19.7

11 14.5 15 19.7

12 15.8 20 26.3

21 27.6 14 18.4

4 5.3 26 34.2 2

5 6.6 32 42,1 6

5 6.6 23 30,3 12

6 7.9 28 36.8 6

4 5.3 5.3 3

2 6

7,9

15.8

7,9

3.9

9 11.8 17 22.4 17 22.4 4 5.3 27 35.5 2 2 6

20 26.3 23 30.3 20 26.3 5 6.6 8 10.5 0 0

19 25.0 20 26.3 17 22.4 4 5.3 13 17.1 3 3.9

18 23.7 15 19.7 18 23 7 7 9.2 18 23.7 0 0

15 19.7 16 21.1 24 31 6 3 3.9 18 23.7 0 0

9 11.8 25 32.9 23 30 3 3 3.9 15 19.7 1 1.3

11 14.5 11 14 5 17 22.4 4 5.3 32 42.1 1 1.3
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Du

56 Make preliminary' selection of

materials for binding

57, Assist,in taking look inventory

58. Schedule and record loans of audi -

visual materials

. TABLE 26 (continued)

Work Experience Prior to Entry

,lnto the Library Technology Program*

9 11,8 6

17 22.4 15

6.6- 21

59. Take inventories of supplIes and

equipment
13 17.1 19

60. Schedule classes in the library 15 19.7 12

61, Letter d label books
16 21.1 22

62.

63.

64.

Use indexes and catalogs for locating

detailed bibliographical ini'olmation

for verifying book orders

Give patrons directional information

Find specific books on the shelves

4

27

5,3

35.5

for patrons
29 38.2

65. Su0e6ise shelving procedUres
16 21,1

66. Repair worn out books or ottier worn

library marerials
15 19.7

67. Make ilostersj
.18 23.7

68. Eitablish.and suprvisa order

: information files
5 6.6

, *See first page

20

19

19

--11

11

10

1

N o.

7.9 28 36.8 7

19.7 23 30,3

27.6 21 27. 4

25,0 14 18.4 7

15.8 19 '25.0 5

28.9 19,7 4

4

N

5 No Resp.

9.2 25, 32.9 1 13

6.6 15 19.7 , 1 10

5.3 24 31.6 1.3

9.2 23 30 3 0 0

6.6 25 32.9 0 0

5 3 18 23.7 1 1.3

26.3 24 31,6 1 1.3 26 34.2 1

25.0 11 14.5 10 13,2 8 10,5 1

25.9 10. 9 11.8, 8 10,5'' 1

22,4. 14

.13.2

184 7 ,9.2 20 , 26.3 2

14.5 22 28.9 IP 13.2 16 .21,1 2

13.2 15 19.7 11 14.5 19 25.0 3

17.1 19 25.0 4 5.3 34 44.7 1

1.3

1.3

1.3

2.6

2.6

3,9

1.3
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TABLE 26 ontinued)

Work Experience Prior to Entry

Into the Library Technology Program*

Duty

69. Plan ithelving arrangements 10 13.2 13 17.1

70, Be in c'harge of a library without

supervision by a librarian 18 23.7 11 14.5

71. Participate in book selection meetings 4 5.3 12 15,8

72. Answer simple reference questions 21 ,27.6 23 30.3

73. Make ingexes of special materials, 3 3.9 15 19.7

74. Paste book plates, pockets, date slips

in books 28 :36.8 16 21,1

75. Type catalog cards fr,om main entry card 14 18.4 22 28,9

76. File order cards 17 22.4 16 21.1

77 Search for simple trade bibliographical

data 7 . 9.2 20 26 3

78. Operate audio-visual equipment 7 9.2 22 28 9

t: 79. Open and collate new books .11 14.5 14 18.4

8 Issue'overd4e notices 25 32:9 12 15.8

Supervise inlerlibrary loans

Follow up ondoutstanding orders that

3 3.9 10, 13 2

have not been properly filled 6 7.9 13\ 17.1

Process,book reserires 7

*See fitst page

16 21.1 8

18 23.7

24, 31,6

20 26.3 4

'22 28.9

N_ , %

10.5 27 15,5 2 2.6

7.9 22 28'9 1 1.3

,6.6 30 39.4 1 1.3

5.3 7 912 1 1.3

13 17.1 9 11.8

21 27 6 6 79

21 27.6 5 6.6

24 31.6 3 3.9

27 35.6 3 3.9

24 31.6 5 6.6

,20 26.3 5 6.6

24 31.6 4 5.3

22 28 9 5 6.6

9.2159724.31.645.3

7 9.2 3 3 9

12 15.8 1 i.J

16 21.1 1 1 3

22 28,9 0 0

15 19,7 2 2.6

21 27.6 1 1 3

13 17,1 1 1.3

311 447 1 1.3

27 3.5 3 3,9

25 32.9 1 1.3



Duty

84. Verify bibliographical data for

interlibrary loans

85. Receive and recdrd fine money

86. Type orders to dealers ,.

87. Count and record cilculation statistics

88. Type and verify filled book cards

89. Checklists of'materia1s for purchase

.with: thetarkatalog:

90. Prepare work lnd time schedules

91.. Claim missing issues of magazines

92. Verify and approve invoices

TABliE 26 continued)

,Work ExperieneerPrior to Entry

into the Library Technology:Program*,'

4 No Resp.

No. % No._ No. %

4 ,5.3 9 11 8 22 28.9, 6 7 9 34

15 19.7 15 ,19.7 17 22.4 6 7.9 20

12 15.8 10 13.2 23 30.3 4 5.3 26 '

24 31.6 7 9.2 . 17 22.4 2 2.6 23

21 27.6 9 11.8 23 30.3 6 7.9 14

8 10,5 , 12 15.8 23 30.3 4 5.3

13 17.1 11 14.5 , 16 21.1 7 9.2 28

7 9.2 5 6.6 38.2 6 7.9 28

8 10.5 7 9.2 22 28.9 5 6.6 31

44.7 1 1.3'

26.3 33 3.9

34,2. 1 1.3

30.3 3 3.9

18.4 3 3.9

36.8 1 1.3

36.8 1 1.3!

36.8 1, 1.3

3.940.8

*The following numbers indicate the work experience prior to entry into te Library TechnOlogy Program :

.

1. I already had experience. No training was needed.

I. 1 had.som experiencOut I needed additional training,

3.:,1,had no ex erience, and I needed training.

A. I had no experience 'yet ! did not need training, ,

None of the abovir'



TABLE, 27

/RESPONSES TO LIBRARY TECHNICAL ASSISTANT,

STUDENT QUESTIONNAIRE ii5R EACH,DUTY,

NUMBER AND PERCENT FOR CHAFFEY COLLEGE

, (W-15)

,

1

Duty No % N No.

.

Work Experience Prior to Entri

Into the .LibraryTechnolOgy Program*

a 4 5 NoResp.
% No. -%

1

4

5

6

7

8

9

10

11

12

13

14

I

15

16

17

18

19

20

,21

22

23

24

' 25

0

2

6

0

13.3

40.0

3

3

2

20.0'

20.0

13.3

0 0 20.0

1 6.7 5 33.3

1 6.7 , 5 33.3

1 6.7 4 26.7

1 6-7 7
r

46.6

1 6.7 3 20.0

2 13.3 4 26.7

5. 33.3 3 20.0

0 '0 3 20.0

2 13.3 2 13.3

i . 67 2 13.3

1 6.7 4 26.7

2 13.3 4 26.7

2 13.3 2 . 13.3

1 6.7 3 20.0

1 6.7 2 13.3

1 6.7 3 20.0

2 13.3 4 26.

4, 26.7 2 13.3

3 20.0 5 33.3

4 26.7 3 20.0

0 0 3 20.0

10 6b 7 0 0 2 13.3 0

6

5

9

5

5

7

4

7

4

6

8

7

8

6

5

5

6

6

6

6

4

4

5

7

26 lr 6.7 1 6.7 7

*See end of tabl for explanation of numbers

104

40.0 0 0 4 26.7 0 0

33.3 0 . 0 2 13.3 0 0

60.0 1 6.7 2 13.3 0 0

33 3 1 6.7 2. 13.3 1 6.7

33.3 1 6.7 3 20.0 0 0

46.6 0 0 3 20.0 0 0

26.7 0 0 3 20.0 0 0

46.7 0 0 4 26.7 0 0

26.7, 1 6.7 4 26.7 0 0

40.0 0 0 1 6.7 0 0

53.3 0 0 4 26.7 0 0

46.7 0 0 4 26.7 0 0

53.3 1 6.7 3 20.0 0 0

40.0 0 0 3 20.0 1 6.7

33.3 0 0 4 26.7 0 0

33.3 1 6.7 5 33.3 0 0

40.0 1 67 3 20.0 1 6.7

40.0 2 13.3 4 26.7 0 0

40.0 1 6.7 4 26.7 0 0

40.0 0 0 3 20.0 0 9

26.7 0 0 3 20.0 2 13.3

26.7 0 0 2 13.3 1 6.7

33.3 0 0 3 20.0 0 0

46.7 1 6.7 4 26.7 0 0
A

46.7 1' 6.7 5 33.3 0 0

138



TAiI,E 27 (cont nued)

Work kxperience Prior to Entry,
Into the.l.,*ary'Iechnology:Program

-Duty No. % N

4

105

No Resp.
No.

27 1 6.7, 3 20.01 6 40.0 0. 0 . 5 .33

28 4 26.7 5 33.3 4 26.7 0 0 2 13.3

29 0 -0 1 6.7 8 53.3 1 6.7 5 33%3

30 4 26.7 5 33.3
_

4- 26.7 0 0 2 11.3

31 3 20.0 5 33.3 4 26.7 1 6.7 2 13.3

32 1 6.7 0 0 7 46.7 2 13.3 5 33.3

33 4 26.7 13.3 33.3 , 1 6.7 3 20.0

34 4 26.7 6 40.0 2 13.3 1 6.7 2 13.3

35 0 0 13.3 40.0 1 6.7 4 26.7

36 2 13.3 1 6.7 7 \46 7 1 6.7 3 20.0

37 3 20.0 1 6.7 7 46 7 1 6.7 3 20.0
4

38 A 40.0 2 13.3 4 26.7 OT 0 3 20.0

39 0 0 0 0 7 46.7 1 6.7 46.7

40 0 3 20.,0 5 340 1 6.7 6 40.0

41 0 0 2 13.3 3 \20.0 0 0 4 20.7

42 1. 6.7 6 40.0 4 26 7 0 0 4 26.

43 0 0 1 6.7 7 46.7 1 6.7 6 40.0

44 6.7 2 13.3 7 46.7 0 0 5 33.3

45 0 0 2 -B-;-5------5- .13.3 0 8 53.3

46 1 6.7 2 13.3 5 33.3 l67 6 40.0

47 0 0 4 26.7 5 33.3 1 6.7 5 33.3

48' 6 40.0 5 33.3 3 20.0 0 0 1 6.7

49 1 6.7 '3 20.0 7 46.7 t 6.7 3 20.0

50 3 20.0 4 26.7 5 33.3 2 13.3 1 6.7

51 3 20.0 5 33.3 26.7 0 0 3 20.0

52 3 20.0 5 33.3
t

1. 20.0 4/ 26.7 0 0

53 3 20.0 2 15.3 5 33.3 0 0 5 33.3

54 13.3 5 33.3 5 33.3 0 0 3 20.0

55 3. .7 4 26.7
t

4 26.7. 0 0 6 40.0

56' 2 13.3 0 10 8 53.3 0 0 5 33.3
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O 0

O 0

2 13.3

1 6.7

0 0

0 0

0 0

0 0

6 40 0

O 0

O 0

O 0

0

0 0

0 0

0 0

0 0

0 0

0 0

0 0

0

0

0

0



TA9LE'27 .(zontipue4)-

Work Experience .P.rior-to. Entry
into tyle Library.Tpchnology prOg am

4 5. N9 Reap.

Duty No. No.' Np=

-1 6.7 4 26.7 . 6' 40.0 1 677. 3 -20.0.

58 0 0 6 40.0 4 26.7 1 6.7 4 2677.

59 3 20.0 5 33.3 3 20.0 0 0 4 26.7

60 3 20.0 3 20.0 4 26.7 0 0 5 33.3

61 2 13.3, 5 33.3 2 13.3 1 6.7 5 3

62 1 6.7 4 2678 53.3 0 0 2 13.3

63 5 3.3 4 26.7 3 20.0 1 6.7 2 13.3

64 7 46.7 2 13.3 3 20.0 0 0 3 20.0

65 3 20.0 3 20,0 4 26.7 0 0 5 33.3

66 2 13.3 3 20.0 7 46.7 0 0 3 20.0

67 2 13.3 1 6.7 5 33.3 3 20.0 4 26.7

68 0 .0 1 6.7 7 46.7 1 6 7 6 40.0

69 2 13.3 1 6.7 6 40.0 1,, 6.7 5 33.3

70 2 13.3 3 20.0 4 26.7 1 6.7 5 33.3

0 0 1 6 7 7 46.7 2 13.3 5 33.3

72 3 20.0 5 333 5 33.3 '0 0 2 13.3
I.

73 0 0 1 6.7 7 46.7 1 6.7 6 40.0

74 3 20.0 5 33.3 4 26.7 2 13.3 0 0

75 2 13.3 6 40.0 5 33.3 1 6.7 6.7

76 4 26.7 3 20.0 7 46.7 0 0 1 6.7

77 2 13.3 5' 33.3 7 46.7 0 0 1 6.7

78 1 6.7 6 40.0 5 33.3 6.7 2 ,13.3

79 0 0 5 33.3 5 33'3
6.7 4 26.7

80 26.7 3 20.0 4 26.7 0 0 4 26.7

81 0 3 20.0 7 46.7 1 6.7 4 26.7

82 0 0 2 13.3 7 46.7 1 6.7 5 331.3

83 1 6.7 3 20.0 6 4070 1 6.7 4 26.7

84 1 6.7 1 6.7 7 46.7 1 6.7 5 33.3

85 4 26.7 4 26.7 3 20 0 0 0 3 20.0

p6 2 13.3 1 6.7 7 46.7 . 1 6.7 4 26.7
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0 0

0

0

0

0

0

0

:0

0

0

0

0

0

0

0

1 6.7

0

0 0

0 0

0

0

0

0

0

0 0

0 0

1 6.7

0 0



TABLE 27 (Continued)

Work, Experience Prior to Entry
Into the Library Techno Ogy Program

Duty No. No. No.

3

No.

.87 3 20.0 2 13.3 5 33.3 0

88 2 13.3 1 6.7 /7 46.7 2

89 0 0 5 33.3 6 40.0 1

90 2 13.3 2 13.3 5 33.3 1

91 1 6.7 0 0 8 53.3 1

92 1 6.7 2 13.3 6 40.0 1

0 5 33.3

13.3 3 20.0

6.7 3 20.0

6.7- , 5 33.3

6.7 5 ,33.3

6.7 5 33.3

No Resp.
No._ %-

0

!Fhe following numbers,indicate,the work experience prior to entry

into the. LibraryTechnology Program:

I 7 I alreadyhad experience. JIM trainIng-was needed.

2 7 I had some experience but I/needed additional training..

3.- I had,no.experiMnce, and.' needed'training.

4 I-had no-eXperience, yet hot_heed trainin
, .

None.of thmabove.



RESPONSES TO LIBRARY TECHNICAL ASSISTANT
STUDENT QUESTIONNAIRE FOR EACH DUTY,

NUMER AND PERCENT FOR CITRUS COLLEGE

Work Experience Prior to Entry'

Into the Library Technology Program*

D ty No

I 0

2 0

3 0

4 0

5 0

6 0

7 0

8 0

9 0

10 . 0

11 0

12 0

13 0

14 0

15 0

16 0

17 0

18 0

19 1

20 0

21 0

22 0

23 0

24 1

25/ 0

26 0

No. No.

Ko Reap,-
NO

0 - 1 12.5 4 .- 50.0 0 0 3 37.5 0

0 1 12.5 3 37.5 1125 3 37.5

0 2 25.0 4 50.0 2 25.0 0 0

0 1 12.5 2 25.0 0 0 5 62.5

0 0 0 4 50.0 1 12.5 3 37.5

0 1 12.5 3 37.5 0 0 4 50.0

0 1 12.5 3 37.5 0 0 4 50.0

0 1 12.5 ' 4 50.0 2 25.0 1 12.5

0 1 12.5 3, 37.5 0 0 '4 50.0

0 I 12.5 2 25.0 1 12.5 4 50.0

0 0 0 3 37.5 1125 3 37.5

0 0 0 4 50.0 0 0 4 50.0

0 0 0 6 75.0 1 12.5 1 12.5

0 1 1.5 4 50.0 0 0 3 31.5

0 1 12.5 5 62.5 0 0 2 25.0

0 0 0 4 50.0 1 12.5 3 37.5

0 0 0 3 37.5
..,

2 25. 0 37.5

0 1 12.5 3 37.5 1 12.5 3 37.5

12.5 0 0 3 37.5 1 12.5 3 37 5

0 0 0 5 62.5 1 12.5 2 425.0-
L.

0 0 0 4 50.0 2 25.0 2 25.0

0 1 12.5 4 50.0 2 25.0 12.5

0 3 37.5 5 62.5 0 0 0

12.5 2 25.0 3 37.5 12.5 1 12.5

'0 1 12.5 3 37.5 0 0 4 500
0 0 0 2 25.0 0 0 6 75.0

*See end of table for explanation of numbers
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0

0

0

0

0

0. 0

1 125

0

i

0 0

0

0 0

0 0

0 0

0 0



TAALE 2

Work.Experience Prior to Entry
Into the Library Technology' PrOgram

.2 3 4
Duty No

27. 1 12.5
28 1 12.5
29 0 0

30 0 0

No.

-31
32

33

34

35

36

37

1 12.5
.0

0

0 0

1 12.5
0 .0
2 25.0
2 25.0 3

4

0

8 0 0

O ' p

o o

1 12.5

0 0

0 0

0- 0

O 0

39

40-

41

42

-43

44

45

46

-47

49

50

51

52

53

54.

55

56

2

-50.0 1, 2.5 2 -25,0 .,0' -0
37.5 1 125 2 25.0 C

37.5. 0 62.5'
62.5. 0 0 1.. 12.5'
37.,5 1 12.5 1 12.5
25.0 0 0: 6 75.0.

25.0 2 25.0 0 ..4'; 50.0
50.0. 3 37.5- 1, 12.5, 0' 0.

25.0 2 25.0 0 0 4 .50.0
12,5 4 50.0.. 0 0" 37.5:
12.5 5 62.5 .0 0,- 2 25,0

. '2 25.0 25.0 1 12.5
0 0 -) 4 ' 50.0 0 0 4 50.0

-1 125 2 . 25.0 0- 0 -5 7 62.5 0

1 12.5 3 37,5 1 12.5.,. 2.. 25.-0 0 JO

2 25.0 2 25.0. 0 0 4.-. 50.0 0

0 0 0, :y0 6' 75.0 0 O.

'2 25.0 ,2 25;0 0 0 ..4 50.0 'O. 0

1. 12.5 1- 12.5 .0 0.' 5 62;5 1 12..5
0' 25.0 1. 12.5 1 12.5 3 -.37.5 1 12.5

:1 12.5 1 12.5
A _

-0 3 37.5 .37..5

0 -42 25.0
0 2 25.0 5 .62.5

12.5 0 0 ,25.0
0 1 12.5 3 37.5." 1 '12\.5 3 .-37.5
0, 1.- 12.5 5 ,62i5 0 25.0'
0. 1' 12.3 62.5 0 O. 2 25.0 0 0

0' 1 12..5 2 25.0' 0 0 \ 5 62.5
1 12 5 3 37.5' 1 12.5 3 37.5

0

.0

0

62.5 1 12.5
12.5 1 4.5
o, 040 :ix 0

o 1 12..5 0 0'
'37.5

0



TABLE 28 (continu d)

Work Experience Prior to Entry.
Intg/D the Library Technology Program

Dtay No.

57 0

58 0

59 0

60 0 0

61 0 0

62 0 0

63 0 0

64

65 0

66

67 0

68 0 0

69 0

70 0

71 0 0

72, 0 a

73 0.0
74 0 0

75 0 0

76 0 0

77 0 0

78 0 0

79 0 0

80 0 0

81 0 0

82 0 0

83 0 0

84 0 0

85 0 ' 0

86 0 0

0

0

9

1.

0

3

1

1.

0

0

1

1

0

2

1-

1

0

0

2

1

5

No No.

0 4 50.0 2

-125- 3 .37.5 0

12.5 2 25.0 2

12.5 3 37.5 0

12.5- .4 50.0 1

O.-- 4 50.0 0

37.5 3 37.5. 2

.12.5 4- 50.0 1

12.5 3. 2

0, 3

.375,

37,5

O. 2 250 1

.0 -2 25.0 0

25.0 2- .25.0 1

-12.5 37.5 1

12.5 . 3' 37,5 0.

12.5 3 37.5 1

.0 2 25.0 0,

,25.0 1 12.5 3

12.5 4 .50.0 1.

12.5 37.5 0-

12.5 3 37.5.

25.0 37.5

12.5 62.5 0'

.12.5, 4 50.0 2

0 2 25.0 0

0 0' 0 0

0 .3 37.5 1

25.0 0 ... 0 2

12.5 .3 37.5

12,5 3 37.5

25.0 .2 25.0

0 4. 50.0

25.0 3 37.5

0 4 50.0

12 '2.25.0

0

50.0 . 0.

25.0 0

12.'5- 2 25.0

.25.0 2 25.0

37.5 2

12.5 5

0. 6

12.5 :3

-12.5 3,

0 .4

.12.5

0

-37.5

12.5

'0

0

25.0

6'

2

2

25.0

62.5 0

.35,0

37.5

37.5 0 0

50.0 0/

37.5 0

75.0 -0 0

25.G 0

25.0 .0

4 50.0 0 0

4 5-0.,ev o 6.

3. ,37.5 0 0 .

2 25.0' 0 0

1 s 12.5 0 O
75.0 '0' 0

750 2 25.0

50...0 0 0

50.0 0 :0-

12.5,

25.Q

25.0 25.0, 0

50.0



Duty No.

Into

TABLE 28 (continued

rk Experience Prior tc Entry-
the Library Technology Frog-rim

2 3 4

No .

No Resp.
NO. -%

87 0 .0 1 12.5

6 y 0 1 12.5

89 0 :0 0

90 1 1.2.5 0. 0

91 ,0 .0 0 0

92 -0 0=0 0

37,',..-5 -/i0 - 0 4 :50.0 .0

r 50 12.5 . 25..0

'3 ''. 37 5-----4,0. > a 5 62.. 5

25.0 1 12 '.5 : '4 50.0
4 , 50 ... 0 112.5 - 37.5

3 37.5 1. 12.5 50.0 :

0

0

*The following numbers indicate the work experience prior to entry
into the Library. Technology Program:

17 1 .already had experience. No training was needed.

2- I had aome experience but I needed addittOnal training

3- I. hid no exPerience, and I:needed ,training.

47 I had no experiende, yet I did:_not need training.

None of the above.
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TABLE 29

RESPONSES-TO LIBRARY TECHNICAL ASSISTANT

STUDENT QUESTIONNAIRE FOR,EACH DUTY,

NUMBER AND-PERCENT FOR FULLERTON COLLEGE

Wx21)

Work Experience Prior to Entry
Into- the Library- Technology Program*

3 .4

-Doty No 7 No 7 No 7.

1 1 48 " 4 19.0 *6. .28.6 .2 9.5 6 28.6 2.

,. 2 -9 42:.9 3 14.3 3 14.3. 148 4 19.0 1 4.8 .

3 .12 57'1 3 14.3 4 19.0. 0 o 1 4.8 1. 4.8

4 2 '9;5 2 9.5 9 42'.9 1 4.8 6 23..6 1

3.. 14.'3. 2 9.5. '6 '28.6 3143 6 28.6 .1

6 2 9.5 3 .14 3 4 19..0. 4 19.0 7 33.3 1.

1 4.8 7 P*3 6 28.6 1 48 5 23.8 1 .4.8

3 14.3 . 1 4.8' 0 0 1 4;8

9 23.8 5 23..8 4 19:0 1 4.8"

10 7 33.3 7 33.3 1' 4 19.0

11. 9 42.9 2 9.5 . -1 4.8 3 -14.3

12 1 . 4 19.0 6 28.6 0 0

3 ;14-.3 8 38.- 1 ,14.3 5

23.8 5 23..8 1 48. 3 ,

28..6 § 28.6 0 0

140.3 4 .190, 1 .4.8--

.4. 9.0 . 3 '.14.3 1 4-;8:

5 238 4 ..19.0 2 9.5:
5. 23..8-, 2 9.5",-

. 5 -23.8 2 9.5 7

14. 5 -. 23.-8 1 4.8 6

14.3. 4 19.01' g

23.8 4 19.0 1 4.8

13, 62

'114 6 28.6 \ 5

15 3 14.3* 6

19.0 3,

17 4 19.0
18 4 19.0

19 5 23.8
20 3 14.3
21 5 23.8
22 10 47.6
23 9 42.9.
24 10 47.6 2 9.5
25 2 9.5 3 14.3
26 2 9.5 5 23.8

19.0'
6 -8 6

23.8

1

0

.0

23.8 1 8

4.8 1 4.8
23.8 1

38.1 2

23.8 0 0

14.3 1 4.8
23.8 1 4-8

38.1 1 4.8 $

38.1 , 4.8

23,8 1 4.8
14.3 1 4.8
33 3
28.6
9.5

1 4,8

3 143

9 74i.9

8 38,1

* See end, of table for exp1anA.on of numbers

1

1

1

1

4.8
4.8
4.8

4.8

4.8

4.8



LE 29 (continued)

Work Experience Prior eo Entry
Into ehe Library Tech'no1ogy-Program

4

Duty No . 7

-No iesp.

No= '%'

27 3 14.3 5 23.8 5 2 8 3 14.3 5 23.8 0

28 3143
/

-333 5 23.8 1 4 8 4 19.0 1

,

29 4.8 0 0 6 28.6 '2 9.5 11 52 4

30. 9 42.9 5 23.8 2 9.5 3 14.3 2 94.5 0

31 il 52.4 3 14.3 4 19.0 2 9.5 0

32 0 0 1 4.8 2 9.5 6 28.6 6 28.6 6

33, 0 0 0 0 8 38.1 1 4.8 11' 52.3 1

/

34 11 52.4 5 23.8 3 14.3 1 4.8 0 0 1

35 / 1 4.8 3 14.3 7 33.3 PO 0 '9 42.9 I

36 /I. 4.8 2 9.5 6 28.6 1 4810 47.6 1

37 0 0 3 14.3 -- 4 19.0 1 4 8 12 57.1 I

38 9 42.8 6 28.6 1 4.8 3143 1 4.8 1

39 0 0 2 9.5 6 28.6 1 4.8 11 52.4 I

40 1 4.8 2 9.5 4 19.0 2 9.5 11 52.4

41 9 42.9 5 23.8 2 9.5 2 9.5 2 9.5 I

42 3 14.3 6 28.6 3 14.3 2 9.5 6 2846 1

43 2 9.5 2 9.5 4 19.0 7 9.5 10 47.6 1 I

44 2 9.5 2_ 9.5 6 28.6 1 4.8 9 42.9 _1-1

45 2 9.5 3 14.3 5 23.8 I 4.8 9 42.9 1

46 2 9.5 I 4.8 1 4.8 1 4.8 5 23.8 111

47 2 9.5 2 9.5 5 238,2 9.5 8 38.1 21
,

48 11 52.4 4 19.0 2 9.5 I 4.8 1 4.8 2
il

49 3 14.3 4 19.0 3 14.3 1 4.8 9 42.9

50 6 28.6 8 38.0 5 23.8 '0 0 1 4.8 1

51 5 23.8 6 28.6_ 6 28.6 I 4.8 2 9.5 I
I

52 4 19.0 5 23.8 2 9.5 1 4.4 - 38' I I

53 4 19.0 6 28.6 6 28.6 I 4.8 3 14.3 I
i

54 2 9.5 7 33.\3 6 28.6 , 0 0 5 23.8 I

55 2 9.5 1 4.8 5 23.8 2 9.5 10 47.6 I

56 I I4.4 2 9.5 6286 2 9.5 9 42.9 1
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0

4.8

4.8

0

4.8

28.6

4.8

4.8

4.8

, 4.8

4.8

4.8

4.8

4.8

4.8

4.8

-4;8

4.8

52.4

9.5

9.5

i48
4.8

4.8

4.8

4.8

4.8

4.8

4.8



TABLE 29 continued)

Work Experience'PrioV, te):Entry
Into- Ole Library Technology Program

Li 2 3 4 5 "No- 80s1-',
Duty, .1441:1LA No 7 No. Na,L-._,.%- .N.0 : %

-.-.-7--

57 .8 .381 5 23.8 ''. 4 1940 0 0 3 14.3 .1. 4.-8

..,.-58.. .4 19.0 8, 38.1.... 2 ,.9.5 0 0 6- _8.6 1, 4.8.

59 1 3 14,3, 7 . 33..3 1 -: 4.8 2 9 ,,5. i 33.3 1'. 4.-8
: t

60 7 33.3 4 19.0 L , 2 9.5 ' 2 9..5' 5. 238 1 4.8

81, 7. ' 33,1' 6. :28.6 2 -9.5. 0 0 _.5 . 2 .8 1 478

6.74 1. . 4.8 5 23.8 8.6 0' ', 0 .... 38.0 1 4,8 --
i

. 63 8 38.1 5 23.8 2 9,5 2, 9...5. 3 14,3 1 4.8

84- ..- 7- 3:3
.

33. 1 4.8 5 23.8 0: 0 -, .4.8

65 6 28.6 3 14.3 2 9.5 4 ',19.0 4 19,0 2 .9.5

66.- 6 28.8- 4 i0 4 19,0 1 . -44,8.! 5 '23.8 1. 4.8

67 10- 476 5 I 218 ,- 1 4.8 3.4143 '2" 9.5
,

0.

.68 -..2:,,.. .9.5 .4 ..19A0 3. .14.3 :i 48 10 _47..6 1. .4.8

69 3 14-3 ,5 : 238, 2' 95 3 14.3- 7 '3343 1 4,8

70 . 33.3 3 -14.3 4 19.0 1 . 4.8 '''5 23.8 l' 4,8
..7.

71 2 9.5 5 23.8 2 ,. .- :9.5 1 4.8 10' ly 6 1 .4 8-

72 '4.9 42.9 6 ,28.6 4 Y19A0 1 4.8. 0 0 1 4..8

73 .2 9.5 4- 19.0 4 .19.0 2 975, , 8 381 1, 4..8

:._

' 74 . 11- 52.4 4' 19.0 .L4,8., 14-.3 1 448. 1 44,8,

r -5 23.8 4 19.0 6
, 28.6 1 /. 4.8 4 191=9 1 4.8

76 'A -19.0 3 14.3 5 23.8 2 9.5. 6 -._28..,6 1 ,4.8
...,,. ..

/77 . 1 4,8 5 23.8 5 238 1 48 8 48
/

38 .0.:-.

78 4 19.0 , 28.6 6 28.8. : 1 4.8 3 14.3 1 4.8

79 19.0 3.. 14.3 .-4" 19.0 2 .9.5 7 33.3 1 4.8

80 :81.------18.1 5. , 23..8 4. 19.01 . 2 9.5
,

-4.8 .__,__.4.8).

..

81 0, Q 5 . 23,8 . 4: -19.0L _ 0 .., .174. 5244 .,' .%.,I1.8
-----J. .

82 , i . 4.8 4 - 19.0 -5 2- 2. -Y94'5 8 38,1 1 4 8-
, .-..

.-

83 1 ., 4.8' : 5- 23.8 6 2at6 1 4.8 7 33.3 1 4.8

/.

84 0 :0 4 19.0 '4 16.0 0 a .12. '57.2 1-: 48:

.83 5 23. 4 19.0 2 -9.5 1 4..8. 8 38.1, Ll. '. 4.8..

86 3 143 4 19.0 8 28 OL 6 7 33.3 1. 4.8

\

. ,____1_, -
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'Work ExpPrience Prior to Entry
' Into the Liarychno1ogy Program

Duty.

2 4 No Resp-

87 9 42.9 2

88 8 38.1 4

89 3 14.3 5

90 4 19.0 4

91 1 4.8 - 3

92 2 952

9.5 0 0"

19.0 4 19.0

23.8 4 - 19.0

19.0 2 9.5

14.3 33.3

9.5 6 28.6

k

*The tollowing numbds indicate the work exerience prio

No 7 o.

1 4.8 6 28.6 3 '14.3

1 4.8 1 4.8, 3 14.3

0 0 8 38.0

4;8 9 42,9

0 9 42.9

0 10 47.6-

the Library Technology Prpgram: \

already he'd experience. No training was needed.

I had some exlierience, but,I needed :additlenal tra

, -3 , I had no experience,:anAI needertraining

A I had noexperience., yet I Aid not need .training.
,

of'the above,



Duty No.

0

2 3

4

0

5 4

6- 3

1

3

9 2

10 1

11 4

12 0

13 1

14 2

15 2

16 2\

17 2

18 0

19 1

21 2

22 51

23

24 5

25 1

26 1

TABLE 30

RESPONSES TO LIBRARY TECHNICAL A SISTANT
STUDENT QUESTIONNAIRE FOR EACH DUTY,

NUMMER AND PERCENT FOR M7. SAC C LLEGE

Work Experience Prior to Entry
Into the Library Technology Progra

No % No. % No.

0 2 16.7 6 50.0 1

25.0 2 16.7 2 16.7 2

33.3 2 16.7 0 0 2

0 1 8.3 4 33.3 2

33..3 1 8.3 1 8.3 1

25.0 2 16.7 2 16.7 0

8.3 4 33.3 2 16.7 0

25.0 3 25.0 4 33.3 1

16.7 0 0 5 41.7 1

8.3 3 25 0 3 25.0 1

3.3 0 0 1 8.3 2

0 1 8.3 5 41.7 1

8.3 1 8.3 5 41.7 0

16.7 2 16.7 .1 8.3 2

16.7 2 16.7 3 25.0 2

116.7 1 8 3 2 16.7 2

16.7 2 16.7 2 16.7 1

0 3 25.0 4 33.3 1

8.3 1 8.3 6 50 0 0

16.7 4 33.3 1 8 3 1

41.7 1 8.3 0 0 2

16.7 4 33.3 1 8.3 1

41.7 1 8.3 0 0 2

8.3 3 25.0 2 16.7 1

8.3 1 8.3 4 33.3 1

No.

8.3 3

16.7 3

16.7 4

16.7 5

8.3 5

0 5

0 4

8.3 1

8.3 4

8.3 4

16.7 5

8.3 5

0 5

16.7 5

16.7 3

16.7 5

8.3 5

8.3 14

0 4

4

8.3 4

16.7 3

8.3 4

16.7 4

8.3 5

8.3 5

ee end of table for explanation of num ers
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No Resp.
% No. %

25.0 0 0

25.0 0 0

33.3 0 0

41.7 ,0 0

41.7 0 0

41.7 0 0

33.3 18.3
8.3 0 0

33.3 0 0

33.3 0 0

41.7 , 0 0

41.7 0 0

41.7 0 0

41.7 0 0

25.0

41.7 0 0

41.7 0

33.3 0 0

33.3 0 0

20 1 8.3 3 25.0 3 25 0 1 8.3 33.3 0

33.3 0

25.0 1, 8.3

33.3 0 0

33.3 0 0

41.7 0 0

41.7 0 0



Duty

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41

42

43

44

45

46

47

48

49

50

51

52

53

54

55

6

TABLE 30 (continu-d

Work Experience Prior to Entry
Into the Library Tedinology Program*

1

No. % N.
1 8.3

3 25.0

1 8.3

3 25.0

3 25.0

0 0

0 0

5 41.7

2 16.7

0 0

4 33.3

0 0

1 8.3

2 16.7

3 25.0

1 8.3

2 16.7

3 25.0

2 16.7

1' 8.3

4 33.3

1 8.3

4 33.3

3 25.0

16.7

3 25.0

0 0

3 25.0

2 16.7

2

1

2

0

8.3

16.7

0

1 8.3

2 16.7

kl 8.3

1 8.3

1 8.3

1 8.3

2 16.7

2 16.7

1 8.3,

0 0

1 8.3

2 16.7

1 8 3

0

0

1

3

2

1.

2

5

1

8.3

0

8.3

0

4 5 No Resp.

No. 4 Nu. % No. No.

'4 33.3 2 18.7 4

2 / 1617 1 8.3 4

5/ 41.7 1 .8.3 5

21 '16.7 2 16.7 A
f

33.3

41.7 0

33.3 0 0

33.3 1 8.3 1 .8.3 .1 8.3

25.0 .1. 8.3 i 58.3 0 0 ,

41.7 1 8.3 5- 41.7 0 0'

16.7 -1 8.3 1 8.3 2 16.7

2 161,7, 1 8.3 5 41.7 1 8.3

5 41'.7 1 8.3 3 25,0 1 8:3

3 25,0 1 8.3, 5 41.7 0/ 0'

25.0' 8.3. 2 16.7 1 8..3

4 33.3 3 25.0 5 41.7 0 0

4 33.3 1 8.3 5 41.7 0 0

1 ' 8.3 1 8.3 5 41.7 1 8,3

16.7 1 843 .5 '41a 0 0

25.0, 1 8.3 7 58.3 0 0

3 25.0- 2 16.7 5 41.7 0,

8.3 2 16.7 5 41.7 0 0

3 25.0' 1 8.3 6 50.0
\_

25.-0 1 8.3 6 r50.0 .0 0

25.0 .1 8.3 1 '8.3 Q o
/

o 1 8,3 6 50.0 1. 8.3

8.3 1 8.3 4- 33.3 0 0

-27.'0- 0 .0. 5 41,.-7

33,3 1 8.3, 4 33.3.

2. 16.7' 0 p, 5 41.7.

17 ,2_ 167 1 .3 4 33.3.
-/

2 16.7 1 8.3 5 4i.7 0

25.0 1 8.3 5 41.7 0

18.3

/8.3

0 0

117
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TABLE 30 (continued)

Work Experience Prior to Entry
Into the Library Technology Program*

Duty No. % No.
2

Z No.

2 16.7

_

2 16.7 3 25.0 057

58 0 0 2 16.7 5 41.7 1

59 2 16.7 0 0 4 33.3 1

60 2 16.7 1 8.3 3 25.0 2

61 4 33.3 1 8.3 3 25.0 1

62 0 0 5 ' 41.7 2 16.7 0

4 33.3 2 16.7 0 0 4

64 4 33.3 3 25.0 0 0 2

0 2 16.7 3 25.0 2 16.7 0

66 1 8.3 2 16.7 1 8.3 4

67 1 8.3 2 16.7 3 25.0 2

68 2 16.7 2 16.7 2 16.7 1

69 2 16.7 0 0 2 16.7 1

70 3 25.0 0 0 3 25.0 1

71 1 8.3 2 16.7 4 33.3 1

72 3 25.0 3 25 0 4 33.3 0

73 0 0 5 41.7 1 8.3 1

74 4 333 1 8.3 3 25.0 0

75 1 8.3 4 33.3 2 16.7

76 3 25.0 3 25.0 2 16.7 1

77 1 8.3 3 25.0 3 25.0 1

78 0 0 1 8.3 6 50.0 0

\ 79 2 16.7 1 8.3 3 25.0 1

80 3 25.0 1 8.3 4 33.3 0

81 "0 0 0 0 4- 33.3 2

82\ 3 25.0 1 8.3 2 16.7

83 1 8.3 3 25.0 2 16.7 0

84 1 8.3 1 8.3 3 25.0 2

85 2 16.7 1 8.3 3 25.0 2

86 3 25.0 0 0 2 16.7 1

152

4 5 No Resp.
7 No. % No.

0 5 41.7

8.3 4 33.3

8.3 5 41.7

16.7 4 33.3

8.3 3 25.0

0 5 41.7

33.3 2 16.7

16.7 3 25.0

0 4 33.3

33.3 3 25.0

16.7 4 33.3

8.3 5 41.7

8.3 5 41.7

8.3 5 41.7 0 0

0

0

O 0

0 0

0 0

O 0

0 0

1 8.3

1 8.3

O 0

0 0

2 16.7

8.3 4 33.3 0 0

0 2 16.7 0 0

8.3 5 41.7 0 0

0 3 25.0 1 8.3

8.3 4 33.3 0 0

8:3 25.0 0 0

8 3 4 33.3 0 - 0

0 4 '3,.3 1 8.3

8.3 5 41 0

0 4 33.3 0 0

16.7 6 50.0 0 NO
8.3 5 41.7 0

0 6 50.0 0 0

16.7 5 41.7 0

16.7 4 33.3 0

8.3 50.0

118
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Duty No
1

V

TABLE 30 (eontiniied.

Wo k Experience Prior to Entry
into the Library Technology Program

2 3 4

No 7 No 7 No (D.

5 No Resp.
No 7

87 4 33.3 0 0 2 16.7 1 8.3 5 41.7 0 0

88 4 33.3 1 8.3 2 16.7 1 8.3 4 33.3 0 0

89 3 25.0 0 0 2 16.7 1 8.3 6 50.0 0 0

90 2 16.7 1 8.3 2 16.7 1 8.3 6 50.0 0 0

91 2 16.7 0 0 3 25.0 1 8.3 6 50.0 0

92 3 25.0 0 0 2 16.7 1 8.3 6 50.0 0

The following numbers indicate the work experience prior to entry into

the Library Technology Program:

'1 7 1 already had experienc'e. No training was needed

2 - I had some experience, but r needed additional tra ning.

3 I had no experience, and I needed training.

4 - I had no exPer1ence, yet I did not_ need training

5 7 None of the'above.

153

119



TABLE 31

-n,oNsts TO LIBRARY/TECHNICAL ASSISTANT
STUDENT QUESTIONNAIRE FOR EACH DUTY,

NumseR AND PERCENT EQR PASADENA CITY COLLEGE
N=20)

o k Experlence Prior tp Entry
Inta.the Library Technology Program*

1 2

Duty No. No. % No. No

1

4-

3 8

4 6

r 5

4

7 3

8 9

9 2

10 3

11 8

12 '1

3

14 2

15 '2

16.- 2

17 4

8 3

19 1

20 2

,21

22 6

23 8.-

24

25 '-

26 0

27 2

5

20

40

30

25

20

15

45

10

15

40

5

15

10

10

10

20

15

5

.10

30

30

40

30

.0 .

0

10,

4 5 No Resp.

5 25 10 50 153
3 15 8 40 3 15 i

3 15 '6 30 -2 10 1

1 5 6 30 5 25 1

0 0/ 9 45 1 5 5

-1 5 6 30 3 15 6

7 35 3 15 4 20 3

4 20 4 20 3 15 0

6. 30 8 40 1 5 3

6 30 4 20 4 20 3

4 20 2- 10 3_ 15 3

5 25 7 35 3 15 4

4 20 8 40 1 5 4'

6 30 4 20 4 26 .3

8 40 4 20 4 20 2

7 35 6 30 2 10 3'

5 .25 5- , 25 2 10- 4

10 ,8 40,.. -10 5

2 10 9 . 45 3 15

4 20 7 35 . 1 5

6 30 4 20 2 :10

I

6 30 25 2 lb
,

7 353. 15 2 10 0

5 25 7 35 2 JO 0

4 20 8 40 15 5

3 15 10 -50 2 10 5

.6 30 7 35 2 -10 3

*See end of table exp anation of numbers:

154

15 0

S 1 5

5 0 0-

5 1

25 0

15 0

0

15

15

15

- 20-

20

15'

10

O 0

O 0

O 0

O 0

O 0

O 0

1 5

0'

.15' ,-.0

0

20 0 O.

25 0 0

25 0,. 0
.,,

, 30 0

10

.5

O 0

O 0

25 0

25

15

0

0

0

120



TABLE 31 (continued)

Work Experience Prior to Entry
Into the Lihrary Technology Program

1 2 3 4,

Duty No. Jlo. % N No._

No Resp.
No

28 8 40 6 30 4 20 1 5 1 5 0

29 0 1. 5' .8 -40 3 15 8 40 0, 0

30 4 20 4 20 6 30 3 15 3 15 0

31 6 30 6' 30 5 25 3 15 0 0 0 0

32 0 0 2 -JO :8 40 3 15 5 25 2 10'

33 0 o 3 15 6 30 2 10 9 45 O. 0

34 -6 30 6 30 4 20 2 10 2 10 0 0

4.

35 2 10 5 -25 5 25 2 10 6 30 0 0

36 2 lo 6 30 , 6 30 1 5 5 25 Q 0

...

37 5 25 0 0 2 10, 1 '5 0 0 12 60

38 9 45 5 25 2 10 3 15 5 0 0

39 2 10 1 . 5 8 40 .2' 10. 7 35 0 Q

40 210 3' 15 7 35 2 10 25 1. 5

41 5 25 5 .25 4 20 , 2 10 15

42 7 35 4 20 4 20 2 10 15

43 5 25 20 15 2 10 30 0 0

44 45 3 15 3 15 1 5
,

20 0 0

45 6 30 4 20 3 15 2 10 5 25 0=. /0

.46 5 25' .6 30 5 '25 1 5 3 15 0 0

47 4 20 4 20 6 30 2 10 4 20 0 0

48 9 45 30 15 J 5 1, 5 0

49 4 .20 5 25 5 25 1.5 5 25

50 7 35 7 35 4, '20 J 5 1 5

51- 8 40 6 30 4 20 1 5 1 5

52 8 40 3 15 6 30.-: 0 0 15 0
53 4 20 5 25 / 30 '2 10 15 o

54 5 25, . 7 35 25 2 10 -5

55 5 25 4 20, r 4 20 1 :5

56 4 20 2 10.' 8.. , 40 15 15

57 6 30 4 20 6 '30 =2 10 2 10 -0 o=

58 1 '5 4 20 35 2 10 6 30
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TABLE 31 continued)

Work Experjence Prior to Entry
Library .Technology prog am

Duty No.
1

%

Into

No.

the

-2

%

59 5 25 6 30

GO 3 15 3 15

61 3 15 9 45

62 2 IO 6 30

63 10 ,50 5 25

64 11 55 6 30

65 25 7 35

66 6 30 10

67 5 25 6 30

68 1 5 6 30

69 3 15 5 25

-70 30 4 20

71 5, 15

72 30 /40:

73 '. 1 5 25

74 10 50 4 20

75 6 30 7 35

76 6 30 .6 30

77 3 15 6 30

78 2.10 7 35

79 5 .25 4 20

80 10 50 10

81. 3 15 2 10

82 10 30

83 4 20 4 20

84 15 1 - 5

85 20 5 25

86- 4 20 4- 20

87 8 40 2 10

88 7 35 -2 10

89 10 2 10

3 4 5 No Resp.
No. 7 No. % No.. ... % No. %

4 20 1 5 4 20 0

7 35 1 5 6 30 0

4 20 1 5 3 15 .0

4 20 1 5 7 35 0

3 -15 1 5 1 5 0

2 10 1 5 0 0 0

3 15 1 , 5 4 20

7 35 2 10 15 0

4 20 2 10 15 0

5 25 -1 5 7 . 35 , 0-

4 20 2 10 6 30 0

20 10 4 20 0

40 5 7 35 0

4 20 10 0 0, p

40 2 10. -4- 20. 0

4 20 1 5. 1 5 0

04 20 2 10 1 5 9

4 20 2 10 2 10 0,

6 30 1 5 4 20 CI

7 35 1 5 3' 15 .0

7 35 '1 5 3 15 0 '

4 20 1 5' 15 0

35 5 7.. 35 0

40 5 3 15' O.

7 35 1 5 4 - 20 -0

8 40 5 7 35 0

6 '30 1 5 4 20 0

5 25 2 10 5 25 0

7 35 0 0 3' 15 0
I / /

30 1 5 4 :. 20 0

40 2 10' 30 : 0

0

0

0

0

0

0-

0

0

0

0

0

0

0

0

0

0

00

0

0

0

0

0 ,

0
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TABLE 31 (continued)

123-

Duty 1,10

Work experience Prior tá Entry
Into the Library Technology Program

2 3 4

% Nn. % No
5.

7

No Resp.
No

90 4 20 4 20 5 25 3 15. 4 20\ 0 0

_

91 3 15 2 10 j 35 3 15 5 25\ 0 0

92 2 10 3 -15 25 2 .10, 6, 30 2 .10

\

*The following numbers indicate,the work exper _nce prim to entry
into Library Technology Program:

1 - I already had experience. No training was needed.
,

2 - I Ilad,some experience, but I needed additional training\,

3 - 1 had no experience, andI needed training

4'- I had no experience, yet I did not need- train ng.

- None of the above.





TABLE 32 (con nued)

DUTIES

Individuals

No.

10 Arrange bulletin boards) and displays

2 Schedule shelf reading

61 Letter and label books

85- Receive and record fine money

42 Supervise student employees and pages

7 Organize and maintain information files 86

66 _Repair worn out books or other worn library
materials 85 49.7

21 Revise filing done by others 83 48.5

11 Sort, open or distribute incoming mail aad
packages 82 47.9

13 Determine supplies and equipment to be pur-
chased 82 , 47.9

15 Check catalogs and he1 r headings 82 / 47.9

76 File order cards 80 46.7

14 Plan book displays 78 45.6

65 Supervise shelving procedures 78 45.6

Take inventories of supplies and equipment 77 45.0

9 Plan and supervise book inventories 75 43.8

17 Train and instruct yiew clerical employees 74 43.2

25 Check order cards with holdings and/or out-
standing orders

5 Maintain checklists of magazines and serials

79 Open and collate new boois

83 Process book reserves

12 Check trade bibliographies for order information

52 Regis er new borrowers

, 58 Sched le and record loans of audio-visual miterials 71

91

89

89

89

.87

53.2

.51.9

52.0

52.0

50.9

50.3

f lists .-fo

74 43.2

73 42.7

73 42.7 .

73 42.7

71, 41.5

71 41.5

41.5

70 Be in charge of a library without supervision by a,
librarian

62 Use indexes and catalogs for locating detailed-
. bibliographical information for verifying book orders 66 3816

71 41.5
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TABLE 32 (conti ued)

DUTIES

Individuals

No.

60- Schedule classes in the library
64 37.4

67 Make posters
64 37.4

27 Catalog fiction with minimum supervision 63 36.8

49 Prepare pamphlets and clippings fbr filing 63 36.8

78 Operate audio-visual equipment -63 36.8

86 Type,orders to dealers 63 36.8

88 Type and, verify filled book cards 63 36.8

89 Check lists of materials for7purchase with,

the card-catalog .63
36.8

6 Inspect books returned from bindery 62 16.2

69 IPIan sbelving arrangements
62.

336:.6:'

77 Search for.simple- trade-bibliographical data 62

16 Supervise sub-professional employees -61 3

35 Prepare'statistical reports, other than circulation

statistics
60 35.0

20 Prepare material for-binding
59 34.5

37 Revise -catalog cards typed by tithers 57 33.3

56 Make preliminary selectiop of materialp 57- 31.3

55 -Maintaincash.records:.
56- 32.7

73 Make indexes of special-matriala 54 -31.5

1 Calssify pamphlets
53 31.0

4 Maintain. interlibrary loan records 53 11.0

36 SuperVise pamphlilt and cliPping files 51', 29.8

26 Select titles for,inclusion in bnokJists and

bibliographie_ 50 292

71 Participate in book selection meetings. -50 29.2

82 Follow up on outstanding orde. s.that have not ,

been propery filled .

48 28.0

91 Claim missing issues of magatinep 27.4

44 Be .in Charge cif;a. department, such as cir

culation =

26'.7

.18 Plan'and conduct hours 44 25,7
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TABLE 32 (continued)

DUT1ES

Individuals

No.

44

42

42

41

41

40

38

38

31/

30

28

28

20

15

9

25 ,7

24.,5

24.5

24.0

24.0

23.3

22.2

22.2

18.1

17.5

16.3 .

16.3

11.6

8.7

5.2

19 inspect films or records

90 Prepare work and time sc

Verify and approve invoices

84 Verify bibliographical data
library loans

68 Establish and supervise Order
files

46 Coordinate work or parent-voluneers

29 Order Libtary of Congress
Cards

45 Supervise cler ial workerS

81 Supervise int-or-library loans

.33 Splidd-flim

39 Assign Cutter.sumbers

47 Select publicity materials
/

40 Plan publicity programs

43 .Participate in selectin-

3.2 ,Prepare payroll

for we'ar or damage

edules

for inter
.

Information

of otheriDrinted.',,

1

1

1

611erica1 .s aff
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8

50

80

51

57

5

31

3

30

.
41

11

\

2\ 2

23,

48

64

66

74

61'

75

63

.76

86'

TABLE 33

CHECKLIST OF SKILLS NEEDED, FOR

_SATISFACTORY PERFORMANCE ON
THE JOB AS RANKED BY EMPLOYERS

(N--92)

DUTIES

Individuals_

No.

Check out library materials to patr- s
,

76

Type bOok cards and pockets 74

Issue overdue notices
.

7..2

Sort and file book cilarge records 71

Assist in taking book inventory . t
70

Maintain checklists of Trigazines and serials 69

DischSrge books returned from circulation 69 .

,

Explain lending rules '

67

Remove cards 'from catalog and shelf list

when withdrawing lost or worn out.materials 66

Shelve books or file pimphlets or other similar

materials 66

Ready the oirEulation desk for day's work 66

Sort, open or distribute incoming, mail And
,

packages 65

SuperViSe.order and apPea ance-of shelves .
65

File catalog cards
,, 64

Read shelVes or files 64.

'Find apecific books on the shelves for, patrons 62

Rtpair wnrn out bboks or othtr worn library
A-

mAterials 62

Paste book plates, poCkets, date Slips In books .

,62

Letter and label books

Type catalog cards from main entry card 61

Give 'patrons directional information

File order cards 59

Type ordera to dealers 55-

162

82.6

80.4
)

78.3

77.2

76:1

75.0

75.0

72.-8

71.7

71.7

71.7

70.7

70.7-

69.6

67.-..4

67.4

67.4

66.S

66.3

64.4

64.4

.04.4
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TABLE 3 -_ntinued)

Individuals_

No.

54' Make shelf list cards
.

8. CoUnt and record, circulation statistics

52 Regist'er newborrowers

6 Inspect books retutned from bindery

49 Prepare pamphlets and clippings for filing

24 Explain-the arrangement of the library

.59, lake inventories of supplies and equipment

19 Inspe- films or reCords for weat-o-r-damage------

N
20 Prepare rial fox:bindinga

14 Arrange b n*in boards and displays

.72 Answer simple referenceviestions

29 Order Library of Congress oi. other printed car

'-,53 Process added copies and_new editipns

85,R,cieveand.record fine.money,
,

88 T:pe.and verify filled book cards

91 ',Claim missing Itsues of magaz nes.

4 Maintain interlibrary loan re ords -
odio-visual58 Sehedule and recOrd loans of

materials_

, 34

. 77

79

3, Process book reserves

78 Operate audio-,visual eqUipment

42 Supervise student employees,and pagea

,89 Cheek dists-of materipis for.porchase with

the card catalog

58

56-

55

55

, 54

52

52

51=

51

50

50

50

59

50

4p

1 _9

63.0

63.0

60.9 .

59.8 ".

59.8

58.7

58.7

56.5

56.5

55.4

55.4

54.3

54.3

54.3

54.3

54.3

52.2

.48 -52.2

SUperkise-shelving 'procedures.
48, 52.2

#

Cheek order cards with holdings andfor

outstanding orders.

Helpreaders,uso the card catalog

Schedule shelf reading .

47 51.1 :

47 . 51.1

.46 50:0'1

Search-for simple trade bibliographical data 46 50.0

Or-_.a and collate new books
.46 50.0-

. . 46( 50.0,

41 48.9

44 47.8

44 47.3

1



28 -Explain, theresources And services of

the,library to patrons ,

'132 Follow upi., on outstanding orders that

have not been properly filled

43 46.7

43 46.7

,

55 Maintain ash records 42 45.7

21 Revise filing done by others 40 43.5

56 Make preliminary selction otmaterials for binding 39 42.4
,1

12 Check trade f \nfbibliographies or orderiormation 38 41.3

13 Determine supplies and equipment-to bp-purchased 36 39.1
, .

36 39.1
-67 Make'posters

62 Use indexes and catalogs ft:T. locating detailed

bibliographical information for verifying hOok

73 Make.indexes of special materials

7. Organize and maintain inforMaticin

37 Revise catalog cards typed by others

14 Plan book displays

33 Splice film

17 Train and instruct new cler cal employees i

Verify,And-apOroVe invoice's

36 SupprViSelpaMphlet and chipping files':
,

84 Vertfy bibliographiCel datA for interlibrary
okr.,

.16 Supervise_ sub-professional employeee:

1 Classify.pamphlets

15 ,.Check catalogs and Ihelf lists for headings

35 Preparestatisical reports, other than dircula-,,

tiOn gtatistiCs

orders

loans .

4

81 Supervise interlibrary loans

60 Schedule' classes:in the library

68 Establish and supervise order-information f les

27 'Catalog fiction with minimuM supervision

44 le in charge of a deparementp sOch as
,circulation

-33

.32

32

. 31

31

3p

30

0

35.9

34.a

4.8

.7 -

.7

32.6

32.6

29 31.5

29 31.5

--28 30.4

27 29.3

27 29.3

27 29.3

27 29.3

26 28.3

25 27.2

24 26.1

26.1



131

,90 Prepare work and Itime.sehedules'

9, Plan and supervise book:inventories

69 Plan shelving arrangements

-45 Supervise cleric l'workers

39 Assign Cutter nu bets

47 Select publicity materials

70 Be in charge of a library without

by a librarian

26 Select titles fo InclusConin book lis

and bibliographi s

18 Plan nd donduc story hours

46' Coordinate work _ parent-volun e6 s

32 prepare payrolls

40 Plan publicity rograms

143 Participate in electing c erieal staff

71 Participate in ook selection mee ings

Su ision

24 -26.1.

23 -25

.21.

20, 7.
.0 ,

17

16

15 16.3

14.1

12 13.0

1? 13.0

10 10.9

9.8

9.8

8.7

1



TABLE 34

.CHECKLIST OF LEARNING EXPERIENCES.
HELPFUL FOR CONTINUING EDUCATION AS -

RANKED, BY FORKER STUDENTS (EMPLOYEES)
(W171.)

DUTIES

Individuals

No.

-45 Supervise clerical workers

43 ParticiPate.in selecting Cli ical staff

40

30,

23.4'

17-.5

44 -Be in charge of a department', sau4f-as circulation -29

26

. ,

Select- titles for inclusion in bank lists and
bibliographies 27 15.8

'40 .Plan publicity, programs. 27

7ryarticipate in book selection meetings 27 15.8

-16 %Supervise' sub-professional_employees 26 .15.2

-17 Train and instruct newclerical emplOyees 24 14.6

78 Operate audiO7visual equipment 23 13.5'

Classify pamphlets 12.9

29 Order Library of Congress.or other printed cards 22 12.9

4 2 Supervise Student employees and pages 22 '12:9

82 Follow,uporCautstanding orders that.have not
-been-properly,filled 22 12,9

Maintain interlibrary loan records 21 12.3
\

Rlan and slipervise book inventories 21 12.3

13 Determine, snpplies and equipment to be.purchased'. 21 12.3

35 j'repare statistical reports, crther than _circulation
statisties , f 11 12.3

/

62 USR indexes snd catalogs for locating detailed
bibliographical information for verifying book orders 21 12.3

..81 . Supervise'interlibtary loans 21 12,3

92 Verify and approve invoices 21 '12.3

12 Check trade bibliegraphiesfor order information 20 11.7

32 Prepare payrolls 20 11.7

39 Assign Cutter. numbers 20' 117
PI .

70' Be in charge of a library without supervisi_n
by.a librarian .

. 20 1.1.7

166
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TABLE 34 continued)

-DUTIES

Individuals .

No.

90

18

Prepare work, and time schedules

Plan and conduct story hours

19

18

33 Splice flim 18

,116.' Coordinate work of parent-volunteers, 18

68 Establish and supervise order info mation files 18

8.4 Verify bibliographical data for interlibrary loans 18

15 Check catalogs and shelf lists for headings 17

27 Catalog fiction with minimum supervision 16

60 Schedule classes in the library 16

47 Select publicity materials 15

5 Maintain checklists of magazines a d serials 14

14 Plan book displays 14

36 Supervise pamphlet and clipping files 14

37 Revise catalog cards typed by others 14

55 Maintain cash records ,

14

69 P'lan shelving arrangements 14

10 Arrange bulletin boards and d splays 13

21 Revise filing done by others 13

73 Make indexes of special materials 13,

28 Explain .the'resources and services of the,

library to-patrons: 12

67 Make posters, 12

72 Answer simple reference 'questions- -12-

.7, Organize and maintain information files 11

25 Check order cards with holdings and/or

oUtstanding orders 11

34 Helpreaders use the card catalog 11

.53 Proc 'S added copies and new editions 11

57 AsSist in taking book inventory 11

86 Type orders to'dealers 11

19 Inspect fIlms or records for wear 'or damage 10

167

11.1

10.5

10.5

10.5

10.5

10.5

9.9

9.4

9.4

8.8

8.2

8.2

8.2

8.2

8.2

8.2

7.6

7

7.6

7.0

7.0,

-7.0

6,4.

6.4

6,4

,6.4

6.4Q,

.-5.8



1311.-'

TABLE 34 (con inued)

DUTIES No,

20 prepatematerial .fpr binding.

56 Make-preliminary selection Pf materials
binding

65 Supervise.
shelving prOdedures

37 :Search for simple trade bibliographical

2 SchpdUleahelf reading.

54 Make Shelf listcards

59 Take inventories.Of supOl_es and.equipment4

22 Supervise order and appearance of shelves

52 Registet new

5.8

data

borrowers

83 Frocess book reserves

Checkjists of materials for purchase with:

the card catalov

.30 Remove cards from catalog and shelf list when

withdrawing-lost or wernout materials

,49 Prepare pamphlets and Clippings forpling

.61 Leter'andlabel.bOoks

10 5.8

10 5.8

10 5.8

9 5.3

9 5.3

9 15.3

8 4.7

8= 4.7

8 4.7

66 'JlePair Worn out booka or Other worn library materials

79 Open and collate new books

3 Explain lending rules

11 Sort,- open ordistribute-

'23 File catalog cards'.

58 Schedule and record loans.of

75 .Type catalog cards from main entry card

80 Issue overdue notices'

88 Type and verify filled book cards

6 inspect books returned from bindery

24 Explain the arrangement .0 the library,

51 Sort and file book charge records

64 Find specific books on the shelves fgr patrons

85 Receive and record fine money

87 Count and record circulation stati- ies

ail and packages

audie-visual ma erials

168

7

7

- 7

4.7

4 1

4 1
4.1

4.1

4.1

3.5

3.5

3.5

3.5

345

6 3 5

6 3

5 2.9

5 2.9

5 2.9

5 2.9

5 2.9'

2.9



TABLE 34 continued)

:DUTIES

01 'Claim missing issuea Of magazines

18 Cheek out library materials to patrons

id Ready the circulation desk for:day's, work

50 Type hook cards and pOckets

63 Give patrons directional information

31 DiScharge books returned from circulation

38 Shelve.booksor file.pamphlets or other similar

materi4s

Individuals

No.

48 Read shelvdt or files

'7e File 'order cards:

74 Paste book plateS;I:pocketa, date slips n books

/

169.



TABLE 35

CHECKLIST OF LEARNING EXPERIENCES
HELPFUL FOR CONTINUING

EDUCATION.AS RANKED BY-EMPLOYERS

individuals

17 Train and instruct new clerical employees 29 31.5

45 Supervise clerical workers 25 27.2'

16 Supervise sub-professional employees 24 26.1

35 Prepare statistical reports, other than circulation
statlstics 24 26.1

43 Participate in selecting cle ical staff 22 23 9

62 Use indexes and catalogs for locating detailed
bibliographical information for verifying book orders 22 23-9

21 -2.8

30

26

.27

44

70

Plan ,anci supervise book inventories

Remove Carda.from catalog and'aheIf, list when
drawinglost or worn out materials

'Select titles for inclusion in-book lists a d
hibliographies-

Catalog fiction with minimum supervision

charge'of,a, department, such as circulation

Be in charge of _ library withoUt Supervision by A,
librarian

20 21.7

18

18 19.6

18 19.6-

18- 19.6

1

71 Participate in book Selection meetings 17 18.5

90 Preparework and time schedules 171 18.5..

1 Classifyi,amphlets :16 17 4

37 ReVise catalog cards typed by other 16 17.4-

7 Prgan\ize and:maintain information files 15 16.3

34 Help readers. 'Ilse the card cat-alog 15 16.3

.72 ',Answer Simple re-erence questions:

69 -Plan shelving arrangements

81 Supervise interlibrary'loana!-.

36:Supervise pamphlet and Clipping files

391 Assign Cutter. numbers

42. Supervise student einployeep and pages

15 16.3 .

14 -15.2.

14 15.2,

13 14.1

13 14.1

13 14.1



60 Establish and
zupervise'order informa_ on 14.1:

92 Verify and_approve invoices 13 14.1

13 Determine sopplies and equipment to purchase 12- 13.0-

21 Revise filing done by, others tll-

46 'Coordinate work of parent-volunteers:
11 11.9,

56 Make preliminary selection of materials for binding 111.9

,

13= Make:indexes of special materials 11 11.9

82 yollow up:on outstanding,orders that have not

been properly filled
11,9

84 .Verify-bibliographical data'for interlibrary-loans 11* .11.9

lZ Sort-, open ordistribute incoming mail and packages- -10 ,

-

23 File catalog-cgrds
30 10,9.

32 'Prepare:payrolls
10. 10,9

Plap.publicity programs-
IO 10.9

-.65.

91

Plan book_dispIay*s
9

Plan and-conduct-story hours 9

Supervise shelving pr6cedures
9

Claim missing issues of. magazines
9

.28 Explain-the resoufces and services of the" 1 brary-

9;8-

9.8"

9.8

9.8.

to patrons
8 8 7

-47' Select publicity materiala:._
8. 8.7

.60 Schedule classes in the library 8,

18 Operate 'audiovisual equipment
8 8.7

, 7.6' :

29 Order. L4brary of Congress or other printed cards 6

4 Splice film
6

49 tPrepare pamphlets and; tlippings _for filing 6 6.5 7

53 Process added copies and new editions

10, Arrange bulletin.boards and displays

.6.3 Give ratrons directional information 6 6.5

75 'Type catalog cards from main entrY-eard 6. 6.5

77! Search for simple 'trade bibliographical data 6 6.5



89 Check listsof materials for purchase'

card catalog
6 6.5,

4 Maintain.interlibrary loanreicords'

25 Cheek order cards with holdings:and

ontstanding orders 5 5 4

3. Process- book reserves -i
'2 Schedule shelE reading

5 'Maintain eheckiists of magaiines - 4 4.3

-15 Cheek catalogs-and shelf lists for headings 4'. .4.3

20 :Prepare material for binding' . 4 4.3.

22 'Supervise order and appearance of Shelves 4 4.3

14 Explain the arrangement,of the library 4 -4.3

55, Maintain cash records 4-- 4.3

64 Find specific-books on the ShelVes for. patrons 4 4.3
-

66 Repdif worn ant bookS or other worn library

Materials

87 Count and record circnlation- statistics

Al Ready the circulation desk for Oafs work

50 'Type bOOk cards and Pockets

.4.3

54 .,.Nalse shelf list cards

58 'Scbedule and record loans of audio-visualMaterials

67 Make posters

85 Receive and record fine money

86 Type Orders to dealers

6 Inspeet 'books returned form bindery

74 Paste book plates, pockets, ddte slips

79 Open and-collate new books .

80 Issue overdue noticeS

88 Type arid verify filled book c

3 Etplain lendiiig rules

rds

books

3

2\ 2.2

2 2.2

2 2.2

2 2.2

2 2.2

1 1.1

11 5cirt open or d stribute incomingmai1 and.packages 1

172



TABLE 35 (contirfued)

-19 Inspee 'lms or.recordslof wear or.danage 1 1.1

38 Shelve books or Ille:pamphlets or pther similar

materials' 1.1

Read'shelves or flies 1.1

Assist:1n taking book inventory, 1.1

59 Take inVentorles of suppliesiand equipment 1.1

61 Letter and- label:books 1.1

76 File .order cards -1 1.1

8 Check out library Materials to patrons 0 0

31 Discharge books rettirned from circulation 0 0

51 'Sort awl file book charge records 0

52 Register:new borrowers 0

173



DUTiES

TABLE 36

'SKILLS WHICH ARE TAUGHT IN THE
LIBRARY TECHNICAL ASSISTANT

CURRICULUM AT PASADENA CITX COLLEGE

Classify paMphlets-

Saeduleahelf.reading
/ !

3 Explain lendinglxules

4 Maintain interlibrary loan records
_

-5 Maintain.checkIistwofmagazines
and serials

g

-6 Inspect books.-:teturned frjm bindery

7 "Organize and maintain information files

:8 Cheek out libratyhmterialt to 'patrOns:- _

'Plan and supervise book inventories.

10 Arrange ,bulletih.boards and disPlays

11 Sorts-open or dis,tribute incoMing Mail

and-packages

Check trdde bibliegraphies for order

information,

13' DeterMine supplies and equipment te be

purthased

Plan book displays

Check/catalogs and'shelf lIsts for

headings.

16 Supervise sub-professional employees

17 Train and instruct neW clerical emO.oyee

18 Plan and conduct story hours

19 Inspect' films or records for wear or

damage

20' Prppare-Material for b!nding

21 .Revise filing done by .0thers

22 Supervise order ane appearance of 'shelves

23. Pile catalog' cards

24 Explain the arrangement of:the library

;5 Check order cards wIth holdings:and/or

outstanding ordera

174
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DUTIES

TABLE 36 (con nued)

Se ecr titles for inc1usion in book

lists and bibliographies

2 Catalog fiction with minimumsupervision

28 ExplainAhe-resources and services Of--

the library to'patrons

29 Order Library of Congress or other
-

lpted cards

30 emove cardS from catalog and shelf
st when withdrawing lost or worn Ou_
erials

charge books returned f row ircula

n

32 .p,re are payrolls

33.: ,Spl ce flim

..34-'llelp readers, use the card catalog
,t .

35 Prepare statistical.repOrts,:-other-
than \ArCulation statistics ---

36 Syper_ise pamphlet and clipping. files
A

37 Revisecatalog. Cards typ..ed by xithers

38 Shelvelhooks Or file pamphlets

39 Assign Cutter numbers

licity_programs_.

41 .Neady/the cirtnletion:desk for day's

rk

or othef

. I

42 'Supervisel, student eMployees and pages
.

,

43, Participate in selecting _clerical staff

a department, such as
.

i

44 Be, In charge
circulation

SuPerVis'e clerical workers

46. Coordinate Work or partent-voluntee

Belect Publicity materials

48 Alead shelVes or files .

49 Prepare Pamphlet s. and clippings.for ,

filing

\

7

CV

Coarse- Numbers

F4 r=1 e-i

A A-S=AA.

x

0
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TABLE 3 (continued

6011 se Numbers

C12/ o

DUTIES

50 Type book cardandi pockets

1,./ Sort and file booklcharge recor

52 RegisterEnew borrowers

53 Process added copies and,new editions

54 Make shelf list cards

55 Maintain cash records

56 Malua Preliminary:SeleCtion of

-for binding
!

57 As-sist in taking book inventory

Schedule,and recOrd, loans of dud

visual materials I

Take inventories of supplies anrd

equipment

Schedule classes in the 1 ...ary

Letter and label boOks

Use indexes and catalogs for locating

detailed bibliographical information
for verifying book 'orders /

Give

--Find specific books on the sbelves

for patrons

65 Supervise sheiVing procedures

66 Repair worn our hooksor other
library materials

67 Make posters

,68 -Establish and supervise ordei info

tion files

patrons directional/information =

.

69 Plan shelving arrangements
. .

i

70 Be in charge of a libtary without

l's0pervision by a librarian

71 \Participate in book selection meetings
i

72 'Answer simple teferenca quest ons
...

73 Make indexes _f special.thaterialii
1



DUTIES

Paste bdok Alates, pockts.date
in bOota

75, Type catalog "cards

77

78

File order cards 4

Sehrch for simple trade bibliographical
da'Ea

OPerate.eudia-Visual equipment 4

79 Open And ceollate ,new books

80 Issue overdue notices

8.1! Supervise interlibrary loans

82 Follow up on oututandin orders

have not been prOperly filled

83 Process boole-rreserves

84'" Verify bibliogr4phical data for
libtary loan

81 Recelve and record finer moRey

86. Tye orders ,to dealers
I

87 Count and record circulation 'statlst
go

88 Type and. verify rfilled book cards'

89 Check, listss o_ iaterIá1s for' purchase

with the card chtalog
%

Prepare work_,and time schedules

U.., Claim missing issues of magazines

92- Verlfy bnd., approve invoices
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Li 1RARY TEIcH,14()WGY CURfd CUM
AT _NSA DENA clTy CO] .1,EGE

1975-75

Th;s curpcuVrt pepal eS Sluderls lot technical poslo:iS n olt types01Libral JCS.

Msitinct to become firoltssional librarians should follow the librati;Inship
reccimmendations. Students undecided between professipnal and non.-picfesional
caleers shou;d citose courses leading i the naccalaureale Deg( ce.

A L Vary Clerk Cedificate isgiven upon slut completTon of al least 25 unitS,
includirg Ub 1, 101, 102, 103, 104 and 105 plus k.ee 'Sc 27 Of 105, 116, and GAP
160 A I. ibrary Technical Ar,sistant Certificate is a waided to graduares ollha 1vcqear
cuniculum, ot its equivalent.

hman Year
De Coire No.

rb 1 9,sic Library Piocedul
L ib 10 Inhoiduction to Library Service
Sac Sc 27 or 105 'Typewriting '

t' _en_
'Learning Skits \

PE Act Physical EcaTion Activity
DAP 160 Dinital Computers and

Dale Prozetinc)
LID 102 Public Services
Sec Se 115 Clelical Procedures
H Ed 2A-H Health Education

'13Va
or 14

3
2

141/2

"1-5

-Soptic More Year
Dept. Coui5e No.
In Silo "*"Industrial Supervision
Lib 103 YechnIcal Processes
Lib . 110 InstructionalMedla
Sec Sc 14 Duplicating Proces.ses
Sign - 146 Commercial L ettering, -- "AMerican Government
PE Act --- Physical EducaTion Activity Y7-1 Yz-1

- "FlecIft)es h 3

Lib 104 Cataloging Techniques e, 2

Lib 105 Littary Field Piactice 2
Lib- -------- 107 Audio-Visual Materials 2

"Humanities- 3
"Social Scence 3

15F3 15!4
or 16 17

Sem, 1
3
3
2
2
2

Or ability to type 45 words per minute.
See requirements tor the Associate in Arts Degree on page 34 ot this Bulletin,
Recommended electives: Bus 11A, 112, 114, Eng! 1A: F Lang 112, math 101ABC. 40 Sec
Sc 117: Speech 1, 121, 124. /

"Select horn In Sup 136, 138, 140, 154 or 156-
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TA BliE

l-FARY TECHNOLOGY COUI-iSES
AT CITY COLLEGE j

1 915 -76

LIB 1 BASIC LIBP.ARY P513CIJAtrAl.S 44.
i 1\ 1

L'! ot etc Lod rt,--.,,;:tt.ci ,r,.:, 1?,, r ,..1, f",,,' ;:- :al C! a,. ',= !.-_ ,n,;,_n.
;!,,..1;,ri, ;1(.1 CAP 4,!I

d.:7,it"._11,:.5 b1,0 ,,,".:y Cit;-,:,:;-.! tlE, rj.:i.':...1 .1. 0 : "-: (7 :1s:- f 5, ) ,=;,;!,-,,t-,,,t, t.oi A:i'Lt`L'eL L (id Mari .;315,

onti,,ir;t!ep,ttet. aria !--,-'/-0Effd icteicn:c kt,;,.. In ,,-.u!--,,,,cI ¶,c:;-Th th, c-dll il 1,3 en alter I it3 01.

A T:ari5f0 Cii-bit (;!A/IC
.

Lt9 15 LIEF-41;1' Ftit;DAI'itENTALS t ,i 3 \ 3

.
,,t-ary oien.ration LItte ot Mt raid ciltal:te 'arid tlie DFr.ey 'D(-Ci!Tal ClesOirtalion, pciindical

end ott-ter indexes, dirtiortaites end cricyciort::.d.as."et!ati:-.5 arid gar elti!-di s yca(000;ts, t.rib!lograt-

h,cs, Itteridt-,po'rs and h';.--f.tiLta's. iele:hce Li_y.-/ks in spec.al.red sott,tect fleids, History of libbit,

i.
and Lt_r7a'nes 6.t-ithogta01...: ICH in end 10:.tri:=Ies, No cictrill if 1,1,en atter Lib 1 or Lib 101,

i

7-1oster Cri.?dr1 CSLIC LiC rir.r.,odino. i \

LIB 20 ltiDEPENCENT LIORARY STUDY
1

ir,,da: p.c.;,Lch, ic:a:cgdio i.ti. LgIC,'1;,' If::eiCinc and ottltion ot Itt-tiaii'es brid iheir ic,-SoUrces \, c

Ity corl:e:tVic'25 end nifection Pre reqt;tstte: Pcirrition.ril onmeni cr.-act-Tian. Ma KirriUrri \

Tter_Ct&..14 ucsC i,

i

\credit 3 urilis,-1 unit cacti semester,
i

LID 101 INTIROD-W.01-10N 10 4:DRAW( S..;AVICE
3 3 t

I iZrt cry o:cv.,:zion, ic_.:15. Ii,L7.1f,35 e.,,,L. ,!r-rorit-Akw C'er.5.1.zal311 systz,roi. w.e a, chid
\

r al el;-,..; t-asiz rcfe1Ce ':.:...., 1-43iy ot bpdi.ts and Iiti- i,.is Ota':itc.alions or I ft):ryleZrirlicat

l'''''.-"*an?5 "r"2! Cq-,:.DrIltr-VI,CS.
E 'PCS iind r_trelosopny. 5 :d'og!epritc toim end 100moics pre- \

,

regt2IsIter Inie,:r0e.rit in 01 or I, lb 1, and cnirit'ntent in L 1:4r,,ry TeLLthology Pi (.0

oequIred ortstrucirorialin;ts Fall ,tir..sier. '
,

LIS 102 PUBLIC SERVICES
, .

.
.

3 5
\

CIF cutation systerns tcosliation or tonovic5, ovelOue D-DzA toulirics, computcti:ation 01 opeta-
\

irons. shelk.;ino end shelf tcading, d ,-nd extilb9S. Offizentaonincs: liptary design Pterequl-

he: Enioament_in or tomp:etion of Lib 101 Lecfore 24-roidts,lab 3 hows RequIred inse uctional
.

Inps Spring $L-mester.
i ,

LID 103 TECHNICAL PROCESSES
- 3 5

Acqutsition procedures; book prepatalion. pamphlet piocessing,-nandling 01 stale raxtbooks:

boax re-pair bindery preparation, Prerequtalles: Lib 101 with minimum grade of C and Sec Sc

27 or sOstactory tscotn on typewriting lest Lecture 2 hoots, Ian 3 hours Required instructional

lops Fall semester. i's
.

.

LIB 104 t A,TALOGING TECHt4IOUED
. - . 3 5

:

tt
St:Ippon op6tations tor cataloging anc classifidation. Typing cala:oo cards 'horn Raster cnpy;
catalooing 5i1 p!e fiction, preparing allay-tics, s'ol:timing, asSigning aulnor numnr'S, otoeling

ed cares, Firing rules, indexino of 00z4ments and tectinica1, teports: superw$ion 01 subot-

,dinalc&. PreiquIslies: Lib 101 With rninimOm grade of C and Sec Sc 27 or satisfactory scare

on typewriting lest Lectute 2 hours, laq 3 hOurs Required inshoetionat tr:ps Spring semester,,_.
_ 4 -

LIEV 105 LIBRARY FIELD PRACTICE , .
2

Supet-4ted work expenance in sate:led tidrailes: Pre,. equIsltes: Lib 102. lib 103, enrollment in

or complebon a! Lo 104, andrir,a'ir.lain enioliment 01 5 unds:,or more incluaing tied piactice

Lecture 1 hOur, 7 hours of related wort, each
,

LID 107 AUDIO-VISUAL MATERIALS
2 4

ArguisitiOn ptocedures indexing and catainqing, inventory, ptepatalion 61 materials toi.' previa-

Iron, and.uw, Obotong and distripution plooedures, repair of damaged rattrials Lecture 1 hour;
,

' 4Iab 3 hours, Required instruOprial !lips.

1

LIS 110 INSTRUCTIONAL MEDIA.
. 2, 3

4
. .

Characteristics, .aovantages and limtations Of different ty2es of instruction& enuipment Dnd

Malet;als. 0,7,,erallon and care of motion picture projectors, Elide and filmstrip projectors, opaqu6

, ant! overhead pi 0je01015, 0410 and video recording systerns, stcard players microlorrn equip-

ment, and ielaled auxiliary equipment: Preparation 01 a vide variety ot locelly-Produ'Eed media,

rhai2iits, Lecture 1 hour, tab 2 nduls, ReQUIred instructional trips.' No ere-Mitt taken after 1MT

- 110. 1
-,-

/.

lh 5
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Pasadena City Collepe
Library 1

Module 5: THE CARD CATALOG -

I. Learning Objectives

1. The student will be able to locate books in the lib
catalog by author, title and subject entry.

2. The student will be able to correctly identify and explain
the purpose of all elements on a catalog- entry.

3. The student will have a working knowledge of selected filing
rules .such as: initial articles are ignored in filing.

4. Given a topic or list of topics the student will be able to
accurately list the items found in the catalog on those topics.

Instructions

.1. This study packet should contain,this instruction sheet, fiv,e
information sheets, a pre- and post-test and one asslgnment.

2. Read the in ormation sheets.

3. Source's and Responses.

Read Chapter 5 in Gates, JeanAK. Guide to the Use of Books

and Libraries, 3ded., McCraw-Hill, 1974.
View the filmstrip "Classification and the Card Catalog,"

Frames 19-37.

4. Take the pre-test.

5. Complete the assignment

Place the completed assignment sheets
box:in Room A104. .

the "To 'Be Evaluated"

7 Take the 'post-test ands.heck the answers to de

increased learning-

8. Begin work on Module 6.

181
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PaSndenm City College, L brary 1
Module 5: information (cont'd)

I. CATALOG CARDS

B

12

14

As previously mentioned, the _ are usually three ways that a book
is listed in the card ca alog--by author, by title, and by subject.

A. Au

Cards which have the name of an author on the top line are
known as author cards. These cards form a list of all of
the books by a single author and contain the following
information.

1.' call number

2: author's name

3. title of the book

4, place 6f publicat -n

5. publisher

6. date Of publ'c -i_n

7. paging

illustration*

9. height of book In c

2 . 3

Br Sharp, Evelyn.
431 The IQ cult.
S466 09713

_154 r, oiluc 22 flL $5 95

'imeters

New York.

5

148

10. price_of the book

11. bibliographical note

12. subject heading tracing

13. title tracing

14. Library of Congress
clAssification nwmber

Dewey .Pecimal'classr-.
fication number

16 Library of Congrnss
card number

Coward. McCann & Geoghegan

, I. mai I. rt
LiF43 .S466
ISIIN IMI-11i401.9

icy 101,10t110fe%%

-182

I0

153.93

15

72-76676

_I
MARC

12

IC



Module 5: information con n -d)

B. Title Card

The title card COntainS 1.11,e same information as the author c A with
the exception that tke title of the book is typed above the author's

name. Below .is_an example of a title card.

BF
431
5466

The IQ cult

Sharp, Evelyn.
The IQ cult. New York, Coward,, McCann &

Geoghegan (1972)
154 p. illus. 22cm. $5:95

Biblieuraphy,

1. Mental tests I. Tit

817431.5466 153.9'3 72-76676

ISBN 0-698-10460-9 MARC

Libraiy' of Congress ' 72

C. Subject Card

Subject cards ,contain the same information as.the author card with /

the exception that the subject heading is ,typed above the author's'

name. SUBJECT CARDS ARE EASILY IDENTIFIEDRECAUSETHE,TOP LINE IS
TYPED COMpLETELY IN CAPITAL LETTERS. If a book dlaIs with more
than a single subject, additional:subject cards may be used for,

, the book. By looking under a subject heading in the card catalog,
a student canAetermine which books the library has en a given sub-

ject. Below is an example,of a subject card.

NTAL TESTS

BF Sharp, Evelyn.
431 The IQ cult. New York, Coward, McCann If,

S466 Geoghegan (1972).
1f4 p. 'illus. 22 cm. $5.95
Bibliography;-p. 151-154.

1. Mental tests. I. Title.

BF 431.S466 153.9'3 72-76676

, ISBN 0-698-10460-9 MARC

Library of: Congress 72

183
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Pasadena City College, Library I
Module 5: Information continued)

D. Iteference Cards

In addition to author, title, and subject card , the card catalog

.also,eontains reference cards which refer'from one form of narrie or

Subject heading to'another form. -The following three exaApies

illustrate the most common types of referenCe Oards.

Example 1.: Reference from a well ltnown form of author
name bo the form used in the card catalog.

Burgess Anthony

-see

Wilson, John Anthony Burgess, 19177/

Example 2: Reference from a commonly-used term to-the
subject heading used in the card catalog.

AMERICAN HISTORY

see

U.S. - HITORY

Reference from one subject heading.to a closely
related-subject heading.

DRUG ABUSE

see also

NARCOTIC HABIT
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Pasadena C ty College, Library 1
Moduli 5: Information.(contipued)

III. ARRANGEMENT OF CARDS

In the card. catalog, cards are filed in alphabetical order;

there are, however, exceptions which should be noted:

.1. Disregard the articles a, an; the At the beginning

of titles and other headings,.

2. Names beginning with M' and Mc'are _ led as if they

were spelled Mac.

3. AbbreViations are filed as if they were spelled out.

4. Books hy a person are filed before books abodt the person.

5. Historical periods are filed chronologicallY.

IV. NON-BOOK MATERIALS

In Addition ,to cards --or hoeks, the card catalog also conta:i.nd'

cards of non-book materials.. Such materials can be Aasily iden-

tified bythe description on the catalOA catlas and by a tiOte

that says see the A-V catalog.

a_



Pasadena City College TIME TAKEN TO

Library' 1

Module 5: Pre-test

Card Catalov- Inter retation of Information

COMPLETE

940.28 Hall, Walter Phelps, 1884-
H18 The course of Europe since Waterloo, by Walter

Phelps Hall and William Sterns Davis. Rev. ed.
New York, D. Appleton-Century Co., 1947.
xviii, 1060 p. illus., maps, diagrs. 25cm.

(Historical chronicles.)

"Reading list:" p. 1037-1060
a

- 1. Eutope--Hist.7-1789-1900,. 2. Europe--
Hist.--20th cent.,1. Davis, WilliantSterns,
187771930, joint author. 11. Title.

Identify the following infor ation:

1. Bibliography:

2. Edition: 3.

Name of series:

5. Joint,auth

6.- This i_ an authOr card. Under- what other headings pould.this book be

found in the tard catalog?

Key to location of book in librarp

7. Who published the book?

8. What is the date of publication?

9. Ie'the book illustrated:

10. How many pages does the book contain?

'Is HalLstiil



Pasadena City C011ege
Library 1

TIME TAKEN TO COMPLETE UNIT:

NAMEL

DATE:

TIME TAKEN TO'COMPLETE
EXERCISE:

Module 5: THE CARD CATALOG - Part 1

Assignment

List three ways of. searching in the card catalog for materials.

1. 3.

2. What is the call numbe- for the book North from Mexico by Carey,.
McWilliams?

'Uhat is the title of a book by Germaine Greer?

4. Does _he library have a book wjth the title Red China Today

5. List the place of publication, publisher, and date of publAration for
the book Frasments of the Century by Michael Harrington.

Place Publisher Date

6. How many pages are contained in:the book The Natural World of San
Francisco, hy Harold Gilliam?

7 List the subject heading fOr the book The Economics_ef_Enviropmental
,Protect.ipn,.by Donald N. Thompson.

Howmany,books are,listed in the card catalog under- the -ubject
heading WATER POLLUTION?

HoW many books are listed in the card c- alog under the subject
heading WATER PULLUTION -GU.S.?

187
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Pasadena City College
Library 1
Module 5: Assignment (continued)

10. If you are looking for bnoks by-0. Hen_y in the card catalog, to

what name are you referred.

11.. If you .look unde'r the subj ct he-ding PORNOGRAPHY, to what subject

headings are you directed?

1.

2-

12 if you look under the subject heading MUNICIPAL UNIVERSITIES AND
.COLLEGES in the card catalog you will find Several books listed,
and you will find a card referring you to another related sublect

heading,. What is this related heading?
, 6

List the following Information for a book by Robert Kennedy

Call No.

Subject _eading:

Title:

Place of Publication:

Publication:

Date of Publication:

Numbe 'of Pages:

154



Pasa jia pity College
Libr ry 1

TIME TO COMPLETE:__

Module 5: Post-ti.st

Card Catalog.: Int1Tretation of _information

.940.28 Hall, Waiter Phelps, 1884-

H18 The course of Europe since Waterloo, by Walter

Phelps Hall- and William Sterns Davis.- ReV
New York, D.!Appleton-Century Co.,, 1947.

xViiii.1060 p. illus., maps, diagrs. 25cm.

(Historical chronicles)

"Reading list:" p. 1037-1060

1. Europe--Hist.--1789-1900. 2. Europe--

Hist.--20th cent. I. Davis,: William Sterns,

1877-1930, joint author. II. Title.'

Identify the following information:

1. Bibliography

2. Edition:

3. Key to location o book in library:

4. Name of .seties:

Joint author:

155

This is an author card pricier what, Other headings could this book<

be'found in tha eard: catalog?

-'Who published the book?

8: What is the date of puDlica ion?

9. Is the book illustrated?

10. Ho 'many pages_doea_the_book,contain?_

all still living?

189



VITA

_

Sylvia Nadene Green, born In Io s Angeles,.Palifo nia in 1935, is

c _rently Head of the Department of Library ruction at yasadena City

College Library. She q ined the staff in 1964 as-Libraryjechnology

Instructor/Librarian.
0

She graduated from West Virginia S a_e Colfege where she re7

ceived her bachelor't degree in SOCiology 'in 1958. She then obtained a

Master of Arts in Library. Science from Atlanta University'ie\p60. She

!

.did further graduate ork at Immaculate Heart College .hnd-the.Dniversity

SOuthern

Before techIng at Pasadena Cit: College she/served'ab a Young

'Adult Librari_n fr'br thre years at L Angeles PubliQ Library' She,

lives with her dayghter, Tiffany, and son, James in Los Angeles,

California.
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