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Aﬁsflgef of a Major applied Researeh Project PIESEn!Ed to Nova University
in Partial Fulfillment of.the Requiremcnts for the Degree of Da;+u1 of

Education

« IMPLLICATIONS OF ON-TIE-JOB EXPERIENCE FOR THE
CURRICULUM FOR LIBRARY TECHNICAL AﬁbISﬁANIS
‘ AT PASADENA LlIY COLLEGE j

v by
Sylvia N. Green

s June 1975

Faculty members at Pasadena City College in “the lexary Technology

i~y

Program have found that many of their students are rustrated and an-

noyed at having to study units of instruction that repeat what they have

ﬁlréﬁdy learned on the job. The purposes of the study were to detgrmiﬁel»

I3

the extent to which Library Technical A%%l tant students at Pasadena City
College hfiﬁg previously learned skills ffcm on-the=job expérién:g into

the clazsroom and. to ascertain wheter the curriculum can be, madified ‘o u

minimize the repetition of earlier experiences..
Further, the study sought to identify which continuing education

- ~° experiences are needed by former students who work in libraries in the

E] o

vicinity of Pasadena City Collége, and to deterrine what modificatio
- will be necessary to provide continuing education opportunities to them.

w

Data were gathered by questi@hnaires»and/@r Qhégklists adminis-
tered to students currently enféll?d at Pasadena Ciéy College, to formur
students; t@vlibfarlans and pEfSQnﬁEl dlrectors 1ﬁ n51ghbar1ng llbrarLEs,

- and to :ﬁudents.CUrreﬁtiy éﬁrailed at fgur other gcmmupity colleges iﬂr

the San Gabriel Valley and V1cin1ty. e

The result ts of the study 5h@wed flfst of all, that thé'pregéﬁt , s

1

@ pattern of instruction does require many students, tc fepeat in the 213555

' room the 1earn1nﬁ of skllls thay have already mastered on Lhe job.
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(2973, percent) were marked by both groups.

L

Twenty to SD percent of the current sﬁmlents with pr g\nnus E:«pgr1em;_

T
in their opinion, need no further training for 58 (68 pEfLEﬂt) uf 92

Cduties.  Only 32 (34.8 perc enL) gf thc 92 duties on the checklist were

7 /s

marked as ones for which 50 percent or more of the students needed

training.

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

u"m

were offered’ in a different pattern, such pepetitious learning could be
reducad. A wmodular approach was suggested. o

To mect the continuing education needs of currently emplcyed
) A .o N 7

former students,.it was concluded that at least three approaches are i
& . : . I ‘

El - . ! ) - ) A
necgsséry, They are (1) affefing!;ome individuaia whole courses, (2)

1,
prnv1dlng 1nd1V1dﬁal units waﬁﬁln existing caufses for others, and (3)L

A

y . . . -

. introducing into the tutrlcuTum other 5k1115 that are not cnvaed st all g

by La1ct1ng courses. These skilis are largely "yrite-ins' at the end of

the checklista

Finally, employefs and employees identified,éthef dities neces-

5 factory‘péffnrmance that must Eherefcre %e 1ncluded in the
- , , . ,

3

curriculum. Fthy=Elght of the duties wera mafked by 50 percent or more
» : i e . .
of the employers as ﬁgcessa:yhfor satisfactory péfférmaﬂCéai Only BD -

' . _ / . : .
were so marked by 50 percent or more of the employees. Twenty-seven

Based on ‘the findings and conclusions of the study, ‘it was recom
mended that the curriculnmrhe rgdes}gned so that students with on-the~ 5  .

JOb EXPEElEﬂEP can. acq re individual Ekillsiwitﬁout,haviﬁg*ta;take com--

- & i . s W

'plete;caurses that téach skills they hgve alteady acqui d;fs%d thét'fhé L

.curriculum be so revised ag to 1ncarpgfate the skills not now: included

a
E]

and that emplcygrs anj empl@yees inéiasted-zfé-ﬁecessafy for satlsfactcry7




i

.

' pgr%afmancgi Eleven such skills were identificd by 50 dixrent or. more
: ; o _ _ .

. jof the enployers and/or employees.

It was Turthgr recommended that course warkyfn the Library
/  Technical Assistant program be [Ld@%lgﬂﬁd into mgduiea to a]]Dw students

=

e " to work .independently of one another. F% was felt this approach would

help to -reduce luputitl ous learning for Library Technical frsistant

= &+

students with before-entry experience and for, former student ¢mplovees
who need course work for upgfadiﬁg-and updating,theiriSKills! In other
R . - 2

‘ words, this approach would provide opportunity for EOnt]nUlnp vdULatl on.:

. % ‘ . )
; ",/ The wodular approach would enable the student to participate in the

learning process in such a way as to enhance that commitient to the-task’

“and permit full control over the rate of study. It would also enable
- the student already familiar to him, to lessen failure by mastering each

module camplecely befurg proceeding to the next, and to develop a sense
of r;span51h111Ly for his own learning.’ Uﬁdét this recommendation, each

B4

L ‘ - ﬁaur:e will be ‘made’ up. af a number of deulCS Students will be fequlre

Yao,o

ed LOAkaé some or all of the modules. The student with prlcf EXDEflEﬂCE
- : - L _. . ’ EY & =

who ‘satisfa ctar11y passes a diagnostic test may be given the option of

fot taking a giveﬂ'maduie. The modules themselves will vary in Jength

.,

a - 2 =

and complexity. Modules in which basic skills ‘are 1

L

i1l be pre-

H

arned w

[

requiSitééitd modules that cover advanced skills.

The modular approach was also recommended fﬁr'gantiﬁuing:éégcaa
. . . e I ' . S
tion. Modules can be offered on a non-credit basis with a given number

1 . 3 * .

R . 5 N - . : 1. 5 5 . /
of modules being equivalent to a course. Modules then can be taken in
.any. order ‘except that basic modules, prerequisites gbaadvancedfmddulés,

£

@Dulé have to bé_écmpleted”first;

JE '_A .., Finally, it was recommended that ‘the Library Teéhnclcgy PngEami
P . = .s. - B . . i B a e . R =
9
L

viio. o
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. ‘at Pasadena" City Colleje. be brﬁugﬁt into compliance with the Américan : e
“ . ) . ) } , = o e
Library Association's .Statement of Pelicy op contdnuing education in
its "Criteria -for Programs to Prepare Library Technical Assistants.

The Program Director should, for example pefiﬂdiaélly check with employ-

4 - . < s o

‘ers about the specific duties performed by support personnel and about '

~ 7 other upgrading needs, : A / S

TS

_These.recommendations have be ‘orwarded to appropriate admin-

Bl . . -

')
!

=3

1=y

s}

[y

istrators at Pasadena City College for consideration as the first step

in implementation. Fulliﬁpleméntatian will depend upon faculty members

having adequate time' for further cq;ricuium development.

\ . N . E A - .E

.t .
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=r : i
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7 Chapter 1

BACKGROUND AND STATEMENT OF THE PROBLEM

Igtrﬂducti@ﬂ

Hl%tarléally, anyane seekln 1i brary wcrk “at a clerlcal or subs

- - pro rofes 1Qnal 1eve1 cauld receive- tralnlng only after hav1nq cbtalned a. - .

B

1ibf§fy*p@éifiaﬁi Th h2) cblem af apgraprlate tralnlng was recagnlzeai-

LN

R - and d;scu;seﬂ as Early as - 1592 (E':'Ck 11968) D“E of the EarllESt

=)

’*f‘ - tra;nlng effcrts began at’ Los Angeles Clty College in 1?37 _ At thaé

w .
. H . i

time, the colle ge establ;shea a 1;brary clerlcal traln;ng program..:Agé

¢ vcaraiﬁg ta ‘one accaunt, the pfcgram was a respanse "to the needs of city,
=, T - - ) )77 )
cauﬁty and schcal systems for clerlca; warkers" (Padduc k 1938)

In. 1?48 Effett Mchafmld presenteé a paper that :flt1c1326 Eﬁé ;
A Lo i L
‘ _prafess;;n‘féf ighoring the prgblem of the subpfaf essional 1 vel of s

traln;ﬂg and for b21nq cancerned énly w1th the prcfess;gnal lével
. . .

(McDiarmid; l943) HlS critieism seemed tc stlmulata a numbef Qf col-

0

1 g 25 t duce pragrams for tfain;ng Sub§r6f3551cnals durlng the

s 1até-19465 and the 1950s. As llbrarles beccme more c@mgllcatéd, the

/ et ] ' , .
_ , need for more and bétter subp:afessianal trainlﬁgxbe¢ameﬁevident;»

- . " ‘palomar Junior Cgllege, Citrus Coll ege, and Lcs Angele T ade Technical . .

College were among the fifst'té cffar such'trainlng (Allen. 1973);

, \
additional tfalnlﬁg.pfégfams. In 1968, the Amer;éan lerary Asscclatlcn

IEVEEEPE its EEIliEf agmgsitian to 11brary te:hniﬁian tra;ﬁlng prégrams

et

sin the community e@llegés and suppgrted thg tralnlng af subprcfesnlanals

15
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"(AmErlcaﬂ lefafy Aeeoeietlen, 1968) 7 GuidelineevfeE‘libfary EEEhﬁiQEl.

aeeietant prepafetlen were eppfeved a yeer leter by the Aeeeeletion :

S :;--ﬂ,. (AmEfILan lerafy Aeeeelatlen, 1969) - LT

5i DEE thalf fgugh beginnlnge l;b“ ry technical eeeietaﬁt’preé

—gramg have greuﬁ elgnlfi ‘Iy : The 1973 74 edltlon ef Dceupatlenel

s

Pregrame in Callfofnla Public Community- Cglleges shows fﬂrty 11brafy e
N P ;: ; : . B B

e . L ;A-";technical 35515tantfpragtgm5 1‘[1 thE StatE’ and thé Eighth Editlﬂn ﬂf i
R Amerlcan Junlef Cellegee 11€ts ‘over -one- hundred pregtams in the natien.t;£C?;;m;

R . The lefefy Teehnieel aesietant pregram et Peeadena city Cel—

RN ‘e

. 1egg'(PPC) begeﬁ in 1953i It has been found that many - studeﬁte who _'i

Enter the pregrsm at PCC have e ten51ve pler experienee. Ihe preseut o
o eurfleulu :ie therefofe, net alweye advaneed eneugh to ehallenge them.d S
' Tebles 37 and 38 in Appendlx ‘G shew the present lefafy Teehﬁelegy

i» j,- .
eufficulum at PCC Welvefe ere EOmEtlmES glVLﬁ to students fer vafiouS'

o

classes that are too elementery fef them but thie deee not edequetely

5 : / L deal w1th the pfeblemi Beeeuse a number of 11breri e d employees to.

N
# .‘

- the rellege fen,upgrading of skille in preparatien for advsneement it:

B may be mpfe effeetlve to;effer a more edveneed curriculum or to medify'

: the lesting ene.,SStude ts would ther not be required eQ_take courses .

:thet repeat theit ‘off= theagob experienees;

|
|
l
o
T '{ ﬁ""’ A eurvey of ED .students in the fall. semester 1975 at, PCC ehewed
1 ) 3 !«,f

[ L thet 58 percent oﬁ them had had previous werk expefienee in lihrefiee.
' Thifgy»pereent of the 58 ‘had up to a yeer of previous experience, 15. 5
.{’ percent had 12 to 23 menthe, 15. 5 pereent “had 26 tg as menthe, eﬂd 39

R ) --f\_
\ . pereent had thfee or mofe yeafe ef experienee. S

!
\ The survey alse ‘showed - that etudente ‘had alreedy had experieﬁee




' fespéﬁdéﬂts;

~in'30. out of 92 duties that are normally iﬁéluded”iﬁ the baéic*library -

: téchﬂipai assistant Qoufsegi 1t wculd_SEéﬁ-that céﬂtfﬁuiné education

,\
n Co nt:ﬂulng Library aﬁd Informatlan Sclenge Ed uca §iin (1974) shawed

s

Foa -

'
ﬂ

L7 .
that-caniiﬁuiﬁg education’ was fankEd very high by 9@ perzent @f the °

E Anuther ;urvey 113ted ‘various "duties ﬁeeded f,r feviey;

jThls Publlﬁatloﬁ was a prapasal for a nat;unal netwark foering canﬂ

L .
= 2 ]

tinuing educatlan “for llbfary perscnnel. Tt seamed clear to particie

pants in the Survey Ehat continu1ng educatian 1s° deflnltély needed e

5 Gfalnger s unpubllshed study (1970) of the library technulagy

&

,Eal a§51stants used very fEW of the skills they have been tralned fa: in

their Qammuhity college courses. Lukenbill s study of libfary technicsl

) where ﬂther dutiés are requiréd. B Cs

.

‘assi tants 1ﬁ Louisiana (1972) - faund that assist§ﬂt5 used differenz

skills in diffé:&ﬂt‘librariési It stSﬁds to'reason that. they will have -

to review theif unused ékillsxéa pragfess on the job or té.change j obs

Since na training is ﬂEEdEd in thasg skills that are cu:rently

,b21ng used 1t would be advaﬁtageuus to form ;he most needed 5k1115 Bbr

dutlgs iﬁtc mc&giar uni hat an Emplayee coming back to callegé

of modular units, thus forming his own caurse of_cgufsgsg This would
be far more bgnéfigiél to the continuing student than having to sit

thr@ugﬁ a course tﬁat!includéd duties he routiiely péffo:ms or has pre- .

g viausly cavered in preparatory géuf’éé. Batﬁiéraiﬁgef and Lukénbill

¥

f oun nd differences in dutias .and tasks ﬂeeded by 1ibrary technical ags,
sistants. It seems that théif duties depend on differgnt factors

17

f\impaftant aSPEQE'éf such a pfagfam. A national SUKVEY PUbliShEd :

S~

g for contiﬂuing ed Eagiaﬁ “could select- the nec cessary dutieszf20m an array-_



sl

cxweting in pert1CL1ef 11brer1ee, eueh as staffing, type Df library,
and budget.

Thue, to fulflll the paftleulef neede Df ernloyees
dene'end'the-vieinity,

a modu

Peee*e
. ,,ler type o

of farmet is theught beet fer efﬂ
ferlng the euntlnu1nw stuéente the tfeln;ng thet they peftiéulerly need
:While E the same time, dueing fedundeney of - 1netruet1en.

_jA>preﬁ’
11m1nery ane1y51e of job’ deeeriptlene from-a telephéﬁE survey to ﬁgighéﬁ
- befing'libteriee showed Eheeévefieusvléﬂééﬁg"af formal
';g:: quizr ed fer entry \

formal training are re-
and advancemént. - : -

The 1ntended nutcemee of this study are Lne fellew1ng

1. determlnetlen ef the ekllls Library Teehnicel Aes\

] tant - a8
StudEﬁtS have aequ1red befere entering the pfegfem and

how mueh training is needed -
P R 2. 'determination of

.7 i i
the ekille former etude t
&

e/
fe 1 are needed
for eetiefeetery

perfefmenee in their pfeeent jebe, eng
‘the leernlng experieneee thet weuid

d be he

1

1 fer theiri
eentlﬂued edueetlen or advancement.
‘ - 3. ,d ermina 1tion- of
e -

the ekille employene feel are needed by
eubpfofeeeienele

for eetlefectefy perfermenee on the an
and of thQSELHEEESSEr¥ for advancement.

cHiet:erﬂent of MEJDf Ieeues

.‘j‘

=¥

The exietlng eurfleulum at PCC requires rtudente with previous

experienee Eo ge thteugh the same educational expegieneee as those: whe
=heve had no releﬁe? ExperiEDCE wheESQever.

Thie eeudy hee determined T
the megnitude of the preblem and the need fer a ehange in the edueatienel
program.

It found. that theif own.wo k experienee was equivelent to many

of the learning experiences previded in ‘the . inecfuetinnel prngfemi

EI{I(jv o \v o . : o .

Aruitoxt provided by Eic:



~ . -~ 5
Hagér 1f;ucs coﬁslﬂefed 16 thg %t;dy haie beéﬁ the fﬁllleng . :,'5
?Z%T;?;%; ' (1) éhpqld unit, of 1n$qu;tign be affﬂred in’ abpattern that dlffers ; ”
— Coel N : v
P @fobmwthe éfeseﬁt?_ (2) Shguld the currlculum be -so designed tha *tu— - .
dentsbw‘ai be*expgsed anly tgsnew exper1Eﬁces=eﬁ§t unﬁecessarily re~
- éeétiﬁg Ekllls that ggve beéngleafﬁéd on the JDb?V (3) Shauld tha cur-
'T?icuiém;be révisad? (4) How Shgéld 1tjba.pa:kaged ;D minimize redund—
anéydin'iﬁstructiﬁﬁ? (5) What ﬂoufsemwork Shg;igk‘é; ﬁéi,::té meet . -
the LOﬂLlﬂUlﬂg educatlaé.needs of thOSE‘WhO have én thE§ij experééﬂcéfii i
. J T
,Délimitstigns éf'the éfudi : o B }:if e . 1:, . gézﬁ ;i_; g
.f . _ f 1._1Th15 study dld ﬁDt de » rmine tgé ievél né;p ofic né;gatswéiéﬁ!*; a§${  3
;Qu%rEﬁr students p;zfarm on- the—gab duties thatzéorréspcgd to . -
| classéacﬁ iﬁ% >uctlaﬁ: Their own evaluétiuns of whethef Df.nét a _
. they n;ededﬁfalﬁlng were accepted. 17!; . ” . i | RS
\ ; 2. -Ho effart_vas madg to carfelate cnﬁthe jéb trainlng withaclassrocm.
instfucéiéﬁ>iﬁ Eﬁe cﬁmmunity colleges.w i! :'b‘ o 'j. ',; . ’%' ;
3. _Thisjsﬁuéy Eid.ﬁét QGDSldEf the needs of clerical aﬁdasubprgfes— R o
xv:51anal EmployEEE whn haéEZEQHEEQﬂViébrary gechﬁical aéSiSEEﬂL :-
£ o _ Estudentsi T‘VA Iy | ;
- ) _wﬁovhad éamplated all Df the requlten courses. and were CquEﬂtly
B s employed B
LZXFThis study was limited to five ccmmUﬁity cnlleges whase 1ihfary f :
| chnigal assi tant pragrams were part Df an erganized :urriculum v
* and who were clase to PCC o |
- e /A ' \
5. The study was resﬂri:ted ‘to emplnyars (Head ljbrafiaﬂs) in the area
- served by PCC. ., “ SR
- S ¢ ’Rggpénseé From f;u‘rrént_ éti;r%ents' we_:e'in«:ludeé anljy if I;he?gs_t;ﬁfdeints- /

Aruitoxt provided by Eic:



had salirigdlliﬁfafy_wérking experience before entry into a com- -
" munity college program.

7.7 The questionnaire for current students was given only to students '
who were present in class at the time.

el " 8. The checklisﬁ_@fzdities was limited to Qzﬁlibfafy tagks‘sgletteav

ff@ﬁ the Amerlcan Library ASSQElatiDn 8 DESCIlpEiVAilaﬁt of Pro-

. R ’fsgsiéﬁg;,aﬁdeanprEQSSipga; Du”ii:;iﬁ,L;Tiaries andvfraﬁ thé'
- Chancellor's office cﬁrricﬁlum‘guidg The Librafy Technlcal_45515n

f;ahthrogpgpi Tﬁalcﬁe;klist,gmiiﬁéd duties’ na:mslly reserved to

%%zz%%%z : f?fA: Epé@féSSiaﬁal-1ibrafians_ ’
- ;'the quESElGﬂﬂalrEE faj be biasgd becau;éfthe_tes='j
X pcnses do not feprésiﬁt%;QQh’gr:eﬁE of the papulat Lon sgrveyéd;
2. The responses tﬂ the checkli _ﬁE;EQE%EEdEQE?F e respondents’
memory of experlences befare gntering a library ecﬁziéggzﬁssi§;§,t
'pfggrsmaf 5 . ”
. 3. fhe names of former sﬁudents af librafy technical ssistant pro-
grams'were ‘avai iﬁble from on ly fﬁuf af the five iﬁstitutians. :
4, 1As many of the fctmer EtudEﬂf respondents were ﬂD curIEntly em- ar
‘played théir responses were not_usable. X
: Defiﬁltinn of Tefms
,5' t'j - + - - B .
O S Ta prCludE misunderstandiﬁg in reparﬁing this study/ thé_f@lé'
o 7o A L -
WIDWiﬁg defiﬁitigns are prnvidéd . il o AT
: ey oL : T
- ContiﬁuingAEducaticﬂ, Cgﬂtinuing education refers to the formal -
;fs; : : : : .
N course wcrk by whizh the individual upgrades his professianal campetEﬂCE-
" It is 1eatning that advances the individual frcm previnusly established
‘ ' ' . a Lo fiﬂﬁ—‘a S
L . ’ . . . i A\g‘,k -
o e L g _ r o Y. A
‘ . C s T : B




‘Yases. -

Current Stﬁﬁents.

Those Eﬂfclled_in the Fall Semester of
1 1975-75. , :

Duty:

Includes a 1arge segment- of the wcrk peffgtﬁéd b& an
1ndlv1dual and may 1ncluée dny numbef Gf tasks, or is a distinct
tifiabla:WO?k

i ¥

. sary steps in-

oyee

idép—
act1v1ty that caﬁstltuces _one Df the 1agical and necesg-=
53

the perfgtmance af a job or task.

People who were,fcrmerly enrolled in one of the
community college library technology programs and are now working “in
liﬁrariés-_‘;' e

Former Students:

e

=

7 Those who, at the tlme of this study, had
~ompleted scme, but not necessarily allf of th

the co urses offzfea, and
ere anlangez enrclled in llbfafy caurses

F@rmer;sﬁudéﬁtélwhcsep

qu25t1annaires shaw that they aré :utrently Emélayed-in librafieéfare
fEfEfde to as Emplc&ées-

/ : ii’

Library Clerki

{

Dne -who has the gqulvalent of at . 1east a high
chcal educatlon and has office sLllls such ‘as typing, filing, shbft—
ng .

haﬁd; etc., and pfobably has anly Dﬂﬂthé—gcb traiﬁing in library ser-
vice. . . ‘; R

.t

Librafy Techn1¢91 Assistant'

'.u

"

A gemipféfassiéﬁél 1ibrafy warker;
%‘ghé se- dutles quu1fE knﬂwledge and Skillﬁ based on at least twa gollege
;'
lyearéagf'géneral educatiaﬁ ‘that in

f . ;-“\
on"t _‘*ié,ﬁdea 1ibfsfy instruatian abave stu—
dent use%§ﬁ§;§13rizslrﬁdfk 1évéis} S

u“ ,' .
. i - : 3‘5 ’.VE;! . ,- . .A !..
leraf}xlechnicsl Assistant F gram. This term applies té the" .
crganized curric;xxﬁ that prePBreE fgr subpfntessi@nsl 1ibf3ry ;Efeerg_
FL.I. ‘ Mgdule. ‘A ée;fs:,

ntained aﬂd 1ndepaadent unit qf instfuction
wiEh a few well defined cbjec ive




Student éssiétaﬂt: A student empl oyed paft

of a.uﬂiVETSiﬁy;,caliégg; Dt

\l""" .
fin]

profess onal duties und

qually an.aﬁ hau;%? ?asis;

'“f o - ,’v o / .

Aruitoxt provided by Eic:

QDl to: perfcrm namtechnlcal or nan=

r_the supe igiﬂﬁ @f{téé'Pfgfessicpal staff;"‘ R




T L . -© .. REVIEW OF THE -LITERATJLIRE R

Althmugh there is no licerature dlrectly related ta this study,

thErE are SEVEIEI lt&ms tha cugh on variaus phases aﬁd othe:s pfﬂﬂ o

-!vlded baﬁkgraund material,“; v‘éx- ”?-=,“' f;'f;wr B

14

"lefary/Medla Techﬁicai Assistan5§fin Lauisiana. fAh.Aﬁalysis'éu
af NEEdh, Prablems and Praspects fDr Futufe ﬁévelapmént,: aidissé%téﬁicnp

':by W11115 Befnstd Lukenblll (l972) was a. gfggt help tn this siudy.i_s'

f o -fb‘ 3Nat aﬁly did thls dlssErtatien autllne the histary of 1ibrary technician R e

[

L

i ;prégtams “but. it al, utli ned the pa:ticular problems in LDuiSiaﬂE. _It o '_;j

dut;es in the vafious ClESSlfiEatiDﬂS and gave iag

ga?ehalb:éakﬂqwnéof the .

" this researcher insight inta the problems af anather st\te,j Lukenbill . i,f;

'*“?LMT’. '_.“xtanciuéedﬂthéf,th2<§, 7gf 5313nai in Lcuisiana needed mufe farmal Eiaiﬂé“; T

B o .ing/ih zhe genefal cgmpeten ies ciated w;th library warkers; ‘Wark’
S

T ff;.q ndards between vafiaus types @f 'ibr i aried and mafé 5tandarﬂi—wi

. ;zatlon was needed.4'

:f‘ Gralnger (1970) iﬂ nis Etudy "Libtary Technnlagy Pr@grams iﬂ

A _ CﬂlsfnfﬁiS'JuniDr C 11 g An Appraisal ﬂDkEd intn the charactef—ﬂﬁ“V
T X ' )

w _AF_'_ o is ticg nf students and faculty members af 1ibfary technalagy ptggrams

" in .23 Califarnia ‘junior ¢ clleges, the apprapfiate,ﬂ_s of the training,' P

\

J-the attitude of thE pr@fESSian tawafd these programg, h pprﬁpriaﬁenesg

- Cal [

nf jnbs abtained, and the degree of . success uf canﬁidate o Dné af his

-

t;canclusinns was that che mu i éin the maricus classifigatians were nct

'slearly defined and Ehat the clsssificatigns varied fram one library ta_




10
,'7"“  7»"5' ' ) ., ] .,;'-u_ S . A ';A-.‘

L.

‘anuthét.» Gralnger alsn 5urv=yed both the suhpfagessicnals aﬁé the .
5

s \

?'hégﬂ llbrafians on -the ﬂutlgS*PErfomEd by the\gubpfgfessianals,:’75

';;Eloam (l975)i étldylng the library.: techn ial assistanz pfﬂgf

]

>iﬁ!111ih§is,‘,oﬁéiud d ﬁhat mDrE fcrmal training ng gms for llbrafy

CL B ;jEEEhﬁiEii assistants wera geedeﬂ thaﬁ the Amﬁfigan lerary AESBCLatign?

"h e . ' [

,.standards shculd‘be‘mgre ;1asely adheted‘ta -tha;i> m,re ,istinct‘éaélv

i\ of JDb ducles was needed and that library adminlstfatcr5~ ;;_7;5;',;

- Y ==

The Illlnuls State Eaarﬂ Df Vacatiaﬁal Education and»Réhabilitééb;;_jﬁ?

- ot ;. .
‘tion Gulde~far lerary Technlcal Assistaﬁt pfagrams réprésented many nf Af“'

dutles and thElf ﬁDfE fﬁrmal training. ';""

“tha ﬁatéflals rev1ewed ' Ihough thig pafticular gulde diﬂ nﬂt subgfanti— )

;ally add to. the study, it did’ give some backgfuuné material fgr curficu—f

o e,

1um plannlng, course . structure and,caﬁtinu;ng educatinﬁ_x o E*ﬂ'ﬁj,;’

Y

AﬂdEISGn s study (1973) f ggvérﬁment bibraries in the nghingﬁj}f}

Tgtgn D. C. area sufveyed the varinus 1ibfariés on s;afffﬁgmpasitign di

. C *tlEE, agd cur ricu 11um madels. He cnncluded ;hat mofe educatign was_
. 7

)

H . N . .
[ : R

.i]ﬂ oo fgi;’-fneédéd, since nve% half gf ghe EmpleEES WEEE often weak in thE duties
.~/ R o of_libtarianship L ’

b

/
/3{?1,_. . ;_%'j"' i The mndule apprﬁach ta Iibrary technalggy as presented by" )
L . ' K 4 '

S "; S Chflstiﬁe ClQ?B) was used to gaiﬂ some ideas abagt this design fur teacﬁaf

R . The Ariznﬁ Sta te Uﬁiﬂersity nutlin%’nf caufgés and the Eaurse RS

“;-descriptians WEfE quite helpful. Each“wgg ptEEEdEd by an ijECtiVE f,

. . the course and in 1u ded thé textboo % : E aterialg used.:

,-;é-? , L Echubert's zepaft (1973) on- a Neﬁ“nexiga pragram af catregpanilgﬁff

A-dence study presented an iﬂteresting and Eu;cessful cancePtL Ihis was iﬁ;

& ' E e

' aﬁnthef exampla of hnw a aglutiaﬁ tn. particulaf pfablém aan be fnund- :f

o g i . S oL .
- YR T N o . R T _ : R o e L
S 24 IR
’




hElpful to. the resge afcher in this- study

‘mater 1 aﬁﬂ g neral 1ﬁfnfmation fo the, regéatcher. L

Stfuctlon ‘were most helpful in cutrlculum f@r tion.

ks

‘;,Cfip 3 fat €he VEELOUS 1evels and analy;es the manpower by=the many;'
"factars that beaf on llbrary serv,ce The ij descrlptlans were most

‘ - 2

"lefary Tethﬁﬂlggy in- Gallfofnla Juniaf Cglleges (1968) iéfa _
" ,; ﬂ ' € - M N

" CDllECthn af papefs pre nted at a canference DH tha tfainlng Df Iib% “',1:

N

raty,techﬁiaal_EESLSEaﬁts._'Iﬁe tbﬁigs raﬂged-ffam jgb appqrtunlty,'tﬁe. S

v_funEtiéﬁ:of;thg‘library tééhnizal assis ants iﬂ variaus*ﬁypes of lib—

x,-i
Nt N . S/ B A

%

a”rarieg, and fundlng fgr prag:amSE—tfaiﬁing prog ms 'a d futurg prégrams; .

THE bnnk was\of ValuE to - thls study in thaE 1g-éave some backgranﬂd
’ A

.
5\,'-

i“The feﬁo%;’iﬁ Continu ng lerafy aﬁd Infarmation SEiEnEE Eduﬂa—

N - = . .\ - — !
tan _edlted by Stﬁﬂe (197&) .was valuabla fﬁt its mentian Df ccntinuiﬁg

\\

Téduaatian.fqr 11bfaty persanneli Tbe varlaus methgds gf Eff&ftive in— B

b 5,

‘l’

N\
The Libfary Technic

o ¢

munlty Callegesi Chancellur S‘folQE C197D) givas guidélines fo devel-'

, aping a llbrary technica al :a ssistant pfggrami. IE is hoped that thi%

L1

_w1ll help bring uﬂlfarmity ‘to the p;agrams in the ccmmuﬁit co llég A

‘The: bgnk is dlvided iﬂto six. parﬁs.; Ihe first is a summary @f sufveysb

F

_Shawing the .need for the semiprnfessignal technigiang thE second iE théﬁ

. 5,

‘iibrafy technigal assistant gurriculum recammended by an advisofy Eom—

. ! e N

! A_si ,nt P:agram by’ the Ealifarnia Cam—;

,chf

mittée; the"third‘i a EusEY af eﬁplayment nppartunitiés and an Snalyﬂ L

- Y

‘sis bf 1evéls4&ithin the-préfessian; the faurth is r3commenda;iaﬂa far v

5

CUfriEulum develapment, che fifth is thé canfdiﬂatigg of thg library

. LIS
%1 EX N

' technieal assistant program, aﬁd the sixth’is,suggegééd course, content.

&
G

% ,':
s 1




a, . et
T ‘ / .
El e o s . = 12
5 - . .

i T e . § . e .

. %A ,i
1ts baﬁkgraund materlal Sﬁd ;ufricuig%ii eas. .

‘Thls/gplde was used,fd

.o ~

, Jab DESEf]pL;Dn and Certificatlan fﬂr'Libraky Teghn;ggl A551552> .

o, . . o

- ‘5, iy, S,-—.

tants 15 a collecticn ‘6

féféncé‘-sp@ﬁs ed by t he Ccmncﬂ on ‘Library Technolcgy (1970) 'I‘he value-’ L

. g .

of thlS prDrt was ts glVE the Varlaus ij desarigi ns Df 11brary te:h—?.if"
A o o . . = . . . . &’ -
nicia nSZPEEd dn the dlfferent 11braries in tha state=cf Illlﬁnis and the.ﬂ

e ;A.‘ ’ QEftifiCatan af-Libfafy Tezhnléal A5515taﬂts@v The - prth was helpful

r

’fj-J'= 1 the review. nf Qlasslficatlgn and gab dESErlPEiDﬂE.Eév‘V :__';-V, ’_5 ; i

Bcrk@wskl s, .book, Li Ay Technical As$1stantfs Handb@ék.(lQTS),

’ © e ’ /" : .
15 an Extglléﬁt handbOOk fof the llbrary technical 3551staqp pragram.; L e

Tt pfe%ents a. brcad ‘basis for y libfary ﬁEchﬂlcal a sis ant prog:am,

R frcm both thé 1ﬁqtructnr s and thétstudent s p01ﬁt ﬂf v1ew.y Thg manual-ag
s e . i s

=f£¢.', . ’ 'giVES'an averv1en Qf the 11brary. Tha purpose Ef llbfatiES, histofy,

2 u

- _a_'types aﬂd dutles cf persannel a:e 1nt1udad in thP flfst sectimn.ﬂ The_‘g, S

s | 5

Dther £&ﬂt1nnq deal with the duties  in the llbrary_’ Thsugh btéad iﬁ

L f the!naturé of it E fmat;aﬁ it dnes glVE the 1nstguctot a gqéd

.= ) ]

e

. - ,\ fouﬂdatlcn on whlch tn bulld a cufrlculum and it gives Ehg student a baseln; o
f. [ (\ } s & . A o :;'%?_"‘f; -
S . und standing af the duties and - rggponsibilities of EHE parapréfessicnal'

. S

A curflculum fat the libtaryﬁtechnitkl assistant pragfam is dis-"

. ;,aw .
L s

A .1 :f‘ ussed tharnughly in lerary Techni:al Assistant develaped by tbe U 5-..@;;u;; _

.Offfice’ of Educatién snd tﬁe Unlver51{y ﬂf Toleda.  This manual outlines_\f

-a camplete llbfary technical assiétant gutficulum.. Nﬁt Dﬁlyxsré the’r N ‘;ﬂ ;
téghnical courses snggested‘ but also the general educatiOn cqufses.

fheic rses are erkEﬁ dDWﬂ 1ﬁto the skills needed in’ librafy te;hnalﬂgy.d;;‘

~One éf'; he unique features of this book.is the’ Suggested flunr plans

e

fbr the vaginugdlaboratoriég that can be ingluded in tﬁe library téchnis

© eal ass%staﬁt instructional pr@gram. A large bibliagraphy of ‘technical
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bivoks, technical journals afid periodicals, and general books is .most

helpful o the Instructor.

L}

In-1975, the U. S. Euiééﬁ7of Labor Statistics produced a bul-

letin, ;ibtgqg:ﬁanpawerilﬁA Study of Demand and Supply, analyzing the .

—e o L el : . . . .
. factors which influence library manpower needs and projections of the
L} ! . - : - .

__— demand for 11b rary personnel. It included information on the present
and future job outldok for library technical assistants nation-wide.

The findings were fourfold: the number of and demand for library tech-

"2 nical assistants in-the job market is increasing at a higher rate than
fgr'librariaﬁs.' Hawévéf,'sgme probilems in the training of library tech-

nical ‘assistants were noted in ‘the study and.seemed. to center around the.
- 5 V ,; = = i : 3 \ P 4 ]
fact that there is no clear-cut ‘definition of thejoccupation in terms

e ., = - B . . s I . =
‘of skill content, therefore no uniform curriculum can be developed for

use in:training library te;ﬁpical assistants nationwide. ‘The result of

this lack Q?Luﬂifﬂfm‘iﬂSEfU§EiDﬁjin‘the,placiﬂg of:librafy téchniéai

7 E i . assistants is.that employers consider on—-the-job training, for mosz, én
K abgclutel§ vital element in_the_ogzu@atiqnalzentry prﬁeess (w1§h'fcrmal.
’ graiﬁiﬁg of sec j dary imprt) HDWEGér, éxpansiéﬁ of‘lééal.prégfams as:
2 . sﬁpplementary tralﬂlng for library-: Eechﬁical assistsnts alfeady Emplayed .

. . is highly-réc@mﬁéﬁdgd. ;  = ! o B R : ;

3 B

L "Alice Wright's book, Libra;y‘G;ericé; Wgrké;s ani??aggs (19731;,is

designed for use by small and mediu -s1zed 1ibraties Eo aid in the selea=

. . . . - . . i
tion, training, and superv151on af Qler;cal sistants and pages. It -

&

. o 1@;Es_bagié,isze ~-by-step suggestlans regardlng pracedures tD’be fellﬁwed 51 

2

= e \ E
ésults to be Expected in emplmymant situaticns. Whilé not of

aé:

rect ‘consequence- o Ehls researchér 5 study; the manual dld pzcv1aé

e

d

e

'_scmeﬁuai 1able guldellnes in definlng Ehe fOlE of the llbrafy teghﬂical

‘as istanz. . o L o : - s

C
o
~J

prRic, o R BT e

Aruitoxt provided by Eic:
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ERIC

PArunext provided oy enic [

Ry

pmsiti@n in the Suhprﬁffsgiunnl ficld today was published in 1975 byw

An interesting cvaluation of the library technical assistant

Pratt Tnstitute in Brooklyn, New York. -Looking at the field from an

hist@fiﬂal point of view and Lraziﬁg its value and controversial nature

=i

to the present, Rhoda Caroogian's The Library Té:hnlcsl Assistant isolated

four factors for study: the present status of [Drmél training programs;

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

g;11%£ﬂl£5 perform; and the attitude of the professional librarian. It

as found that librarians strangly'prefer having ecmployees who hold a
A\ : _
two-year associate degree with special library training. An emphasis by

the potential library technical assistant on business and communigation.

courses is also.of great value in the emplgyers eyes. Regarding the

present iibréfy téchniﬂal assistant curriculum, librarians. striss a
! : .
need for more A=V tfaln;ng for their 1ibrary tEEhﬂlEEl assi*'

- R -

‘This study was hélpful to the fesearchpr for its emphasis on Employers

needs (as they see them) for adequaté, suppcft;ve stafflng

Louis Shores in h15 book, L1hrafy Educat:gn (1972), sdamantly

uphnlds the need for a two-year paraprofes sigﬁal course of study %ﬁ,

= . i ) . -
... ary science. His work was very helpful in setting up a sample

%

urriculum on-a jun Et co? 1leg level, having been one of the authors of

Tex-Tec, a Qéurse_of study:fa: the educationeof library technical assis-

t! s in Texas community colleges. He included many innovative ap-

pr.:aches to library education and 1ibfar§1practice. He also discussed

he advantages of e est ablishing’ indiv idual state §1aﬂs

rr
My

at g:e,t lE'g h

far;11brary education at the ﬂataproféssiﬁnal;level to aésist uniform
acer %dltatlﬂn of various schools' pfcgtams w1€h1n each, state,

/

28




Aruitoxt provided by Eic:

In summary, no previeus publications have dealt directly with

the subject of this study, However, a number of reports, unpublished

papers, and other documents have contributed information that has been

1 —A 2 o o B = '., ,J,', . 34 i) ] I
valuable for comparisen and contrast with the local situation..

.
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' Chapter 3

PR FDURES AND "‘METHODOLOGY

Determining the Value of the Study
Fagulty members in the=Libraz§ Technology ?fogram_az PCC have

found that many of their students are frustrated and annoyed at having
\ _ : . '
to repeat uﬁfts of instruction they have already learned on the job. At .
its conceptipn, the idea of research study on the problem was presented
‘ ‘ .

f

to thé‘ij}afy Technology Advisory Board and to directors of Librdry
\ : - :
chhﬁalcgy pr c ams of the colleges in the San Gabriel Valley area.

These groups A ' tily endorsed the idea and agfeed on a nEéd for it.
In purs' ng the concept of the study, acc ptance and adv1ce were asked

\ ) ) ,
of Mary E. Dnnure, Specialist, “Public SEfViEE Occupations, Chan:ellaf s

|
a Office, Ca 1f.fﬁ}a Community Colleges, John R TDathakaf, Directaf of
Occupational iduéstiaﬁ at'PCC‘ William Grainger, Chairman éf the Depart-
ment of Libra b Servlce at PCC and Chléf Executive ‘Officer of the San
- Gabriel Commu ity\Callege Library Coaperatlve and’ Hary Gentry, Presi-
, '
T : dent.af the C4lifo ;nla lerary Employees Assoalatian. All gf these
pr;féssianals felt‘thaé-it would be a valuable study. B /.,
Seleztian of the Grqﬁp Quest:oned S v& : .

of the ]

should n




i
PCC, amd (3) the problem was quite probably the same at other colleges

:

‘in the area.
Since the records of the program directors were nt definitive
enough to identify the Library Technology graduates year by year it was

d

\)"’1

.cided to use the data on all the graduates for which records were.. -
available and to select only those with paid experience as shown on

: the graduate information shect and ;urreﬂtly employed.

Computer searches from the Educational Rdsources Information
Cenﬁer Clééringh@us& in CafééfrEduCét%Dn (ERIQ) aﬁd.the.L@s Angeles
n County Evaluation Reéeérch Services (LANCERS) Prﬁviﬂed mgagjfeferencesi
étanﬁafé bihii@graéhiéal indexes to 1iteraﬁuré supplied many of the

materials used for the study. N .

Questionnaire and Checkllst '5jpf

= Questionnaires were develoged through ascerta n;ﬁg the res=" %

p@ngés needed far study and for the salutl@n of. the prab;em, ‘A

i

lor Lib:égy TegbnggaérAssisiantmgrogr;ms in Ca%;fprn;a.

L

Pracedures Used in Gatheflﬁg the Data=

4
' Data were obtain by quest;annalres and checkllsts alstr;hutga

to progfam alrectors, fgrmer:stuagnts; and employers. The fdlléwing

were Fréieﬁured used: e ’ ) Lo e

= .
i - : B =

Gf

Aruitoxt provided by Eic:
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A questionna aire was.piven Lg first—-year -Library Technlcal )
Assistant majors at“PCC in order to assess the nced for :

the study and to provide ,information for refincment of

the questionnaire.

e

The questionnaire was revised to remove ambiguities,

to clarify instruction, and to facilitate tabulation

The revised questionnaire was administered to all currently

-

enrolled students in the Library Technical Assistant

program at PCC to asc -tain their previous library ex-
perience, length and type of éxpefience, 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 TEQhﬂiCélEASSiStaﬁt’préﬁ

grams at Chaffey, Citrus, Fullert on, and Hﬁ;_San Antonio’
Colleges to ascertain their previous work experience,
length and type of experience, and whather EhéY'afé

seéklng 1nstruction fgr specific curricular needs

(See Appéﬁﬂix C)g » ' o "‘?;ié

Directors of,parti;ibating 1iﬁrary tézhnoiégy_progfams : j:%'
were asked.to 5ubmit;ﬁ§més Gf‘fofmér students who had’béén e
Eﬁralled iﬁ‘éhéir programs: A questionnaire was mailed )
_to these sgudéngg to find-out, in their Epiﬁi@ﬂ?vtﬁé ;

N

" skills that are needed3for Eatisfactéry perférmancé

on’ their present ijS and those learning expefiencas

that would be helpful fnr their gaﬂtlnuing Educatlcﬁ T




19

(See Appnnd1x D). Qucstiannaifes returned by farmef“'

1ludtnfs who wure (urrént1y cmployed as ]1bra:y tcghﬁ1s

-
- " cal assistants and clerks were used an the SEudyi -
6. The checklist of duties was mailed to a sample of head et e

- Yibrarians in the area served by PCC to ascertain what
4 ' ‘ ' , :
ills librarians think'libfary technical assistants

i
Pt

need for satisfactory pErfDTmsnEE on their job and what
kind of learning experiences would be help'ul-for theif

continuing education (See Appendix E).

were

7. Job descrlptlons fme 11bfaries that use "PCC graduate
;;‘ﬁnaly}ed to determlna “the educational féqulfLmEﬂtS for jgb

entry and for advaqéement as library paraprofessionals.

Infoermation Dbtéigéd from 5@5 descriptians'was!suﬁpla*
mented by a teléghané<sur§éy of 1ibfafy perséﬁnel of-
fiééfS; -

8; Information from the qﬁgstiannéife adminiséered tg_étua
dents -enrolled in Library Tegﬁﬁiéal Assistanﬁ programs
was analyzed in the following ways: 7 V

| a, The fésp@ﬁses vere sum@arized iﬁ chart form by

7 , 7 lengﬁh of experieﬁzE; by numﬁet‘aﬁd pgréEﬂEage? by
each college and tot él,

b.- Qhafts?suﬁgafiging the respaﬁges~(ﬁpmbér and per=

- centage), by each duty for each;ﬁaiticipating col- .

El y ] i
lege were prepared. These data, though not necessary

for this stu&y, are felt to be inte:esting'té the
partlclpatlng colleges, ‘since a ggpv Df the study

WES given to eagﬁ one, and the data have - lagal

_33;;_» L




e

ERIC

Aruitoxt provided by Eic:

significance (See-Appenéix G, Tables 27431)i
, ,, -

The responses for each of the ;étegcfies of cxperi-
enﬂé, (na'gxpc%iunce, over 12 months' experience,
over 24 months' experience aﬁd over 36 months'

y expériéngé) were tallied‘by college. These were
then summarized (by duty, by number, and b? per~ <

centage) in a chart form.
""\ .
d. The total pércentage of responses of the participat-
i . 3 )
ing colleges were ranked under response rating:

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

training" 3. 'need training" 4. ''no experience,

no training needed" 5. ''mone of the above".:

These showed by comparison what skills are needed

k]

in the Library Technical Assistant program.

The questionnaires for. former students (ampl@ye§5) aﬁd.f
employers were analyzed as follows:

‘ o ; : 7 =
a. The general characteristics of the former students

(majot,_semegté:s ehralled,‘degtée_attaiﬂed, number

- of semester units completed, curriculum followed,
_ _ : ] e

. position, types of libra:y_gmplgym§nt,;length of

~time employed, occupational goal, desire to continue

education, and what degree or certificate they hope
to attain were summarized on narrative form. .

b. Responses by length of experience were tabulated. - ., .
c. Responses to duties by number ‘and percentage from

both former students and employers were tabulated.

Ay

s o -

34

e




This table showed the number and percentage of
4 responses for each duty acc@fding to how g;ch pgfa.
) son felﬁ about the duty (whether it was néédéﬁ for g,'
satisfactory petfafmance aﬁ the-present job %ﬂﬂé

whether the duty would be helpful for continuing
education).

All charts were summarized in narrative form. - -

-
[

N
N
"

Conclusions were drawn about the need for curriculum

revision. - . o : - K

- . &

12. The conclusions aﬁd fECGmmendatlDﬁs of the study were
N

evaluat ed by asking a group of EXPE§E5 to review thém; e

;.. The panel was EQmeSEd.Df emplcyEfs and/of praspective
- ) : : -
N ' employers of llbrary tEEhﬂlEal assistants (See Appens'

dix F).

' ) \
) -
/
\,
. .
}; ) /
| . 35 : s
. . S . -
S | E
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Chapter 4

, ) '
CHARACTERISTICS OF THE. RESPONDENTS ™

Three surveys were conducted for this study. The first ques-

tionnaire (Appendix C) was distributed to all students enrolled in the:

Fall 1975-76 semester in Library Techniﬁslessistant programs at five

California GémmUﬁity colleges: Chaffey Cgllege! Citfus Cgllege, Fuller-

‘ton Q@ilége Mt. San Antonio Callege, and Passdena City College, Res-

ﬁqnéaS'WEfé received from 168 StudEnES; The distributigﬁ af thase res="

: pandiﬁg.is shown in Table 1.

' The 76 éfudgnt'fequndents ﬁad variaus.aﬁaqpﬁs gf éxpetience be-
ffonggntering the p:cg;ém %ﬁdrséme ﬁeée‘cﬁrféﬁtly employed. Théirfexi.’
pé?ieﬁce-was as student assiétant,'libéary,zlérk?»and&¥ibrary techﬁical
assistant. The améugﬁigf expé:iEﬂée réﬂggd from under lz'mﬁﬂths to over
535 ﬁonths; :1'enty*seven Ha& uﬁdér lzzmonths‘, 18 Ead.frumllﬁ to 23 -
had frDm 24 to 35 mgnths' EKPEfiEDCE; 22 had over

-months’ _xper;eﬁce, 9

35 months' experience aﬂd 92 had o éxpe:iéﬁié- The téspOﬂSEE f:am thase

with only volunteer experience or with no experience were not used.

' The segand‘%uestiaﬁnaire”(AppendixlQ) was, sent to 939 former stu-

dents who were currently employed in libraries.. Four of the'fivé col-

" leges were able to supply lists of former sﬁud,Qfs.’.Df the total former

s

student fesp@nses, 171 weréfusablé, 224 réturnS'fEQS;vedjwére not usable
ye

and 232 quésﬁian;

_ beeause,the farmer student wasg not Eurrently 1mplﬁ‘
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| RESPONDENTS 10 LIBRARY TECHNICAL ASSISTANT STUDBNT . - o
' QUESTIONNAIRE FOR CURRENTLY ENROLLED STUDENTS ' .
EY,LENGTH AND TYPE OF EXPERIENCE ‘

} | g o Library

Studeﬁt ' Library, . Technical o ’
Assistant Clerk - Mssistant gJotal

Type of Experienée | o T o

i
oy

5800
Pasade@a'

S8C

SaC

- BT

" Per-
cent=

Chaffew
Fullertun

Cha £ few
Cirras

Citrus
| Total
Citrus

T
=
=

s I =

- Experience

— o oo o) Chitrus
|
||
|
|

e
I~

| Pasadena
~a1| ChaEfew

160
1007
5.4
1]

Toder 1T wondls

b
]

C 4
legthoft
5

6

1

e ol Fullert oo

. |
ra, —]. Pasadena

; 12 - 23 méntﬁs‘
2= 35 nonths
.Over 35 months - 0

e
" [
e
=

2 pea . wnd Tortral

o o> ] M.
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[ )

e L I Y |
R )

[
.
] .
)
Ly |
" | ]

o
[ -
LT
.
=

Total Responses 7 3 6 7 4 2 7410 212 % L sauD B

Mo Diperience WUWLN 92 ST

L  wmups '163 1000

_ . - . ) ) i ) .
. ; [ o b
f . , K . .
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. TABLE 2 o -

DISTR1BUTION OF }*DRHF'R L]BRARY TECHNICAL A‘?E:ISTANT

. STUDENT QUESTIONNAIRE RESPONSES .
.
N %
IR 2 I .
Usable recsponses e 171 18
_ Unusable responses -~ 224 24
. ) UndEliVLi‘dblE responses 232 25
, : -+ Responses not Teturned 312 33 ,
‘ ‘ B Total 939€ .100 ‘
T P , e | L .
' An ideétical questiahﬁai%e was sent td 243 head librarians and
i : N * : a2 .
‘ personnel dlrectnrs in the Naricus typeg of llbraries in thE area, in-
cluding academic, school, public, aﬁd'spéclal libraries Ninety Lwo
1 I - : ) e - .: . ~
t usable responses were returned; eleven responses were returned but not
usable because the respongent was not employed in a library. One hundred
. £ b . < s ; R
fortjnwere not returned (Table 3). . . -{ .5, g
ﬁ'TABLE 3 | . _ B
 DISTRIBUTION OF HEAD LIBRARIANS AND | | o
PERSONNEL DIRECTORS QUESTIONNAIRE RESPONSES - . = . o
' Usable rasl;»cmsés 92 38
_Unusable responses S S 11 b4
 Not returned L _ 140 .58 \
- B - . Total . - 243 1060 . =~ R '
. . C B e - f’ - - 7 ; A.V,I ;.‘ v ‘1_ - f .’ .
Former st udents w&re asked about the number cf émesters enralled
-in the Libfar§ Technlcai A551stant pngram, th31r majors, whether or- not
théy'ﬁsd an, Associate in Arts Degree gr‘équiva;ent,,whethéf'qr.nBtAtheyI~'
~had a lefary Ccrtizlcate of Pfol 1 ;v Df équivéleng, SeiéSEEE unifsﬂ'u e
z S . : o - . Lo N ¢
.cémpleted, whé%he:'ihzy fﬂllawed:the regémméﬂdéi Library Technical. ; .

39 : : f -
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;o= - % . 2 _ o . ?xc. A ,!-.,;: ‘
= ' ﬂ : . B . h
* ‘, . VA N
- curriculum, and whether they campletéd he full pragram of library

EGufSES,OffEfEd. Thﬂyééerg ais, afked if they atténded another college

®
= 1]
-

or\calleges and tha type of libfary or libraries in' which they had been

B ¢ 3

- . ~employed. They were asked abgut their DEEupatlcnal goals, their plans
] : ) e .
o for continuing education, th r\euucatianal ggals, the Dppﬁrtunities fgf
. b ' o X . v i
advancement on their present job, and length of time emplcyed (Appen— -

dix D).* . R, Y
Since many former students who ﬁéreegmpléyed had Séttbeen. - Cea

3. 1" : - ! ii " i, [ ! . .
+ Library Technical Assistant _majors and since thé number of-units mef

o pleted varied because of the differences’ in cgllege prcgrams and bééause
‘ T o T ‘ Pt o O '
v of the various waiver poli cies f previaus experienge giVEn by the difﬁ

. ferent programs, this- fESEafEhEI (w1th the COﬁSEDt Df the majar sdvi% r) 7 o

o C dev18ted Ellghtly fram the orlginal pfopasal by including a‘l the cur—I 2
e ) : & '}‘ N s .
: ently‘%mplcyed former students id the study. It was felt that these
?

o emplnyees would. be matlvated intc ccntinuing educatlaﬁ Ehfbugh their  !hf'?

i . . i = A

T~ employment and wguld kncw the. Elasses helpfu; to them iqﬁtheir Wka.-

R £
T

B ‘The following tables Will sﬁow the disifibution of the. gsable

responses as described in ﬁh p d paragraphs, Twenty—six students
omple LEd;@nE ta three sémester units, 38 completéd four ta six EEmEStEf e

;. ‘\. . con - ;

unlts, e zcmpleted 'évenfta'ﬂine samester_u i s, 25 cgmpleced 10 tn 12

. ) 5 . - ‘ ) i ) ©oe . LR é" P
PR . ;seﬁester-u,it,, 46 zampleted'i' QI more semestef uﬂiﬁs{ aﬁdizaidid nat,J
' respond to the questlon (Table
w - :
/. .
N o
- - 3
Cer ‘ k—' -'.{
Qo

Aruitoxt provided by Eic:
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T — ; J/
x!f’ - Ex
3 = A | :
TABLE 4 - .
, DISTRIBUFTDN DF US’ABLE REQPDNSES' . -
© BY SEMESTER UN1TS CGMPLFTED '
Semester Units N %
Lo i- 3 26 © 15.2
- — — f——6— — 38--—22+2 e e
. 7- 9 7 4.1
L ‘ .10 - 12 : : 26 15.2
- . 13 plus 46 . 27.0°
\ “ * . No fespanse . 28 -_16.3
Co Total. . 171 100.0
) C13551ty1ng fhe farmaf students by semeste rs enralled in cnllege,
éﬂ-farmer.studEnts ha. attended laZ semesters, El attended 3 -4 semes= -
i S 77~7 yftEfs, 29. attenaed 5ﬁ5 semestefs; nine had atgénded 7=S{SEEE§FE§5;A§i$
.attended 9- 10 SEmEStEIS, four attéﬁded 11-12 semesters, and 22 did not
H L . s %
réspnnd to the que;s.tlnn (Table 5). — ' N -
L TABLE 5
??aa, o DISTRIBUTIDF OF US4BLE RES ESPO N ES BY SEMESTERS - :
o . ‘. FENROLLED IN COLLEGE LIBRARY COURSES /
v : 7- . } . ) 'l!
. Semesters - N % S mesters o
1- 2 40 23 9 - 10 |
' 3=4 61 36 11 -'12
: 5-6 - 29 17 No respons "o
' . T -8 9 5 Tatal S
7 ’; ; ' ,:“f' In cgnsidering the: respﬂndents accardiﬁg ta the attainment af a.
?é;' " degree or certificate of praficiEﬂcy, it wvas fgund ﬁhat 88 had received

* an Asso gia‘e in Arts Degrce, 58 had received a Ces;ificate of Prgfici—

ency, and eleven did nat!respgnd ta the quas;iun KTabie 6).
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R . TABtE 6

' DlSTRlBUTIDN OF USABLEeR
DEGREE OR CERTIFICATE AFTA

. 'i/ . _ ) . - ) ' H
" AA Degree* - 88 51- . . 66 - 39 /.

Cervificate of, ' | R C
"Proficiency* 58 . 3% . 097 57

'Ne'ReepenEe AR § O
* ‘At some eellegee, theee whe receive AA Degfeee
also receive Certificates of’ Prefleleﬂey, bt a
student who receives a Cerelfieete of Proficiency
need not have received an AA Begree " Ther pereents
ages are calculated on. the basjis of 171 responses.
e " ' . | i : )

L . : : -
! a =

i

Inte resti gly eneugh, eeventy six ef the employed fermer etu— 7

dente eomeleted the full pfegrem, 81 had - nat eempleted the ‘full.

’ ’ .‘.\/;'
pregremd end 14 ‘gave no reepense (Teble 7). It must be remembered

| o - =

el hewever, thet ell of the eellegee give waivers fer verieue courses’

- s , . - -__ L
‘ o ‘_geeeuee of previous experience (Teble 7).
' 7 ‘ ' ) A

TABLE 7

DISTRIBUTION DF USABLE RESPDNSES BY WHETHER DR NDT THE o
FULL LIBRARY TECHNICAL ASSISTANT PRDGRAM WAE CGMPLETED
/

.ij Iji'_ ’> ) e Lo 'f,“ : H “ z .

"Full Pfogrem Cempleted- 16 4
Full Program Not Cempleted . .81 - - 4
No Reeponee R vo14 . 7

™ B D

» 171 . 10

'uohmmw_b
ok

,"_‘ [ t : -‘\ Lo s '
o _ f _ Y L ;
' The length of eipe:ieﬁee of the respondents ranged from N

under DJ yeer to ever ten yeere (Teble 8).




B \
TABLE 8
;i DISTRIBUTIDN DF‘ U':':ABLE RESPDNSES
, . BY. LENGTH OF EXPERIENCE -
' i J ”L;nétb Df‘Expérience"” - N - %
i . 4
. /o Under 1 year 24 14
. : _ ) B . .
;. 12-35 months S B | 21
7 (1=3 yrs) ‘ ' a '
S 36-71 months . 39 - 23 ’
4 (34-6 yrs) , .
72-120 months .28 . 16 )
(6+-10 yrs) '
. _ Over 10 years’ - 14 8
o o - Total Responses - 140 - -
No Respansés o 31 18‘ .
. . Total . - 171 - . 100 : .
Not all éf the Emtpioyéd f(jrfﬁef students had majored in Library
T . v - o
Sciente of Library Technolcgy Most majafs, however, lend themselves to
libfafy work and mjuld cefta;nly be camplémentary to the many facet‘s of
» libfary‘technalﬁgy— Mnét cf the farmer studeats had been Library S:i—
ence or Lihrary Technolagy majors, but cﬁhers wera scattered nver seven .
other disciplinesi Thirteen did not respend.(Tablg;Q);m
7 &
g
\
\ \
/ |
- ' !
]
i ' 1;53.‘ \
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TA’ELE 9 : y
DT‘%TRIBUTTDN OF USAB L.E RESPONSES:
_BY MAJOR IN COLLEGE
2, o R . :
Major J== _j‘:—,
T ngsinessf' - B 3 2
Education 2 1l
English . 3 2
General Educatlanr 1 - 1
" History 1 E 1.
- N Humanities ) 1 -1 .
. Library Science ‘ 52 30 !
" - Library Technical Assistant 92 53 B
Social Science .3 2 5
No Response : 13 -7
: : - © Total 171 . 100
Thé respondents Qccupied a vaFiety Qf pesitions in librar ES,
P351t13ns ranged from cIEfk to librarian with BL ngt‘réspanding v
r . (Table 10).
5 \f a;’ . ‘ A A\‘“‘ B .
TABLE 10° | N
. . . . . :’ 7 \:
DISTR BUTIDN OF USABLE RESPGNSES “BY JOB TITLE\
Y . .
<. L -
Clerk - : 24. 14
b Library Assistant 39 23
Library Media Technical Assistant 12 7
Librarian : e |
No Response 81 47
o 171 100
) Four types Qf libraries were represented by the-fespandentsa

. This tended to show the widé variety of employment possibilities in
;f_‘i : o . ) . .

/

| B

\ the field and élSQ added a greater dimension éégthe study (Tabie 11){;3




. 5’ y f“
) o . - ' ' TmmEll
k DISTRIBUTION OF USABLE RESPONSES BY TYPES oF

LIBRARIES WHERE RESPQNDEN [S WERE EMPLOYED

307"

’ Schaol ’ o 64 37

R B . Special - 6 4 v
: . No Response b 2 e
Total - 171 100 o -
“o An 1ﬂterest1ﬁg gfoup of responses descrlbed gha former students

by DCEUpatlé-Sl goals. The fespcnses fanged from hnmemaker to branch

SupEfVlSQf and a mlsgellaneaus category that 1ncluded thcse who quite

" obviously did not understand the quest10n~(Table 12).
. o . \
! TABLE 12
e DISTRIBUTION OF USABLE RESPONSES
BY OCCUPATIONAL GOAL
Goal N
Branch Supervisor 2 1 !
. Catalague Librarian . 1 o1
Children's Librarian ' 3 2
Counselor. 1 1
Hnmémaker 1 1
Lawyer 1 1
‘Librarian (Audlgvisual) 1 - ’
e 4 Librarian (Head, -2 1
IR Librarian (Reference) C 2 1
" Library Aide b4 2
Library Clerk 9 "5
Library Media Teghnical Assistant 9. 5 )
, Library Technician 19 11 |
‘ - Library Technical Asgis;gqt . 42 24 S
Miscellaneous ' - 33 19 -
 Ne Rgspaﬁse%\ _41 _24
L 171 100 ‘

!\“"$gtal_

L1

B L N



Since one abjective of +this study was based on those fotﬁer stu-

. . o= _ & N L
dgﬁg ha plsnned to continue th21r EduESthn this question was most
/ S .
intéfgsﬁing. NiﬁgtyisévEﬁ fgrmer students stated that they planned
- . IR / '
= — - to co tlnue thElf educatlan, 58 sEated that they did ﬂGt plan .to do 53: ,
;o { “and 16 did nDE:fégpand to the question (Table 13). x
_ TABLE -13
DI'%TRIBUTIDN OF USAELE RESPDNSES SHDNING
INTENT TD CDNTIN’UE EDUCATIDN :
Plan to continue education . 97,0 57 {
Do not plan to continue education- 58 ° 34 ;
_ No Response . y 16. 3
. : T tal 171 100
The questlan ‘on the former students proposed level of attain- . . '
4 A .
. ! \ :
a _-menf was answered Spafsaly. Ninety—three did. not respend and 78 did -
ﬁ;\\ ) : kS . \
N respond. -The range uf fépllés was fré’:m CEftificatE of: Prnfigiengy to
Doctorate (Isble 14). o , : ’ /
“ . . i '.\‘* . ’ ' : . % - . e
| ‘ TABLE 14 . . - e
v~ DISTRIBUTION OF USABLE RESPONSES INDICATING - =~ .
\ : 'PROPOSED LEVEL OF ATTAINMENT - o ‘
VN 3 z . 5
" Certificate ‘of Ptdfigiéqcy . 6 3,
: Associdte of Arts Degree .23 12°
L : . Bachelor of Arts L . 18 11
A ©  Master's Degree : 33 19
. : Doctorate ’ "1 1
! No Response =~ .. ..93 . 54. - . '
v 1 ' .Total . ~ 171 - 100 /"
/ ¥ -
/ This chapter describes the wide varie tf of former Library Teahni— -
cal Assistant students emplayed tﬁ the 11hrafy prafessian._ The variety

can only help in giving this sgudy mﬁre.validitys .

46 -




’usable fespanses were received.

xlibrarians, -and persannel directﬂrs.

Ghapter 5

ANALYSIS OF THE-DATA /. o e

' The student data were ccllected from current' Libra:y Teehnlcal :
Assistant students and from formEf students, cuftently emplgyed from

five cgmmunity colleges 'in, tha San Gabriel’ ‘Community Gnlleges Libfary

Caaperatlve -The data frcm Employets were collected from head librafians o

and pér Dnnel managers af 11brarles in the .area . served by PCC.
One BUﬁdred s;xty 21ght curfent students respgﬁdéd to the ques=-
tibnnairei NlﬂE hundred thirty-nine fc:ﬁer students were seﬁt queszion—

naires; 171 ugable raspc es wvere received. Two hundred fcrty=thtée
, i ,

questlanna;res were sent to héad libfarlans and pétsgnnel managers, 92 -

R

LY
P

As repafted earlier, Ehe questiﬂnnaire/checklist included 92

llbrary tasks selectéd frcm the American:Librazy Assngiation s L

thE List uf Prc f bnal and Nnnprcfessional Duﬁies in Libraries and

/
a

from the Chancellef s foice Library Technical Assistant Pfagrams in

’qaiigf:nig,r The checklist omitted duties nnrmally fEEEIVEd t@ prnfes=

sional 1ibrafiaﬂs.

In analyzing the data, ‘the “res spons s frum the eur:enﬁ Etudents'
will be described first, These fespanses will then be campared in nsfa

rativa and tabular farm, with the respansea of the fermer students, hesd

o

\

Dne hundfed 5ixty—eight currently Enralled students returned the'
queﬁtionnaire.‘ Seventyisix of these (45 percent) had library expéfi—’
ence bgfqre entering the_tfia’iﬁing prggfamg.‘ Their fespénses are .

¥

AR N L 2

32 | .‘ ' .ix’ : ) ’I'x“‘ ll-\ o 2ot




'1ﬁ ' " gummarized in Table 26, L
A . : /

Tablg}i shows tﬁe number of YESPOﬁdenté from e§gh zollggé, their‘

job categafi&s and th21r length of experlence before enterlng a cammunlty

'College pragram _ " The. differenQES in the tatal numbef of fespmndents from
N .

each callege do- nat necessarlly show. the 'sizes of the vafidus ﬁfagfams.
,/ . h i

‘Such factors aS*negligencé on the paLt Qf-thé program éiféztmrs Ea'dis=-
tr;bute the sufvey to students and absences of Students no doubt con=-.
B R trlbuted to the dlfferences. The 1argest gfoun, -as mlght be Expectéd

0 was the gfoup of. 27 (16 1 pércenc) w;th ‘less than twelve mDnths exe »
. B \ :
perlence.

It is interesting to note ghat 22 fEEpOﬁdEﬂES, the secand larg=

o est, group, had more than 35 months expEfiencé- It.is assumad zhat these L
/ ' - L2 : to
: " . Were pflmarlly Glder people who had Bbtained emplnymeng in 1ibfarles,

become intéfesﬁed in-the field, and come hack for further trainimg to

Im‘.

o ~ become. leraxy Techﬁlcal Assistaﬁts; A few haped to- increase their ad*3
aﬂcement DpprtuﬂltleS into ‘the prcfessional lev51 by prcgressing tawafd

;he bachelor'5 degree. he other two: fanges of gxperience, 12 23 ‘months

gnd_;ééBS_manths, need no pafticular cammentg' \

= *

9Students‘ previous Experience ranged fram wnfk as student as—'

sistaﬁts to experiénce at the techniﬁal level. Twenty—seven (35 5 per-
. ‘
cent) were student assistants, 35 (46 percent) worked in clericsl pasii,

s A

tians, and 1& (18 4 percent). had expéfience as libfary te¢hni¢al assis-x
\ .
,taﬁts, orc the equiva*ent. \ . '
For each of rhe 92 dnties, Table 26 '(See Appendix G) . summarizes'
the respgnses ffam all five callegesgac;aréing to the number nf fes—-"
'ﬁﬁnden;s for eaeh pcssible response; Five reé%nnses vere passible, as
» | _fgiléwSE 1., I already had ex%efienggy No tra;ning was needed; H2.  I




/ . . - . . . . ) . . R . ) . .

had gome experience, but I Qgedaq ddltlanal tral ing; 3. 1 had no,

. . . . . ! g
experience and I needed training; 4. ‘I hsd’ﬁo experience, yat_I did not -

- need. training; 5. - None of the above. Responses from the 1ﬁd1V1d al col-

leges are also in Appendlx G (Tables 27 to 31)

T REEPOﬁses of the ﬁurr,,t students on the nEEd for tralnlng are

v’@reséﬁtédhin stlesis,v The table lists the 32 duElEE 1n which SD perceﬁt
. ar;mo%é'éf the current studeﬁﬁs felt they néeded training befcré en;er=
1ng the lerary A551stan€ prgram.l Theil esponses vere either, “I had
'some experience, ‘but I need’ additlonal training or "T had no" Expefience
and’L neédéd Efainingiv (These were mafked by a number 2 or 3, resp ec—

'tlvely, on the questlannalre Do ’ . -

The three du ati for which sﬁudents showed ghe highest need weta

vPé;assify'pamphletsi-Gperate aud1gv15ual equlmen; make shelf lisﬁ C A,
: ' T U

cards (67 1, 64,5, and 63.2 percent respeétively)., Several respon-

dents nated the need far mata 1nstruction in ‘the use of audiavisusl
Equipménti The use of such media iE beaoming mgre impartant\in many

5pécial librarles as well as in ublic llbraries. More sophlsticated f

types of EquiPWEﬁE are beiﬁg prgduced and more . infnrmatign is being

"

reduced to film for easy s grage and access. ‘_ E o 3 o

The g:gup of duties marked by 39.2 - 55.3 péféént of'thé;stuﬁenté .

1ﬁc1uded such everyday 1ibrazy duties as "AﬁSWEr simplé referen:e ques=!

‘tions," "Chegk out library materials to patfans " "TypE gatalag :ards
! " L

f:{ Ergm main entry card," and "Explaiﬁ the resources and Eervices of the 1i-.

4, ".

' brary to patrcnsa" ‘As natéd;pfeviausly, most. af the current Etudenzs had

less than twelve months' expEfienCE;‘ chsver, 49 gtudents (51 3 pércent). ,\,

had over twelve months" and 22 (28. 9 pergent) had mpré thgn thirtyefive :
: _ N _

. . Cot 5
months' experience, Ore would,’ thefefare, nnt have expected so0 many :a

indicate .a need for training #n the basic skillsil'




. SRR x‘I‘JELElg BT T
-~ : JDUTIES FOR WHICH 50 PERCENT OR MORE DF THE CURRLNT STUDELTS‘
o ) . . NEED TRAINING REGARDLESS OF EXPERIENCE :
R TR ,(N?ﬁ)
T . Individuals
K ) N _ Num- x:,PiEf;‘f
oo : R S ber  -cent-
DUTIES . - o RS .. .age
1 Classify pamphlets. - S - 51 67:1 -
78 Dperate audla visual Pqu;pm&ﬁi, ' - “Ai .-Aés §4i5
54 Make shelf 1ist cards ST N | T x;ﬁS- ;ﬁigz
15 Check catalogs and shelf lists for headiﬁgs-A; 1 S ;45.= 59.2 .o
7 iQfganlze and maintaln 1nf3fmatiaﬂ files S ':'  44 . 57.9 B
13 Determine supplles -and Equ1pn3ﬂt to be purehased " - 44 355739
62 Use indexes.and" catalags for locating detailed : A
‘bibliographical 1nfarmat1aﬂ far verifying book - B
o 'cfders: _ SR » ‘. 44 57.9
T .77 Search far 51mple trade blbliogfaphical data Co 44 .. 57.9 .
. - 12 aCheck tfsde blbllogfaphles for order infgrmatioﬂ ' 43 _ 56.6
| 50 ﬁType book cards and. pockets 7 -, ,‘.* 43 56.6
72/ Answer simple reféerence questions- A 43 56.6
75 Tfpéicstalag cards from main entry cards - - . B 43} 56.6
lS :Check out 1ibrsry to patrons o ’ P 42 55.3
fQIQPlsn ahd supervise bock iﬁ%entaries ! ' ‘1'* 42 | 55.3 o
28  Explain the reséurces aﬂd EEYViEéS\Of the library ' ;,';7 \,f', o
G C to patrons - } S © .42 55.3
 jn - i SS-;SEhedulevand féEOfdrlgaﬂé of guéio—visuél matégﬂa;sf'J 42  55$3f
'f”x"' 23 File ratalag cards _. | L ' o :,41 53.9
R St 27 WCatalog fiction with minimum sgpérviéipn "j.= o 41 . .53.9
| !_ _ 1§ Inspect films or records for éésfjﬁf'ﬂamagei , 4D~ f52;6
) 25 Select titles for inclusian in bgok lists . - - 40 52-5‘
. 36 Supervise pamphlat and ciipping files ' . 40 _ 152f6
*XSS Process added copies and new editions o _ N éQ o 52.6
‘ 14 Plan book displays o S o 39*. '51.3
18 Plan and conduct story hours: ‘ I " 39 f.51.3
\ 'ZQ Prepare material for binding; ‘ : | x\ S '_-3§ 51.;-

*SEE end of Eable o

, . . B ) R . . crLt e
! : . o . : - oL P T N
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. DUTIES .

N. 777 TABLE 15 (continuéd

. Num-=
-ber

'Eéf;
cent~ *-

- age

. |
83 Progess baak reserves

4 =Halﬂtaln/;nter—11btary lman rezards

{ s

79-'0p2ﬁ aﬁd ;Qllate new books

i

£

|

_Check Qfder cards Wlth haldlngs and/ar Dutstandlng o

‘-61 Latter and 1sbe1 bogks

"31~'D152harge books returned from 21rgulation

57 ~Assist in taking: book 1nventary

t program:

a&diéfbnalztrainiﬁg_

39

.39
39

38
38
38

38

51.3 ﬂ*"

51
51 3
50.0

BSD.DF,f

50.0°
50.0

e the fraining needed before entry into




. A o e . e
",/ f'qz . >, l’ TABLE?16 L :

/ SN A ; ) .
/ " ..~ DUTIES FOR WHICH THE CURRENT STUDENTS © . © |
A DID NOT NEED TRALNINE* REEARDIESS OF EXFEE]LNFE R+ /T
‘ _,E{,?Eﬁgéj * ;"1f~: N fﬁ L f A B A * Ind;q;duals;:
- / . Cpuries - v . % Num- Per- N
T A s : _ : AA o E - . ber cent-’
" '_ . IR ij;;f;' R e o _age
N ii::'S lEQA publicity materials - : » i L 46-'.651?
, ;—V;E pl,iﬂ Ehé rrangement uf the llbrary : ﬁA;_ o - xi;Sf: SD-T -
} :Tlee patrans dleCthﬁEl 1nfafmatlon _’f \:f :,  ! :&37’ 48;7A .
/ 4 ;Paéte book plates, pDckets,.date Sllps in boaks .A'T_L" 37‘ 48.7
g A_:A Explaln 1end;ng fules S e o o o _-3@13;57;47'
s { ,'5 Shelve baaks ‘for flle pamphlets or other similar Ai;'f Co i‘;,:,~
e ;Jvmstgrlgls o . e S 1 j 47.4 :
| f A?:ll . Sort, fapén or distribute ;n§0m1ng mali'and packagé;v lfkf 351; 46.1 TTT;J{A
AJ ,:;igzy SgPerV1%§ order and appearance of shelves v : 35 !Aéé.;f:~’
1% - 48 + Read"“shelves or files : . , ‘A“i S 34 ;:4427;-
. .31 .Dis\ harge books reﬁurned from c:rculatian e N . §2ﬁ‘ 42:1
: 80 ‘ISSE% overdue qptlces . T \1<=_ FAA L - i~3@j“;39;é‘A~ o
30 VRemove cards from catalog and shelf -list when ' .
.fw1thdrawing lost or worn out materials ' : -
Ei Hake posters ; L . ) ’
8 ‘Check ' out, library mateflais to_ patﬁgﬁs : !
i 64 -Find; spec iflc—baaks cn théiéhelves for patrons
66 R pail worn out bocks or ogher worn library
ater 1515 , : : - ¢ o A v :
88 _Type and' verify filled book cards , N a 3ss
23\XF113 catalng Qards . gx : ¥~a"- ">” " . :'56 34 2 A. RS
87 ‘CGUﬁE and record’ circulatian statistics,w;':hﬁ;A;:“m;&;  %8 34 2
2 Schedulgxshelf reading‘ . ' g
50 Type. EaékAEards and pockets’ L R o _1‘2:& ‘32.§ o
52 Register new borrowers E. , - ”: : o S Z,A' 32.9
72 Answer ‘simple reference queati@ns : S ”‘  .2 32,9
75 Type :Ebﬂiég cards fﬁpm main eﬂtry card = o X;ES:f 32i9‘“'
10 AAEf%ﬁgE bulletin baardsland ﬂisplays o 3 . B ‘ ) 24 ° Sisé"
! [ *See end af table . i ' ‘ L o
L \ 52 ot T
. ;,*‘ ; " L . .‘l\fa?”ﬁ,$1:”~f.;ﬂti§ “y\}:
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.E‘l

? , e
- E £ o o
_*TABL S (ccﬁtiﬁdedf",; ;'_£; ; -
DUTTES' - . Num- - Per-
" ! . ber . cent-
, _ I : I ____age
Be in chsrge of a 11brary Wlthaut supervlslcn o "7i' ce
by a 11bfarlan - i, el R ,%4:, 31.6
-hxplaln the fesaurces snd services of. the llbrary B B o
o patrnns b S o, : 23 30.3
-Ready the élrcula' desk fcr day s wark 25; 36;3
Sort -and file boakﬁchgrge IEEQIdS _ _2§'_‘BD;3
‘Schedule classes in the library 23 30.3
'Suéé}vise shelviﬁg _procedures : 23 . 30. 3
%Asslst in taklng bcok 1nventory : : 22 1 28.9
File arder cards _ 22 - 28.9
‘Revise % ling ‘done by, others o o ';' . .2 57,6
»ﬁglﬁffeaéefs use the’ csfd -catalog B i bl.gi‘ 27;?
Receive and record fine money ‘ i x‘721-~-27ié
Wfﬂalntalﬁ checkllgcs of magazlnes and serlals t 20 25;3
" Take inventcrles nf supplieg and equipment ’ XEON '26.3
Letter. and labl books L 20" .26.3
i;Prépare work aﬁﬂ time schedulés, . : 20 -26.3
{Plan baﬂk dlsplays !_v ) 19 .25.0
Train and instruct new clerical employees . 19 25.0
Supérvisé"é%udentﬁemplﬂyée§.snd:ﬁégeé;' i95=-25:9
. Inspec t'bééks‘féfurﬁei-fécm'Eiﬂééry' 18 23,7
Be -in charge of awdgpartment, such ag Lo T
;Elrﬁulatlan s : : 18 - 4.23.7
-Process added EQPlES and newleditlnns - '181, 23;7
Plan shelviﬁg arrangéments L '{18“ 2347
,Maintain inter—l;brary lcan fécétds o 3 17  22,4
InspECE films ar rezc:ds for wear or" damage ‘ 17 22;4
1Clas§ify pamphlets N '.}E u?l;l
©, Supervise’ subapfcf ssi nal employees 16 . 21;1
-Catal@g fiction with minimum supervisign- 16 _21;1
- Make’ preliminary selacﬁiﬂﬁ of materials far . -
. binding S L 16 21.1
" Open and callate new backs B i,V f .16 C21.]
_i L0 | 3 . , | . / .
;éi?} B
: O -
\‘.._. ' ; t oy
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: ‘ !';g;-’\BLE 16 "(continued) SRR )
- DUTIES . ,Numss Pérs i
. . . . ‘ ! bEf .svgéﬁt_‘;‘ :
: . . - N - 7W;i” -age
86 Type Dfders té deslérs ; --@Dl;\\ T 8] __' -’16 21.1
oo 26 - Select titlés fer an1u51aﬁ‘in‘bg,k lists and‘ A
T S ,v’blbllﬂgfaphles ';. o i\ ' L o 15 -19.7
et 46 CDQfdlﬂaE% wnrk Df parent—valnnté 5 7 ,A";~':§ ,E.!\_ ng?' l§i7
s .55_ Malntaln cash recards L , ' ’ 15, 19,7
h ’ng Pfgﬁ and canduct stary haﬁrs b 15 16;
. - o oy ‘ L

SRR ‘.

o
Aruitoxt provided by Eic:

f;;1 . *The fallaw1ﬁg numbers’ iﬁﬂlﬁaté the tralning nﬂq needed be fore entry ;
.into. the lerary TEChﬁlGEi—AESlSEEHE pragfam. - S - )

1 e.had experlenceqi% ﬁtalg%ng ngeded ', y 
TR AT I

F TBE'ﬁeéﬂ faf traini
lﬁg re 221vad on the j@b was not adequatei (2) 1 bfariessaré

"’Zand h e 11ttle tlﬁg for- tralnlng, (3) lLbrarlana\may ‘not. believé iﬁ the -’

=%
w .
=
I'"
foll
€
-
L]
M
P‘J
3
[
=
H
s
]
[
]
[+"

tine dutles as
4 R tians,ﬁ "Plan book
Loosa o fian"JWEtE iﬁclu&eé

3 toire of each lLbFary Emplayee. SO A AT

lE) ranged from

: enﬁry—lével, cler

Cap

~

basic skllls may 1ndi g e that (1) the train-. -

/

1 \.
’he

:.7 . Vv i . - o: . : 1 A !
’:Wﬁlcal As Slstant or: Student asslstant cnnzept,,or (4) stua S

Lo - -\

”p fiEDCE to a: single facet cf liﬁ‘jj?'

.

wfheféfﬂfé,rnb'l xpnsed tc a\:ariety of‘ﬂliﬁrarsyi
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!_;a .1\
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I“ the “3§t=§fﬁ p of perzEﬁtages, 53. 9 - 50 O\per;eﬁf 5 uch’

\

ffilz/ Ealag csrdsm f”?récesél déd pies and new Edi_;p

! I

o
i

isplays, aﬁd "Bischafge bgaks retgrneé ffgm gifgula,‘

/

These simplé, ba i
Y

i

E,sks shau;d be iﬁ the reper—{K{é-
. ‘,‘7 o . - g ' R
The‘dut1es that students mafked as nnt needing ErEiﬁing (Table ‘;

|
the highesL pergentage (50 pEfEEnt)‘fDr relatively Eimple,

/ ical tagkg ta 19 7 percent fnr the mare difficult tasks



#
. \ :
which are subprofessional or Library Technical WAssistant duties. Only .

50 percent of the respondents said they did not|need training in how to

"Explain the arvangement of the library." It ELF ms that cTnser to 80

percent would have learned this duty. The same Tlght be said for the
: : ) .

. succeeding eight duties in Table 16. However, 2? students (%llghtly

1

Table 1).

m

|

over one third) had less than lZ months!' of expe % nce - S
s . : b
: |

The gf@up of duties that fell in the range of 382 - 30.3 per-
cent in Table 16 were largely basic skills. Therefore, one might hévef

expected a high'percentage of respondents to say that training was not
nceded; but only a low percentage said so.” Possibly many of these

:%kllls go unused in dlffefent classific {ons, Although empléyEés may

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

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

- pecially Uﬁgxﬁéstéd in response to task 17, "Train and instruct mnew
clerical. amplayees
Thlrty 31ght point two percenc said that they dld not need

'trainingi_ However, at the 1euel at/which studen! are Emplayed in

11bf311§5, tESPOﬂdentS may have felt they would not have thE Qppartunitji

to perfdgm this function. Dthets, already emplayed and know;ng that they
. . / | _
did not péffcfm this task, may have misundars ood and sald that’ they did

|

|

I

i

I

\

not need tralﬁlng, or they may haue felt that thgy already knew enaugh

L

to train new cleflcal employees.
- . . . ‘

_The iast»raﬁge of péfcéntages (28,9 - l§g7\perc3ﬂt)‘was largely

,for su bprafe§51aﬂal or lerafy Technlcal A551stant duties.: ﬁogicaILy,

these duties would be those in which more Efalniﬁ’

~emnloyers to the checklist of

was ﬁEEdEd L e

40



32 and 33-respectively). These responses, however, have been regrouped
into nine library-aetivity catepories and compared with the respo onses
made by current gtudents. The nine. catéparies are shown in Tables 17
through 25. Each table presents-the number and percenfage of the res-
pondents who needed additional /training, who neceded the skill for satis-—
factory performance on the present job and who needed the knowledge as a
v . L / -

. . 'l
cont inuing education opportunity.

The terms "duties" and "skills" are used interchangeably on the

various tables. Following édach table, the more significant findings are

'l
[
i
~
(=W

~ The first job gréu_ for duties is "Organization bf Materials,"

as.shown-in Table 17. Th¢se duties pertain to the ClaaSLflcatiDn aﬁd
- = - - - : I »
cataloging of 'materials in libraries« j

Out of ‘ten items in this category, current students responded

/  that they needed-training in seven (See Table 15). The largest percent—
[ x :

' - age needed Eraiging in ¢13551fy1ng pamphlets. Employees and empl@yers

o Lndlqatéd Lhat Eh is is not '‘as necessary for sﬁclsfaﬁta}y peffnrmance

\ ’ : S Lo / , ,

b as some’ of che othersf Thirteen percent af the empLayees felt that they
. o . 7 | o N | By

~ would take it as a earnlng experience in Qgﬂtlﬁuiﬁg-EduEéﬁiQﬁf This

' N : L
may be because thiy task 15 often relegated to professional péfEGﬂﬁEl

=

rather than to subpr

W
m
m
.
o
o]
v
=
W
p.a‘
-
]
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mr
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W
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=
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fewer than 50 perce of /the current students felt traln1ng was needék\

M’”f‘

. However, one of the

g
[w]
UJ
[

em@vecggfés fr@m gétal@g . . ") was felt

/:sﬁéeded;fér satisfacto \wf performance by 64 percent of the emplcyees and
\ ,

v 7 c B .
by 72 percent of th ploye r Ihis categ@ry iﬁciudgﬂ an imp@:;ant 1ist

A 5

1
r :
\ of duties és'lnterp%éﬁgﬂ from respenses of the three groups. Inaicaéians
i mlghL be that most ff these dutles shculd be Emphasized in- the ba

3 - 3 ; i . 3
[AFuiTox provided by ERIC - . N < i e ; . . i : .



CMBLELT
-
| ORGANIZATION OF MATERIALS; A COMPARISON-OF ﬁESPONSES
y BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EBELDYERS
g -
| CURRENT
= STUDENTS
(N=76) .
Needed Neaded for Continuing Needed for  Continuing
Training  Present Job [ducation  Present Job Education
11 Classify pamphlets 5 67 53 L o o1ou N b1
15 Check catalogs and shelf lists for ;‘ . o
headings o 5059 8. 4817 100 21 W W L
23 Tle catalng cards . % 51 08 63 6 -4 64 0 10 1
- Catalng flctign vith a manimum \ o _ |
e gupeﬂf’l&iutr R , o &154”’*50'“"29 27 4o 24 26 18 20 |
29 Order Library of Congress or othef _ ‘ o . | | :
printed cards o VAN VA 22 22 13 50 54 6 7 !
1 30 Remove cards from catalag and shelf ” | |
" list vhen withdrawing Jost of worn- P ‘ ;
E out- materials N 0% 100 66 70 4 66 T2 2 1
) hssign Cuttet nusbers | YR A BRSNS T R VARRS VRS U LA U
53 Process added copies and v editlons 0 53 112 . 66 i; 6.5 % 1 8.
Make shelf 1dst cards g6y o 689 s s8] :
75 “Type catalo cards Fron nain enffy | N f' ' ‘lf - -, B
card - . N 5% 6 4. 61l 66 6 7
o | =
.98
A -
1\ I N
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Library Technical Assistant courses since they are considcered necessary

for satisfactory performance on the job.

]

scond category of duties as shown

r"ﬁ

"Clerical routines'" is the se

~in Table 18. Il is area cangainéd-a number of logically expected, gen-

eral clerical duties. It excludes such skills as typing and filing where

es are the primary duties; even though in- service

\r“P

COmMmon b

w
s

ne

o
0]

pr

training may relate’those practices 'to library situations. \
. 2 3 I

3 ; ~ Table 15 indicated that current students needed training in two

EEE

duties out of seven in the work activity of the library. The largest
percentage néeded!train%ng in "Determining supplies . and equipment to be
purchased." Emplmyead néedéd only one skill for satisféctafy performance
on Eheir jﬂbsi namely, "Assist in taking book 1ﬁuéntcry,v Emﬁl@yers
rc%ponded that only thféE!Df the dutieg were needed far qatlsfartary
“pefformance on the job,. Iheigwere "Sort, Qégﬁ, or distribute 1§§Gm1ng»

mail and” packages,' "Assist in taking book inventory," and "Take inven-

&

tories offﬁupplies and equiﬁmenc," Employees and employers did not see
any need for cantinuiﬁg education in this category. The low response

by all three caxegcries may be because so many clerical skills can be

learned on the job.

-

The third job group is "Audiovisual equipment operation and

se i ction," as shown in Table 19. Out of four items in this category,

current students said that.they.needed training in\three of the duties.
Kone of the skllls was thaught necessary for satisfactory performance

\.

5

by 50 percent of the emplayé&ég This may be because only 37 percent of

o ~ r the respondents worked in school libraries where there is more emphdsis

. on ‘audiovisual media skills. Empl?yefs'respéﬁdéﬂ to two skills as
needed for satisfactbry job perfcrmancai They:Weré'“iﬁspéct films or
o : I 1> 5

ERIC ™ . e

Aruitoxt provided by Eic:



TABLE 18

CLERICAL ROUZINES: A CONPARISON OF RESPONSES I
BY CURRENT STUDENTS, BY EMPLOYEES,; AND.BY ENPLOVERS

CURRENT ' | ﬂ
STUDENTS EMPLOYEES BIPLOYERS
(N=T76) (N=l71) (N=92) |
© Needed  Needed for Continuing VNeeded for  Continuing
Training  Present Job Education  Present Job  Education

| s~z
§
="
o]

£ — — —

DUTIES No. & Mo i N k0 Ko
11 Sort, open or distribute incoming o I o
mail and packages ’ 20 8 B o6 4 65 m 1 1

13 Deternine supplies and equipment . ,‘ |
to be purchased = Wosso 8 4oue Lo % N oL 1

32 Prepare payrolls ' U M, 9 -n~}m5_c—201ti~l2, AﬁLO-;-J.lif B

5 ‘Pteﬁare statistical. reports, other - . .-
than,cirgulatiaﬁ;statistiés B = o 60 3 21 12 21009 W2,

5 Maintain cash recbrds . - 8 3 %6 W U8 M)A 4
-5 Assist in taking book inventory 3830 106 ) 62 ,Il 6 70/ 76 1 1

59 Take inventories of supplies and

equipnent - R R IR 57-*5 % 1 1




TABLE 19

|
|
-
k
|

"~ !

- AUDIOVISUAL EQUTPMENT DPERATION AND SELECTIDN A COMPARISON
'OF RESPONSES BY CURRENT SIUDENTS BY EHPLQYEES AND BY ENPLOYERS

DUTIES

Inspect £1lng ot records for wear
or damage !

Splice film

Schedule and recotd‘loans!aflaudiaa ’

visual materials—

* (perate audiovisual equipment

W53
e ds W

"~ CURRENT a | |
STUDENTS PUDNEES ENPLOYERS
(N=T6) S (N7 (N=92)

" Needed Neaded far Cont inuing Needed for  Continuing
Training | Present Jcb Bdueation  Present Job ~ Education

AN B Mo B No. b

% (0. 6 52 3 11

R R U L

7T | Ny R A N S T : 1 3t
TR TRNE YL RS R U e S
f i -\“
t N
| | | ,
|
|
’\\' A!\
A :
’\




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

"visual materials." The two latter groups of respondents again said

that none of the skiiis in these subprofessional activities were necded

for continuing cducation. It ‘can be deduced from the findings that

skills in the operation of various audiovisual media were not needed in
» o . : . _ 7
“ : “ . "personnel management" is the fourth category into which duties

n

all types of libraries.

/ have beéﬂigfouped, as shown in Table 20. These duties dealt with the

supervision and management ‘of various activities. Current students

shaﬁeq that t%ey needed training in one item out of eighteen in this

‘cat ég ry. "Th&swduty*waSWHPlaﬁ%and supervis; bggk inventafieéi" ‘Empléy!

ees responded that they needed three skills for ssgisféctgry pérformance

Dﬁ their jébsi Tﬂaée vere, ﬁScHaduie shelf reading,” "?upérfise order

and appearance of shelves," sné JSupervise studentre%pléyees‘and‘pagesg"

. . . , . : o

‘Employers dlso said that.three different skills were nEedgﬁ‘ih the 8 co =

L supervision and ménagemént of sub?rdiqéte pé%SOﬁﬂElg.JBOEh;eﬁpleéESiand |
and employerg.naﬁed'a need féffa-subérofessiaﬂal to be able Eglsg;erviSE'\

_ " ‘:@£derjanﬂ éppeargnce Dfrsﬁélvesiﬁ Tha skills a subngfegéicnai‘ﬁaulé.
need fpf caﬁfgguihg éaugatiaﬂ were naz'sﬁgwnﬁby respcﬁaéﬁtsAiﬂ tﬁisiJ

L

.:catéggryi ‘About a faufth af bath the E'pl yees and employers, . hnwever, ' A

:'agreed that to "Superv1se clerical wnrkers WQuld be a hélpful lgarn;pgA

experienﬂe.f Ihe data rei ezl that all three respéﬁdént g ups were re-

-

®. © ' .luctant ‘to indicate a need forsskill in this area. Thié'may be because’

supervision éf subﬂfdinaté Pérsonnel involves valu judgment and, in

EDﬁVEﬁthnal 11bra sg.bérdefs aﬁ a prafessianal act &
T@e fifthggraup of ‘duties is fécqui%itian‘éffmééériaié";fTéble f

21). The duties iﬂiﬁh;s llbrary aEtiVlty'feiatEa to geueral acqu uisition

ERIC -+ . e e Ty e e

Aruitoxt provided by Eic:




i
TABLE 20 ( “‘\\
PERSDNNEE MANAGEMENT AND SUPERVISIOV A COMPARISON OF RLSPDNSES
BY CURRENT STUDLNTS, BY EM LOYEES, AND BY, EMPLOY*RS
X 'CURRENT : S '
T STUDENTS . EMPLOYEES - EMPLOYERS
‘ {N=76) (N=171) SN (N=92)
Needed Needed for = Continuing . Needed for Continuing
Training Present Job Education Preserdt Job Education
© DUTIES No. % Mo, PN % Moo % Ne % .-
Schedule chelf reading o8 s 9 s 45 sy 4 g
; ) v \ .
Plan and supervise book inventories 42 . B~ 75~ 421 12 23 1 25 21 23
' J\ . "\t . ‘ \\ .
Supervise sub- prefeeelenel - e ) _ v S
employees 36 47 g %a 6. 15. 28 30 | 2% 2
: : \
Train and 1nseruet new clerleal : ' - ! , ,
Empleyeee L k) él' 74 C 4324 14 c30 33 29 32
Revise filing done by others 3749 83 913 8 w043 1w
Supervise order and eppeetance of _ T R , : \ y
shelves ¢ 27 36 93 . 54 8 5 .65 ‘\\'715 4 4
Supervise pamphlet and cl;pping N ' 7 , N -
- flles - _ 40 43 51 0. 14 8 29 R 13 14
. Revise eeteleg eerde typed by e;ﬁer% 28 31 57 33 14 8. 32 35; , lﬁv' 17 -
Supervise etudent employees and ot ; - 7 v . \” e
pages ‘ ) 34 45 87 5122 713 44" 48 V13 14 o
Pertlelpate in eeleet;ng elerleel ! - o o / : ‘ ' =
staff” S 26 34 15 9 30 18 9 .10, \:22 24
" Be in eherge cf a department, euch . ' S : 'E ‘ e
as circulation .30 39 4 127 29 17 260 26 38 20 - By
' @i Ao
[l % . o “'.LI:'
. v s : 5
66




© TABLE 20 (continued) i o
COOUREN T
. STUDENTS . EMPLOVEES PLOYERS

S e )
Needed  Needed for Continuing Needed for Conit inuing
Training  Present Job Iducation  Present Job Education .

1

]
o

OIS T N B TR T A

Oy speise el workers . 1 % % o 0onmonow B0
- 65 Supervise shelving procedures - .31 AL~ 78 6 10 6 4 52, 9§ W | :
- 68 E;ﬁlﬁhamiﬂmawﬁegﬁkf | | | S v
information files T U SRS B SR LA

i
i

6 Plan sheiving-arrangemen%s“ SR T A P VU B L VRS

i

o =70 Be in charge of a library without , | B 'N S - L - | ‘ff
0 EJL? * supervision by a librarian o9 %m0 2 1 6 8- 0 -

0 Swpervise fnterlibrary loans W 45 Mo W2 10 B TR VR
90 Propare work and thhe schedules 2% @ 45019 a1 6 1T 18

: . . o
’1 : i : ) . i . \




- ACQULSITiON.Df'HATERIAEEz A COUPARISON OF RESPONSES
Y CURRENT STUDENTS, BY EMPLOVEES, AND BY ENPLOYERS

. DUTIES

11
'
i

5 Vaintain checklists of magézinez | -
| A I (R
2 Check trade bibliographies for | E

and serials

order infornation

or outstanding arders

Use indexes and catalags for. lﬁtatlﬂg
- detailed bibliographical infornation

_+for verifylng'bock orders

]

. ?af:icipate'in book selection -

. meetings

.76 File 6rdErfcardé

77 Search for sinple trade biblfo~

K graphical data

2 anlluw up .on nutstandiﬁg nrders that

* have not been pruperly filed
86 TypE nrders for dealers

CCRREY |
STUDENTS . " EMPLOVEES

(N=76) . (NelTL)

Needed Needed for

,Cantiﬁuing Needed f@r
Educatiod

| EHPLDYERS

[

Ttaining  Present Job

R, d Egif’ 4

Cueon @
Check. aqﬂef cards with haldings and/ o
T L I

6 B

364 50 W

0 80

WS o %

S Y TR T 1

Yo,

lﬁj.

U

L

o
11

\
Presene Job

e
 Continugg
. Mucation
==,»_f‘iw.
:?é ! b
0u
3,8
‘?'i ; |
6 7

noy




91 Clain missing'iSEués of magéziﬁ&sx

DUTIES

89 Check lists ﬁf_ﬁaterials.EQf pur-
chase with catd catalog ¢«

| 92 Verify and apprva-invci;es,

L ¥
by
[

©BLE 21 (contified) o p

~ CURRENT
. “STUDENTS

Yo. 4. M.

“l ol 6 W B 5
ERCE
L RN S VR

M

o
' 3

¢ BpLOVEES 0 EMPLOYERS
Neededor Continuing . Needed for - Continuing
Present Job Educatdon - Present Job Education

(§=76)
Needed
Training -

ki
o

[l

No

;o

P
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Processes common to ﬁ@st'librariasp Out cf-;WElva iteﬁs,in this see-
tion, four duties received é~5@ PEYEEBEUEESPOHSE bybﬂur%ent‘studeﬁtéQr
They were‘  'Cgegk tfade blbllographles for Dfdéf 1nfgrmstioﬁ, ChEEk
Ofdefgcafds w1th thdlngS aﬁd/ar OutstandlngrardEfS," "Use indexes and

e

catalags fcr flﬁdlng dEtallEd b;bllographlcal 1nformatign,‘: The 1atter

two dutles-f2251ved a 58 percent response, tha largest in thls group.
!!So skill listed téceived a SDxpercent.respoﬁSE from émpléyees in ghls

‘area. EﬁplcjefQQ hgngEEQFSQQ ;ﬁejnééd fbf five skills fof_sétisf;;tbty

performance on the ch fotrggbprngSSlo 1als in tﬁis:caéeggry; jngse'

were: "Haintain ;Eégklists of magézines and Eefiéiéj“ "Check order
céfdsvwitﬁ hoi&ingéfand/éfvoutstaﬁding=érd;rs," “Filé order cards,"
."ggarcﬁ for .simple trade bibliogréphi:a; data?"-"Txpé orders for dealers
!_and élaim mis%iﬁg issﬁes éfvmagaSinésiﬁ 'fﬁgéééstiggij;:cuftéﬁtfstﬁ—
dents and éﬁplc&ers agrééd on the need foéitWE af{iheuséme:dutiéé_
These wére,."Check order cafds with holdings aﬁd/ét 6ui§tanﬂinévofdefé
;feceivgdﬁlaﬂd fSéarQh,EO' imple trade blbliggraphi;al data."” fhe S
fif%t item rggei#ed a Sl percent fESpGﬁSE fr@m both gféups.‘ No skills :
réeéivéd a ED;péféent TEEPOHEE, indicaﬁing a significant need for zon—
_ tinﬁiﬂg éducatioﬁ éﬁperienée.. The 1ow percentage ;f responsa from |
 Emp1Dyees in this 1lbrary activity to bgth skills DEEdEd for satisféc-;
Lory perfgrmance on the job ‘and con*inulng education experien:es as
suppafted by thé data may be because this repandent grgup'was ﬁgt'
,wnrking in libr;ries when these skills wguld be used - by an entty level .
subprafessionali They ate skills that requife either a highéf level cf
‘judgment or they were dutigs that require t%chnician?type traiﬂiﬂg.
.’ In general, emplayers sgated that subprufessianalé needed skills in the

' more routine processes of \acquisitions, exclusive of participation in’

| w3




i = F - :V' ) —. l\' - 3 _ & ' & _ =
book selection meetings, and how to verify and approve involces (See.

 Table 22). :
o X ) ' & _ _
"Infermatlen and client services" is the eixth’eategery of

© duties, as eheﬁn in T?ble'zz,‘ Duties in thle eeetien dealt thh-eup—
plying informetienjend feeilitéting it ,Ee;b Teble,zz eﬁowevthat~ef

the twelve duties in this eetegety euerent students éerked,five iu‘_

whleh they needed t:elning and represented eblilt es 'q ired ef perag

- pro ofe eelcnele werklng in llbrer;ee. _ hlE tebuletlnn was. based on duties

that reeelved a 50 pereent response, which elgnlfled the need feg treln—a

ing, Emplqyeee and empleyere agreed on elght of the- duties end'dif'

. fered slightly on anether skill, "(Expleinlng'the reeeur eerend eegf

vices of the llbr ary to patrene . The employeee and empleyefe both .,
| M VA . »

iehewed a SD pereent eﬁd ebeve re5penee thet eubprofe551enele needed to
. ;

peeeees anly.e;ght of the basic ekiil in. iﬂfofmatlon and ellent eefﬂ’

E)

vices (e.g., "Expleln lending fule end’"Drgeniee and maintain inferma— :

rtien filee"); 'Duciee seven and 72 fECElVEd a 50 pefeent reepense frOm
ell three graupe. A11 thre, grou pe‘egreed that two abilitiee were -
' needed— ‘Dtgeﬂiee and m51ntaln infermetlon files,"éﬂd-“AnSWET eemple

refefence quESEan. e Faf no ekllle did empleyeee and empleyers iﬂdi—'

ate a need for eoﬁtinuipg edueetion by a 50 pereent respoase HDW- — T

o

ever, 46 pereent ef the empleyees would take "Selection f ti;l:e fcf:“ -

‘ 1ﬂe1ueien in book: 1iste end bibliegtephiee as a 1nuing education

expe ’e’ee ‘Twenty percent ef the employere said. it was. needed.fer

&

_eeepinuiﬁg eduestien. ThigElew reeponee may be beeauee thie type ‘of

skill rquiree'extensive value judgment end nde tewerd a professional

activity. ’ ( L
i ik o ., 7

The seventh’job group 1s "Cireculation and Incerlibrafyeieen“

74
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INFDEI%EIOH AND CLIENT SERVICFS A COMPARISDN OF RESPONSES P
BY CURRENT STUDENTS BY EMTLDYEES AND BY EMPLOYERS

K DUTIES

Explain lendlng rules

Organize and malntain infurmatlan
files - -+ :

'

1°Plan and conduct stoty hﬁufs
Explain the arrangement of the
“Ubrary - . .

‘Select titles for - iﬂCluleﬂ in
'bonk lists and bibliographies o

Explain the resaurges and seryices
of . the 1ibrary to-patrons - -

Help redders use the card catalcg

'Schedule Elasses in the library

“Find spezific‘bﬂgks on the ahelves ’

for patrnns

ZMWQEMﬂEEEEMEW§dMSX

Make indexeslgf special pateridls

TABLE 22

* CURRENT
STUDENTS
(NeT6) -

Needed
Iraining

BRLOVEES
e

Needed for . Continuing

Pregent Job

:_ﬁguzatiﬁn -

- EMPLOYERS
, (N=93)
Needed*for /, antinuing

P:esent Joh Educatiﬁn 'la'ﬂ

Give patrnns directinnal infgrmatinn .

No.
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A

(Table ;3) DutiES-Jn th1s grgup felatéd to genefal ptocedurés ln :
: ' ' AN ﬁ’_f;J
*ﬂtal legulatlﬁn zcntrcl 1nclud1ng lﬂtgrllbra.y loan pfﬁcedures

Table 23 llsts 14 dutlas in thls 11braty act1v1ty ' Faur of the dutles

percent or- mdte of the current sﬁudents They
: N

vere: '"Halntaln lngerllbfary loan feccrds " "Chack Qut llbrary materlb\

-,
R

wEtE fESpDndEd to by 56

als to 1:::52rcilr'u;a:,'i "Dlsbharge buoks :eturned ffom :itculatign, and

"Prﬁcess bﬁok resg*ves. . Emplayees sald they naeded niﬂe uf the Skills

&=

fcr satlsfactgry peffmrmance on th21f present ijE Th se. are shown gl s

2 85 and 87.{ THE em—' : m

on,Table 23 as’ numbers 8, .31, 38, 41, 48, 5L, 5

players Tes qu d. all -but: fE éf h kill as eded for satis{ac—x

f
M

torv perfcrmance on the ng This sklll was . "Verify bibl;égrapﬁ;gal

data-fér interlibrary 1Qansi' _All the respnndent gtnups agreed that

i .
. ) Y

twa dutles were needed in, thlS ‘category They were 'ChecE out library

.'materlals tm pacfans and- "Disghafge books raturned from eirculation._

Emplgyees and current studen;s 1ndicated a need. for two Df the same:

skills. They were: "Check out llbrary matefials to. patrans and “Disgb' Sy

xj i . ghéfge books returned. from cir Qulatign..; Hawever, emplnyses snd em-
ployers were in- agteemenc on. eight of the skills 1isted , These 5kills e

‘are shown on Table 23 as ﬁumbérs 8,31, 38, 41, 48, 51, 80, 85. There |

: was no lndlcaticn of need for cantinu1ng edu¢atlon in this area. = -

s . -

gW?: S . "Mechéni;al pfacessiﬂg and. TEPEif @f matefials vls in the

eighth categnry,_as shawn iﬁ Table 24. ' The nine duties iﬂ this werk

f’ ! activi;y of the 1ibfsry EElatE to. some aspe:ts af boak progessing ‘and »
’ repaif. 'Dut_of this, number, fnur items received a 50 percent- andsabave

. f
" - response- from EUffEﬂE students. ' They were JPrepare material fﬂr bind— L

ing," "Iype bogk cafds and pogkgts,"."Lettar and label books," and

=
o

"Open and gollage new books " Emplayees algg repligd Lhat they needed




AI:Maiﬁtaiﬁ'iﬂterlibrary loans records
"8 Checkout library materials to patrons

_ 31' Discha?gé Egdké retufned'fram

o circulatian

38 Shelve ‘books ot file pamphlets DI
- other similar naterials.

| All-Ready the eirculation desk for day's
o . C 83

R

wotk

©4g Read sheives ot files

| 51 Sort and file,bqék rharge records
5 'Register new borrovers o
W Tssdélévérdue noticvs

83 Frocess book resetves _
o ‘éé Verify biblingraphical data far inter-

~ library loans Caa
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SIUDENTS Co R AR
(ke 76) %,, L T S :
! Needed- - Needed- fur Cuntmumg Needed for 'Ccntinuing'gv‘ ,
_Traim _g Present Jab Educatirm " Present Job~ Education
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. 88 Type and verify fllled bcﬂk e
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P j/’»‘ TOLEL

MECHANICAL PRDCESSI\IG AND REPAIR OF MATERIALS: A COMPAL ifSDN OF

- RESPONSES BY CURRE {T STUDENTS, BY E”[PLOYEES AND BY EH’LDYERS

‘4 CURRENT | b

- SUTDENTS EMPLOYEES LMPLOYERS
(¥=76) (¥=171) (D)

Needed  VNeeded for Continuing Needed for  Continuing
Training  Present Job [Fducation  Present Job  Education

DUTIES Mo. %4 M. 4 M. & Boo ko Noo d

6 Inspect books returned from bindery 32 42 60 % 503 5% 60 2 1

20 Prepare naterial for binding ¥ o518 w06 s b

49 Prepare pamphlets and clippings for S : v _
filing « =, %4 6y ol 1 4 5 6 7

0 Type book cards and pockets 4 51 03 3 2 M@ 31

56! Make prelininary selection of | | "
meetials for bindtng (V% b 9 B 00 H @1

61 Letter and label books W s 5 7 b 6 8 -1 1

66 iREpaif7WGfk out books or other worn ‘ .
gf library materials  " W4 8 50T b 6 6 b b

74 Paste book_plates, packets date o SR . |
slips in books - | B o9 oW 1L 62 - 6] 1

19 Open and collate new books 3 o [X I ? 46; 5012

e

s
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four of the listed skills for satisfactory performance on their job.
These skills were: "Type hook cards and pockets,'" '"Letter and label
books," "Repair worn out books or other worn library materials," and

%

Current students

"Paste book plates, pockets, date slips in books."
and employeces agrégd on the need for sébpréfésgignalg to type book

cards and packgts aﬂdk%c.letﬁef and label bnﬂts, both entry-level non-
pfafeggionai tasks. Employers resp@ndeécthat all Qf_the skills except
one were needed ggrgsatisfactofy performence on the job. Thé'ﬂﬁévskill
Nﬁlskills received a 50, percent res»onse iﬁ‘this‘categcﬁy;f This'may.baA
due ED-thE pgssibiligy'that ali'the skills excluding ﬁumbefg?é are basi;
entfy—ievel tasks:and subprpfgsgionais would receive Dnéthe:job ;raiﬂing
in these duties. |

The ninth job group is "Public relatgdns.''v Duties contained in’

“his area related to both general and specific abilities in maintaining
: s .

: . . L o 7 )
gdod relations with users. Table 25 lists”five duties in this activity-

of the library. Of the five duties, ' current students respaﬁded-zg.only

o =

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

and employers did not agree that this' skill was needed. Both groups of

" respondents did, however, agree that arranging bulletin boards and dis-

plgys was needed by subprdfessianéls’fér satisfactory perfarmancé on

the job. This was the one skill that received an above-50-percent res-
L. T B -
pohsg by both. For no skill did a significant number of the respondents

A\

e

need learning experience in continuing education. Surprisingly, a little

=

less than a fourth of the former students expressed %P interest in

planning publiéity programs aé‘é'continuing education learning experi-

o k]

ence. e 84

7=



A | TABLE 25

. .
PUBLIC RELATIONS: A COMPARTSON OF RESPONSES
BY CURRENT STUDENTS, BY EMPLOYEES, AND BY EMPLOYERS

CURRENT ‘ 3 ‘ .
STUDENTS THPLOYEES ENPLOYERS

(Ne76) (N=111) (N92) ¢
Needed Needed for  Continuing Needed for  Continuing

Teaining  Present Job Iducation  Present Job  Education

DUTTES Voo ¢ . b Yoo b Moo A Mook

10 jﬂrtange Eulletin boards and displays 35 46 9l 53 13 8° a1 ¥ 67
14 Plan book displays S R N SN VRN G B
L N T N TS A A T S R R

0 Select publicity materials pow w9 % 1S

S I R IR T ]

10 Plan pblicdey prograns

67 Make posters

L BS.
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“The ‘responses totaled 245. The most responses were in the "Information

Because the LhLEk1lSt was limited to 92 duties, cach group of

respondents wns asked to 1ist other duties that chey performed or skills

nceded by subprofessionals for satisfactory perfgrmance on the job.

1 i

-es" category of library activities. These included

l"”\

and client servie
tcaching library skills to students, lecturing to an English class,
reader advisory services to children and instructing classes in graphic

equipment use, The ones mentioned—are generally considered to be pro-
g .

fessional level duties as were many others. Other skills were exten-

sions of the duties mentioned. : ) . s
. 5 ) .

The fewesf written Tesponses were in the category of "Material

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

a

- “The duty of "Developing, maintaining, and selecting a reference collec— . -
) =4 PINg, B, H INE -

‘tion for elementary and h%gh schools" is generally cdnsidered to be a .,

.

rofessional dut , whereas "Taking care of the copy machine' is an
y g copy mact

lew

added qubpr onal duty.

& L .
i

It ecan be ﬁsaumed that the dele g ation Df>SD maﬁy peréSEiQnale- - 3§

¥

level duties to %ubpfuf2551onals is because of (1) a shortage of help

m

in the jibfafy, %2) the lack cf‘a fégégnized staﬁdafdizstian'af duties

within the library professio, or (3) a need fo Teclassification of

¢ - "

duties. This lentS up the need:for standa ;dizatién of duty levels and
also for, anequate pr@f2551aﬁal pEfSDnﬂEl to rf@fm=chese important
A : C s

duties.

Respondents were not ask*d to delineate the educational qual fi

<

=]
cations of employérs, but j@b descripziqns were cbtaiﬁed'f:cm 40 EmPlQY‘-

ers. An examlnatlnn of these ij desc 1pt15n5 shows that all ‘levels cf

subprcfESSiDnals need a sound general kﬁgwledge'cf library pfocedutgs.

87
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a

L ? N o » . ) 1
All of the levels required at Jeast an average competence in clerical,

skills and mathematics. Many positions required some specialized know-

ledge in science, foreign language, audigvisual equipment, business,

I
v

ecanémicg, or social work, depending on the type of libréry! ‘tSeveral

iy

subprofessional positions asked for supervisory skills for overseeing

=

pages and other subprofessionals.
In-magt'gagas, the job déscriptions indicated that a strong

l1iberal arts:background would be an advantage. The job descriptions

- : L

R e o N
showed that qualifications for the libraty. assistant category rang.d

from just, an experience requirement, usually 2-3 years, Lo a four-year _

college degree; one required a master's degree for'a library assistant

5y

Lix]
(o
(s

: . . . . N ) 5t R
position. Most required an AA degree or two years of college with”some

library courses plus experience. The clerk -job deac:iptiansffanged

"~

LI .

from é ninth-grade education: plus experience to one year of college,
library technician major, plus a typing-speed requirement. Several -
wanted applicants to be working toward a bachelor's degree. Library

aides were required to have one semester of library training courses

H

with several semester hours in cataloging, circulation processes, Or

It appears that Jibrary. courses are important to anyone who
might plan to work in a library, no matter what subprofessional level

he-or she is applying for and that certain specialties could be an ad-
vantage. A liﬁéfélnarts background together with some clerical skills

&

was almost a necessity.

" For adyénceﬁéﬁt, clerks and Libfafy'Techngcal_ASSistants'gener¥

ally. were required to have various levels of degrees, library courses, .

and/or experience. Experience was usually a requirement in. any .case. *. .

88 v
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It is important that working subprofessionals have access to the educa-

[

tion they need for advancement. Since library subprofessionals are

necessarily required to have an extremely high degree of--education as

compared with subprofessionals in business and ‘industry, this education-
al opportunity must be available to them in many meaningfal forms that
affect the curriculum.
a7
- &
° ?
-
: 7
i e * .
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Chapter 6
SQHHARY, CONCLUSIONS, AND RECOMMENDATIONS

2

Summary

This study attempted to furm some conclusions about a curriculum

‘F”

where lhttle research has been done. The purpo e was to determine the
AN

extent to Wthh L1bfary ‘Technical Assistant students at PCC bfiﬂg pre-

viously learned skills from on- -the-job experlénre into the classroom.

- and whether the curriculum QDUld be so modified as to minimize the:

epe tltlan of prv10U% exper;ences.

FutthefQ the study identified the continuing educat&nn experi-
ences needed by former Students who work in 1ibfafles 1n tha v1¢inity of
PCC and determlned what médlflgatlgﬁs wnuld‘be ﬁecaésary in the lefary

Techn@lcgy Progfam‘tg pfovidE‘cantlﬁu1ng education opportun it”f' to such

emplcye S . : : . 1 ' ' )
Data were gathered by means of ques icnnaifes and checklists ad-

miﬁigtered to students currently enfdlled-at pPcC, to former students, to
;o
1

1lbfaflaﬂ5 and persgnnel dlrectors iﬂ n31ghbar1ng libfarles, and to stu-

dent Gurrently Enté}le at f our other community colleges in the Saﬁ

Gabriel Valley and vicinity. B N
! N .
"For this study, 1107 ;urrent Studtﬁts and Employed former stu-

deﬁts'ffam five c@mmunity co ollege f the San G ;abplglwgggpg§§g;gg_andf

,243 emplcyers (head 11braflans and managers) Ihree hundred thirty-nine

usable current .student and former siudaﬂ,.regponses and ‘92 eﬁ%ioyér

: v ) o
responses were tetu;ped. ®
A»‘: - . - . . R Y
\ . P N
. ’ © 63 7 :



64
: The mailings included a'questio: :ire and a checklist. The

quest ionnaire asked the former students for information pertaining to

L

their employment, while the checklist asked all three groups to respond 'A~WA

r

6 92 duties. Both former students and employers responded on the need {..
- -0 ) ! ' e
of cach duty for the position and whether it was neede: “or advancement.

The current students repiﬁed whether ‘they needed or did not need train-
ing:in the various duties. (There wés five dégfees of response)

S ’ The current and féfmer StudEﬁtirESPDndEﬂtS ranged in experience
from underlgwelve ﬁontﬁs to over ten years. The positions:ranged from

: clerk to 11b13rlan, in public to 5pec131 libraries. This diversity
; , , , ‘

L
sgives, the study a wide range of viewpoints.
hh The first duty category was '"Organization of materials,' which
N . . N . " ; '. . ) ﬂ A =
included ten duties. .Of the ten, over 50 percent of the current stu-

dents felt they needed training in seven. Five of the dutier were felt
by ovef ED percent of the f;rmer students (employees) to be needed féf
theii pféSEﬂt jabsg Whilezsix duties we:e’feit by’ emplnyers to bé needed
for subp:oféséiéﬁal pasigiaﬁé; Both emplcﬁgas and emplayers were in
cloég“égsaémangfgnrthéAski11§‘daedéd,~ Ngifpe;_eiéloyees nor.€mpl§y§r5_-

felt any of the ten were needed for ccntinﬁiﬁg=eaucatidn,f

"Clerical routines" was theAsecogd ﬁatégpry of seven duties.
Current students felt training was: needed ia only twq duties, employees

-fel§ the need fbr'cniy Dné"fgrlsatisfaitory;EEEEQfmaﬁce, aﬁd employers

felt tthE duties. were neede for satisfactory p er rformance. - ﬁéither‘

Employees nor employers %hawed a need for” CDntlnulﬁg education. Ihig low”

‘respanserQgs_ptabably:due to the availabilityfof'onﬁﬁhe—gob trainiﬁé in

these afeas. )

The third. graup was "AGleVlsual equipmeng operatign apd Sélecg»

ERICY . T

Aruitoxt provided by Eic:
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2

a -

El B

tion." 'Four duties were included in this category. Current Studenfs"
said training was needed in three duties. Employees responded that
none of these duties was needed "for Satisfactafy'perfa%mancg, while

melnyerg felt that. two were needed. Dnly about on third of the res-

pondents worked in school 1ibr’ariési where there is more emphasis on
audiovisual materials, whicl may account for the need in these skills
being small.

"Perﬂan el management' was the fourth category, comprising

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

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

N

shows that supervision duties are at a more professional level becaéﬁg .

. of the value degménE'involvedgvyégbprofESSioﬁals,Jhowaver,_dg have

supervisory responsibilities concerning’ clerks and pages. The need for

\; |
continuing-education in this area was not stated.
; ~ The.fifth job gtcupxwaf'"AcéuiSiticﬂ of materials." There

Y

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

percent response fﬁom’guffent students ac being needed. None were:

1
markEﬂ by emplcyees as being needed ‘for Satisfac ory j@bﬁpgrf rmance,:

&

while amployers felt five were:negded. ;Ng~skgll regeivedxengugh résE

B

ponses to show needlfoi continuing education. The low rESp se was

s £

prcbably begause th;T fespnndenﬁ group: ‘was nat wcfklng'iﬁ 1 brarles,

when these SklllS wculd be used by an entry-level subpfaf ional. Théy

v, o

are skills that réqujre 21thar a higher level . Qf Judgment or f&quiré'

ﬁechﬂician training.; Emp l oyers,said that subprofessionals needed skllls
in Dﬁly the more raPt1ﬁe pfOCESSEE Df a&qhistlmns, o
+ In the slxth categary, 'Informatlan and Ellént servi éés;" ﬂaﬁ%

‘sisted of twelve duties. The EUffEﬁt studants showed five duties in

o 95’\ /

a

.65
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L

/ X ’ s*j . . : T . . IR
/o ’,«; : . - ) o . i !' :
; which they needed trainipg. Employees and employers agreed that eight

) VRN : . 5 L ggnas s 1 :
_Gf the duties hefe of a subprofessional nature. Again this might be an : -

; ’ : : - |

EEEE that is more pfofasslunal in nature. _ ‘
f; . i :“
o "leculaLlci and lﬂtEfllbeIy 1QanE was the saventh sty grcup
A | ‘/._

' It comprised 14 duties. Current students felt they needed Lraln%ﬁg in

i 2
1

— /

@

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

present jobs 'by emplovees and thirteen by employers. There was no indi-
B X - i N M ," :

) tu ) \
cation of a need for continuing-education. oy
\ ¥ ' : _
. The eighth category was /'Mechanical processing ‘and repair of

. /. . H B

" 1t consisted of nine dutles. "Four of the duties recelved

mazerialsg
5 - !f '

a SD percent. respo se from Eurrent studantsg- Four 6uties were also

\

-listed by emplcyees as b61ng needed for satlsfaﬂtcry peffdémance on the

/

i * . f : L e ’
job, ’h;l Emplayers f@und 21ght skllls were needed N re 5pcnse res_ ////

CElVEd a 50 percent response in thlS za{ega%y This is prabably becausa

these are entry level skills and cn=the jnb tralninﬁ would most likely o

\ ]

v be feceived. . g' i o : R e
T . L ) , \ - .“ . ‘. i - /
\ . / . _l '

The nlnth categgry is "Public relatlans. Itlzghsiszedgéf five - |

éutiésf Current students respanded G;Eg 51 percent té Qniﬁ Gnefduty,; i ;;

* . and eﬁpiqyees_aﬂd emﬁlcyarslagreed on ane duty as needed for' sgtlsfactéry j{
- i : :

job perfnfmanca vulo skills were shawn fcf continuing\aduéaﬁipgg : R .

. ) / N Lo '7 : G -

.Since only 92 dutlés were listed dn thE*ﬂhECkLlSt EhEEféSPDn§  2

o

. L : dentsgwere asked to 1 st’ other uties that E subprafessianal was ex— ..

i

= pectéd:tg pefformi Hany ‘of these skilis fell at’ the prcfessicnal 1&val,

such ds teaﬁhlngﬁvafiausﬂﬂutiés to classes. .Dthér duties wire,éxzéné ’

\ = A

. = i
‘,/ & . = ;- ; ' . ¢ E ’ = = '
o siqﬂs nf thﬂSe'mentinnedi The lgfge numbar af dutie that aré_genarally

’ --
’ Elas**fled as pt ofes ﬁal dutieé might Ehow a. shartage in staffing,
lack @f standardlsathn af dutles in Lhe library field or . the ﬁEEd far.

i 5 W - R .
B - Y =
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%reélassificatian;gf duties. o ‘ I
The-dgties were dividgd iﬁﬁ@;ﬂine,libfary activiéy areas and %hel

fﬁ e three groups of féspgnéents WETEMEGﬁparEd with,géchfothég;_ The céteg

IR ‘ ; Eorjes were: ;Dr33113atlan of materi 1l %udin%isual equi¥ment, operation

= . T

Lﬂ

selection; Cleri 1 rﬂutlﬂes, Personnel management and supervision;

w3

- « a,d

. ¢ _Ea > . - . - - 4 . ’ ) o i -
VAggulgitiag of materials; Iaf@rmatian and client serv1zes;\€irculat1@5
and interlibrary loan; Mechanical processing; and Repair of materials -

.

R = = ) yoe .
e : and Public relations. The duties were also ranked in order of the per:

centage of need. oo B 5 . [
. ; : :

Eﬁ3c1u51ong . I _ ,

I A . ' ’ - /. ’ H
E ] ;\' . L

- The’ flndlngq Fhaw, first of all, thaﬁrtﬁg-pféseht pattern af e
: - . . i . S

ﬁany students to fépeak in the: classrnﬁm what.théy

i

'instruction fequifé

5¢
;i',‘ have already ﬁastere% on the_jabii For example, a; shown ‘on Tab,e,légi
[ EOVLD 50 percent D£ %he éurrent stud ts *i;h préviaus éiﬁeriénéi
':! N , §h§ir apiﬁicn,gqeedé? na”tgé%ning for éS‘ﬁsixtﬁ—éightipgrceﬁ£§waf'thé 92
. L L N

. o o / ' L

duties were marked a opes for which 50 Eeréent or more of thel students, 4

T

. . fieeded training. T . - - S '%ﬁ_ [
. . o . . . . . . I,
a FEE Y e ~ -
Secondly, iflindividual units of Ehstructién were offered in a. .
- . 1 - : g ' ‘ -
.y different pattern, such rePetltlcus leafnlﬁg could* bE fEducEd A-modu- - L

at’

2

B

3

3 & . e i e

e b iy ' Lo

o

|
!
: , S . , S T
lar approach, as presented under "Récammgndsti@gs," ﬁi%l shéw h%w this
/ |

A car be done., = . L ‘ U
Thirdly, to npeet th o t nulng Educatlan needs of cyrrently em- ¢
: ) ) . * &

= 1

- 2

- ] S - ‘

s =g w—=ployed former students ‘“at least three apprcaches are. neaes53fy
8 : [

o v : _ : s S U -“’t

I ‘ B a. Scﬁe iﬁd:vlduals need whale ccurses ‘as presa,t1y~=¥ﬂ~*'

L) 3t

o ~fferad, | For examplgg iﬁ iha,L : gales Ccfnty Public

ERIC . -
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,g% !// . . _-\ lerafy %yépn ;qyg?ﬁ;ﬁ;& from Li?fary Aide to‘Libraty )
o ';//i - _ . Tughn1c51 A‘ﬂl%tﬂfti one needs'ta éa%pl%te‘two cauf3§s ,g‘f
| / . (six units) of Library S\ZE’U‘L(‘ZE!P - CL f
ﬁl/{f ) - 5. Dthafs Qéediskills>that are QUIEEétly Qovereﬁroﬁly és'
. - / ;:{ ‘; o ain;:lividuél units-within existiﬁg couré‘eéj : .(’I?ab.le= 36 \
,f" t// _ - B f p%éna£x G Ldéntlfl&f the skills that are cuvered " .
§ﬁ5/ : E’ ; ' ; %ngtBEfcurriculum at PGF!)\ . _ ;‘ 7 B " ’ r
/ : . ' - ¢. 'Still others 'ﬁ;éd skillt{ not c:overeci’fa; alll by exist— I
’/j » ' o ﬂ:g-éutfiiﬁla_ These are laqgely write 1n5,' at.thes; " j o
- - a‘ . e d of the ChECkllSt. ! - - o
.Ef i;;l‘: R F;}%H;—: ‘those -duties 1deﬁt:fi?d‘bv emplayets and emplayees as. | :
- o o },a ggbeiﬁg,necésgéfy férlsat; £ ctofy peéfcfmaﬁce must b% 1nc1uded An the ) ‘ ’;‘.Si
_ & ' .
P 1—;:-§: Cuffiéulumg As shoﬁn @n:Tablas 32 and 33, 48 of the/;utigs Wéfé ma;kéd' .t "'
T - \!iﬁjgby 50 perczﬁt or mare gf the emplcyera as nece%sary/f ;éti!féctafy_.  -jf.-
ﬁsjiii peffarmance DnljﬁBD were so ﬂé;ked by SD peszﬂt/Df more pf ﬁhezémsg‘r ; v
, » Elaxges_(T%E;§ 32). fWEﬁt; even_ (29 3/) were mafaadsbyshmth gfaups ”‘;-‘-{‘
s 4 Recommendations : , : ~ T .
: { o | SR gased aﬁ!kﬁéyéummar? and c?ﬁcigfians Dfithé study,’%be fallggiﬂgi oL
: . » | fecgmmendatlans éré %aae.' : . K>\i. E a 7_: f! .! 0 S
e . T —_— S F= "e'\ ] ’ : . S
v o f_i T 1. Th% curr1§u1um shauld be redes;gﬁEQQ;,,that séuéents w1th *i: _“_;,
L .an=Ehe gnb Expvrlenca ‘can. acq ire iﬂé vidual SﬁliiSXWlthDut hav;ng tci . -
:,g-'i -+ take complatefcaurses in each skﬁll they have aiready‘égxa?red.g- K
: ?ﬁ aurflﬁulum shauld be rav1sed to, i éqpﬂraﬁéﬁih? skiils' ; *
o v thé£ aré nmt/now 1§E;E§ed and’ that Employefs and émplnyees have EhDWﬂ : C
. ;E i_  i ‘ére nece 55315 for. satiséaczéfy pexformance.v At PCC,L_hE fallewing skills g
AT . : Pl A £ ! ' :
; ;g;;;@eréilistedfbv Sé;péfcent or more of’the émpl y"s agﬁf%pplgyegsgyyépmmwgi_
_ i'wﬁ i;i'§é$é fo ,d é b_‘abse%t %ram the’ :uv iéulumi :k o -:l' V:
‘ - CT : T ,1‘¢QX;,L'JG-‘ K
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i . : .
24 explain the arrangement of the library.
34 help readers use the card catalog.
53 process added copies and new editions..
: 1
- These should be considered for inclusion in the curriculum.

Another three were listed only by 50 percent or more of the employees,

ag follows:

7 organize ard maintain information files.
- 28\ explain the resources and services of the library to
: paﬁf@ns. - a '

- 42 supervise student employees and pages. T /
e Five others were listed by 50 percent or more of the employers
as follows: " B .

19 - inspect films or records for wear or damage.

59 take inventories of supplies and equipment.
, ,79 open and collate néw, books. .

'83 process book reserves.

88 type and verify filled book cards.

Each duty.-in the latter two groups should also be Qaréfully con— -
sidered for incorporation into the curriculum. Of lesser importance, but -
still worth consideration, are 24 other duties that less than 50 percent
of the employers and employees felt were necessary for satisfactory
pEffDrmaﬁCE:

1 classify pamphlets_
9 ’p]an and supervigg bcgk inventories.
13  determine 5upplies and Equ1pment to be purchased.
17 train and instruct new c¢lerical Emplayé,sg
- - N < . . . . 7
18 plan and conduct story hours. "
21 revise filing done by others.
; o . " 26 select titles’ “far inclusion” in book llStS and b1b119= - o
graphies.
32 prepare payrolls.
. 96
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33 splice film.
35 prepare statistical reports, other than circulation

statisties.

—
i

36 supervise pamphlet and Clippiﬂg files.
43 participate in selecting clerical staff. ' o /
44 be in charge of a department, such 4s circulation.

45 supervise Qiéfiial workers. L ;
46 coordinate work of parent-volunteers. l
55 maintain cash recorvds.

60 schedule classes in the librafy

68 establish and ;uPEEVLSE ordéf information files. .

70 be in charge of a 1ibfary w;thgut supervision by a/

librarian.

: 71 participate in book selection meetings.
73 'make indexes of special materials. :
‘ PR 81 supervise 1nter11brafy 1Qans- ; \
» o f 84 verify blbllngfaﬁh’cal data for interlibrary léans.
- ; 90 prepare work: and time schedules. )

/o

1

Fiﬁally,;the duties employers and cmployees added té the check- -

‘| u‘

list shoujd.be conside far inclusion in the curriculum/ A fallowup
qtudy should be made to. deEErminE whiéh are truly subprofé551 al duties
: /

and whlch are pEffoﬁEd by Eﬂ?ﬂgﬂ pafsannel to warrant,thA;r inclusion
: - i :

7
1

in the curriculum. : e iy ' /

3. Tha ‘course wark in the lerary Technica%/As stant program

“needs to, be d351gned to a;law students to work 1ndé%enuent1y af one

: aﬁcthgr{‘-ﬂna,wayftu‘imple@eni this.;ecémmendatidﬁ isxthfnugh madqlar

instruction.  This éppraach should hglﬁ Eé;fedﬁse'tepétiéiQUS’léafﬂiﬁg

for Librafy Technical Assistant studentg'withﬂﬁrévicus=éxpefianée and.

farmer studEﬂt employees whc need Llﬁrafy Scieuce course wofk for up-

gradlng and updatlﬂg thElr Skllls in cher words, to prov;de apportunity

£}

for cantlnulng educat a, The purpgse of such CBHtlﬂUlﬂg EdUCathn is

)

Aruitoxt provided by Eic:



gt
¥

to acquire new knowledge and basic skills, to update basic knowledge,

to ake a transition from one area of .library service to another, and
to acquire greater depth of knowledge and skili in one specific area of
library service. The module, a pedagogical development in its early

stages, offers a distinct opportunity: to effectively achieve individual-

ization of learning. It is a self-contained and independent unit of

instruction with its primary focus on a few well-defined objectives. A i
ajcr advantage is that it can be{used to effect changes in curficulum
structure. Iﬁ Creager's The Use of Modules in Célleg§=(197l);fhe stat:s
that modules range from one or a few modules 1nsetted into a traditional
course, through complete courses that égﬁsist of 'z prescribed sequence
of madﬁ]ésg to courses ikt offer the student the cheice of a certain
number of modules among a ;argé'sec-gf modules. Re gafdlﬁsg'af\thavcufe
ficuium stfu%tﬁfe,'madules can be useé tslénéble‘a student to master
ski 11 , to éDmpféhEndIZGﬁEEptS or to change sttltudésiJ Usiﬁg this ap-
P L . proach, thé(stud3ﬂﬁ will ba‘able to:
1i_-p rtléipsté in the learnlﬂg process so that his commit-
-ment to the task is likely to be. aﬁhanced s
e - : 2. _have full control of the rate of study and pfog ss
~at hig own pgcé. |
. 3. not éavér materials alraady mlllar to hlm; ;&
4, lessen fa;lute .by mastering Each module é'm 1etely ’

before proceeding to the next.

5. develop a sense of responsibility fur his own learning.
- S

= ]

Modules standi’g on their own Geo not fit ;“Ff the ‘present state'af>cur—
riculum dévelapméﬂt, The colle ge_iL built atouﬁd cgutSesjatherefore o .

within thlS structure of courses a varying arfaﬁgamEﬁt Df modul,s_caﬁ

98
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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 taking a module if he has previous ex-

E

Pri

e and passe

n

eri

\H
I

n a test. A diagnostic pretest can be useful in

=

determining the s student preparation Outstanding performance on the

pretest may indicate that the student need not take the module. The

modules themselves will vary in length and complexity. AithnLgh the
sample of a module in Appendix H does not show any prerequisites for the

module, others would; an example is more technical courses such as cat-—
oo i .

aloging. Modules in which basic skills are learned would be prerequi-

sites to modules that ;gvef advanced skills. Students will be allowed

- ) -- = Ve = = ! = £
to complete a module by testing to demonstrate magtery of the objectives.

A module can contain the following listed components:

Instructional objectives

Instructions

Information sheet
Source and resouyrces
. Pretest .

.- Assignment . v - N .

~N W B L

- Posttest.

“An example of a .module Qn'the Card Gatalog vili bé fDuné in Appendix H.

4. For conti nulﬂg eduﬂatlaj, the modula appfcach may als bé_:

K v

of maduleg b21ng equ1va1ent to a Qéuﬁsgg-aﬂadules'ﬁhEn can;be Eaken in

5 E

any Qfder except that basic modules would have to precede advanced

7 v

ﬁmodulesi (In other words, a studeﬂt could take, at hls cwn time and

%

pla:e, a certa;n ﬁumber af modules that wauld be equivaleni ta a cgurse,

K ~~d

it

then reporc It for upgradlng )

nd
e

Qamgleté the EOufSEr

5. Ta comply
A

h the American Librarx Assaﬁiétiqn LED statement



/
i
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=
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u
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_expected 10 EFfofm aﬁd to déllneate ‘tWwo or t

of policy fééérding éa%tiﬂuiﬁg education in #he "Criteria for Programs
2 S £ i
. : 3 t i . 2
Ij . ) I = 1
to Prepare i:ﬁ rary Teghnjéal Assistant,” prﬁgram directors should pér-
i ] : . . :
iodically ﬁhégk with émpluyérs on the spe 21%1c diities per Qrmed by —

|
support pe?sggﬁel aﬂ% on other upgrading nl /
; N v .

eeds. Even though advisory
comnitteed exist on #gmmunity college camﬁ%ses, they do J
f{

ot necessarily !

,3

check with Empioyet% on the on-the=job tralining. ‘ ;
] _ §

/

- \\W

-~

H

; s I - .

The above ?nnLluS ons and gégamméndgticns were Eramlﬁedéby the
“e ’v s

- lay Advisory Commitee for the lezafy Technology Program at Pasadena

City College "Th%re was general agre ment that tya c@nalusiagé‘andr
i g o ;

i .
recommendations were sound.

This review FSﬁel‘felt'thaq it_péuld be de-

L e . y s
dize the d ﬁiéfiwhiﬂh library techniecal asgistants  are -

51rable to Etandar 2 duties-wh 1ib
v . . S v

i
i

;
il £l
hfee leve 1 of work within

W
the libfary tEEhPlﬁal ass1stant ClaEEiflEatlﬂn.

3

This'is a matter which

J
i

is beyand the sgapé of this study but is one to which the liblar} prc—

fassicnrat laige should address ;Eself,

These '%QcmmEﬁdatipns have been forwarded to appropriate.adminis-

tratnrs at Pas%dena'éicy College as the first step in implementation.

’’’’’ i L o
Full implementftlan will depend upon faculty members finding sufficient
time to develap ard refine the madulé Becatuise of the large amount of I
b S o .0 ) .
it may-be'necessary-far the college to provide release ,;']

t ime requ1redf
time féf fuftféf>dévelcPﬁEﬁt of thevéurriéuLum.' The findings of the—— - _

- | s S
study w11l slsn -be given to. M:. William GFalﬁger ‘'Chairman of the Devarti '

|

. |

ry’ SEfViCEb at Pa-adena EIEY]CDllEgE aﬁd to the Dtﬁér four - !
T i

ment of lerj

directarg af lib:afy*;echﬂélugy programs at the colleges segyed by Ehe' ?
. o p S i .
San Gabriel Cammunlty Calleges lefary Cooperative. ’
P SR U
I ];D() — Y
/ .
/ ;{‘ : . .
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3 '. PASADENA CITY CDLLEEE LIBRARY
1570 . Fast Cﬂlgradg Boulevard
Pasadena, Ca]nfcrn:a Slloﬁ

ok e

',
,
”'“N.

ES
i

Dear Program Direcgtor:

ey,
e .

. William Graingef :aid ‘that ycu would help me w1th this study A »
‘x, =~ . %Pasadena City C?lle we have -found that many of our students are frus-.
' trated hind annoyed at having to study unitg of instruction whach repeat
‘what they have already learned on the job. - This! study will determine

the. extent to which students at Pasadega City- College and Egrra nding
communlty colleges bring relevant Dnathe—job experience to EQE“ElESSii
“The “study will also ?SCEftaln whegher .the curriculum can be;e“

modified in such a way as to minimize the’ répegltian of prior

pEflEﬂEES-- . :

TOOm.

e,

Futhef, the study will 1dentify those cant1nu1ﬁg Educatlon experieﬁtes'

which are needed by employeas who work in neighboring libraries at the
subprafesslaﬂal or ‘intermediate level as distinguished from the cléri-:.
cal -and praf3351gnal levels, and-Wwill determine what modifications” will'
‘be necessary. in the Library sTechnology Program in order to pfovlde con-

e - tlnulng Educatlﬂﬂ Dpprtu ties for such employees.
¢ E - a7 L

" . .enclosed quessionnaires to your faculty. members sp that- they may be .
.ofilled out-in class by your currently. enzolled students during the week
PR \ of January 12-16, 1976 *The quest;annalre may appear to be rather
Y L . ‘lengthy. hgwever, lE can be cample;gd 1ﬁ jusﬁ abOut fifteen minutes.:

= : g " 5 |
’ " |\.;;; =

L "1 am not sure Gf the, exact number ‘of ‘students and faculty members in.
U your prggf&m,*but I am enclosing several letters of: instruction far ,
faculty members and ‘a: quantity of student’ questianﬁaires. If you ﬁEEd
e »»gr_ k e s e 5.
. . Please fetur% the questiannairea and checklist duriﬁg the week of- Janua
by 19-23, 1976, in the enclosed postpaid. envélope to Mr. wWilliam Grainger,

A - more copies of Eltth, pleaae make additicnal ccpies as necessary -‘:
Z'}'

- 81

" The purpose Df this letter is to secuge ygur participaticn in this study e
as a director of a-Library Technology Program. .Would:.you please give’ the’.J

&

' * ‘f
LR . Qhaitmaﬂ, Deparzmenc of ‘Library Service, Pasadena. City Ggllege, 1570 E Et
) Calcfadathulevard Pasadena, Galifafnia 91106 -t D » -
; oL L . ,‘ ek ) 'J E
Sl v . s ‘?? P ,‘ : _'Cargially yaurs, _f;
' |
|

R sk @%; g

“1 ‘ Y Sylwia N. Green
_ e Director of the Study
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"PASADENA CITY COLLEGE LIBRARY -
1570 East Colorado Boulevard
Pasadena, California 51106

ear Fa 1 ty. Hember

\U\

The director Df your lefafyggéﬁhﬂﬂlﬂgy Pfcgram indlcsted that yau wculd-’
help me with this study.. At Pasadena City College we have found that :
'many of our students are’ frustzated and -annoyed at haviﬁg to study units
of instruction which, repeat what they have alrezdy learned on the ng. '
‘This study will determine the extent to which students at Pasadena Citcy
College and suftnundlng community colleges bring relevant on—the=jab
_experience to the classroom. The study will also ascertain whether the
_curriculum can be’ modlf;ed in.such a way as to minimize thé repetiﬁioa
Df prior experlences. : .

o - The putpDSE of this letter is to securé yaur help Wguid'yéu pléase
- ~ disseminate the questionnaires to your students during the weék of. Jan- ..
T uary’12- 16, '1976.  Please have them filled out in class -and returned -to

p : ' < . 1you. Return all quesclcnnsires téo your program director so ‘that 'they” ~
P can be returnéd ;o me duflng the week of January 19 23, 1976.

Thank:you for your coope ration;  It is very importaﬁt to get this infor-
mation during this time period. - )

. !iﬁ*ax. “: ;; ’  : _ Cafdlally yours,x:({‘. b, ;.:;'
Ll e

P o : o . Sylvia N. Green
’ o : S ' - D;Eectgr_af_the Study- .

oo
im
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e

e

L1BRARY TECHNICAL ASS1STANT STUDENT QUESTTONNAIRE

Ansver this questionnairg only
pcndéd, do not mark this one.
Your responses will be hélpful
.improve .the curriculum.

LI . - = .

?1ease;§heck’the faliéwiﬂg‘

1. -

- 20

- “\I,‘_,_‘]w

Are you now WQIklﬁg in a llbrary

If not now worklng in a 11brary, have you done so in

the past? Yes

If you answer "No" to both questlons above, please’ stop'

the questlonnalre_
-t:cmtlnue. :

List the libraries where yau have worked.
© or most recent llbrary job,

.line’ for each job held.

D

R

nce.

1f you have already res-—
rn it to yOur 1nstructaf.

to faﬁulty members who want to

_ YE.‘:‘.;

If you you answer "Yes"

. Ngl

— ——

9

Haﬂd"iﬁ

and go ‘back . 1n time..

to Elthér question, please

Begin with your present.
Use a separate
. - ! i R

2 i " ‘Dates .
S ' . o From " To
Name'cf Library - Job Title QMQIEI): (ﬁc/Yr)

_ = _ = —
=V!f’ ) ) ) :77 1 B 7;7 -

[ o _ T _ L S —— e
‘Respond to the attached EhEEk1iSE ~ After you have marked the que 5=
thﬁﬂElrE and the‘checkllst please return them to your ins;ructaf, ;
' So that we may follow up, if necessary, please give your name' and '
other information requested below: : 1h
,Namez- o _ i . _
R ' C / R
" Street Address: _ - . ) N
Lefeys oo zdp: .
. Telephone No.: ) )
. p e
i
- .
3 -
. ' ’ 5
jv o .
112 *
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Aruitoxt provided by Eic:

“ .. CHECKLISY

ubsPrﬂfzssiDﬁil Dut|:s in Lubrirnes (Randum D}E;ﬁlz o

FOR stheHTsf

Iﬁgy
-1 alr:ady had :xperlen:e Na-ff§iﬁ}ng
was needed. -

2

‘EL
"o
[~%

= I had some E!pEF!EnEE. but. |

additional tralnnng.

= I had rience,

I3

xpe and | ﬁggggé talnliy.
Cfassify pamphlets

Schedule shelf reading ’ -
Explain-lending rules

" Haintain interlibrary loan records
: Hauntaln ;hetklnsts ﬂf magazlhts and 5:rlals

Qrgaﬁl;e aﬁd maintain !nfarmgt!an files
Check out library materials to patrons
Flan and ‘supervise book inventories

- Arrange bulletin boards and displays

*Explain: the arrangement uf the
- Check arder cards, with haldnngs and/or, out=

Sort, open or dlstrlbu:g ln:umung mall and
pagkagss g

Che:k ‘irade b!bllﬂg?iph|es for grdtr information
Erming suPplles and eﬁuupment 1o be. pur:hased

oet

Flap hook displays ¥

Check catalogs and shelf Insts fnr headings
Supervise: sub-professional employees

Tra|n and ‘instruct new clerical emplayezs
Plan and :anduﬁt story’ hours

.Inspect films or records for 'wéar or damag:

Freparc materi;l for hlndlﬂg
Revise .filing dane by others
5up:rvrs: order “and appearance
File cataleg cards

nf Shel \Z-11
- /7
|Ibrary

- standing orders i

Catalog ficticn with minimum supervuslnn g

“Splice film

Select, titles for inﬁlusian in béék |istsd_;

and bibliographies

Explain ‘the resources’ and _services .of th:
Tibrary to patrons s N B

Order Llbrary of. EQngrE§§ ‘or other printed cards

Remove cards from catalog and shelf list when
withdrawing lost or worn out materials
Discharge: books retufned frnm circulation
Prepare p-yrells

I8

Help readers use the card :at;lag g e F
Prepare. statistlcal rEports,- nthgr than clreus
‘lation statlstics - - :
Supervise:pamphlet and Ellpping files

Reévise catalog cards typed by others.

Shelve books or: file pamphl:ts or nther
‘similar materials. ; : =/

Assign. Cucter numbers

Plan publicity programs’

Resdy ‘the circulation desk fnr day's &ark
Supervise student iﬁpiay-i; and pages

Participate in selecting clerical staff .

Be in-charge of a department,’ §uEh as elreula=
tion

Supervise clerical workers

Coordinate. work af parent=volunteers

Select publicity materials

Read shelves or files

—

(Cantlnue on reverse slde, if naﬁessary )

raﬁt~nfl
Program. Please rzspe ﬁd to all llems.

- s :
duties to nndltil:\ynur work - cxp:r'
Leave _no_ blanks.,

each nf the faila Ehg

4 - I had no E:per;gnce ye( |1dif;;gf,ﬂ5?d,w K
lralnnng. '
= Hone of the above.

Y

Prepare pamphlets aﬁé clippings fnr fi||n§
. Type book cards and pockets
Sort and file book charge r
.Register new borrowers o
" Process added. copies and new edltngns
_Hake shelf list cards
Malntain-cash records, .
—Make prelnmlnary selection nf ma(trl:ls fnr '
binding " . L
Assist in taking bupk |nveﬁtury ’ L
“Schedule .and record lg:ns of ;udin vlsunl
materials :
- Take inventories of suppligs and equlpmentn
Schedule classes in the library - :
Letter .and labe] :books,
Use. indexes and ‘catalogs
'h!bl;ggrgph-:al informatic
orders
Give patrcns d-rr;tinnai infufﬁatlgn
Find spEEiflE books op the shelves Far p;trgns_
Supervise 5hE|F|n§ procedures - .
Repair worn ouf. bnaks or other worn |Ibriry o
materials . : A
Hake ‘posters
Establish ahd Supgrvise or
Plan shelving arrangements
. Be in charge of ‘a library. wi thout sgpervislg
by & librarian
Participate in‘book s:lectinﬁ me
Answer sImple reference questions
Hake indexes of specla)l materlals ;
‘Paste book plates,. pockets, date slips. in hauks £
Typé catalog cards frnm miiﬁ !ntry card
"File order cards’ B ~ '__ ST
Search for simple trade blbliagr:phléq . :
Operate audio-visual equipment - c.
Open sid collite new boaks
" Issue overdue nutiﬁgs ’
.Supervise’ inttriibrlry loans - -
" Follow up on aut;tand:ng ardgrs that h-ve nat.k
_been properly. fllled :Y
‘Process. book reserves
“Verify bibiiographical datl far Iﬁ(erllhrlry ]Elﬂi
Recejve and record fine’ _money (R
* Type orders to dealers
~Count and record. Elrﬁullilun s:gglst|zs
Type and verify filled book cards e
. Check lists of maiernils for purtha;i ui;h 1h; -
card ;afilng % - : .
" Prepare work and time schedul es ) T
Claim missing kssues ‘of ‘magazines S

ecords

for locating ﬂgtiiiea; .
n for v:rlfylng book .

i

der if@rmltiﬁn'filgs

eet ngs

—
[
]

e
]

R \erify and approve invoices’ ‘ Co {
v List athgr,dutieg\and ma:k them 1‘t§'5=ﬂ
v —
}"?;*77 77777 y
= ..\7 o ] X‘ ] ;; ) 7 o

1'1:3 ii fif‘_f  
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Ce i T gTUDY OF LIBRARY TECHAC ]
- Note: =|f Y”“ arg. not nau wark;ns ina lleéF plgasg check here . s ff ST
- S )Y and return the unmarked quésfugnn; re and checklist »
Yoin The enclosed pest-paid envelope)ro Mfs, Sylvia Bresn, . o
Pasadena City (ollege leﬁliy‘ 1570 Ess! Cglnrgdéﬁaau|g- . L
0 ST _vard, Pasadenal Califernia "91106. SET . C e :
: . Dagr Tormer Sludent ’ : o L oy - =
- Your® ﬁame has been given (o me by one of several Ealnf nia junior ED]‘EQFE“éS a per= -
son who was formerly anrollad in a Library Technclogy program; You- .may_have taken a.whole
‘eurriculum, or sTudied only one or lwt Courses, Im any case, your responses to—this. ques<
_ o tionnaire will be aspecially helpful fo; evaluating and improving the lerary Tethﬁnlngv
« .~ - ‘programs. Most of the.guestions may be arswered by a check mar ' e
: - two:  The few minutaes which you spend in completing the quesluanna;re Hlll be beneflela! i
.- 10 the college which you’ atlended as well as o future students, Note that i{gﬁ@ﬂJgf@@ilﬂ -
. R \Ymous , if-you wish, by not §lgnlﬁg {hé questionnairs, Please feturn it within fide
s " “days -in the enclosed Eﬁve%upé to Mrs. Sylvia Green, Pasadena- C:ty Callege Library, 1579 .
! fast Coldrado -Boufevard, Pasadena, California . 91106, ;7 .
o : . _ e Eunterely yours, - o
g B ) . v
. \ .Sylvia}ﬁreéﬂi D-réttar gf “the Study’
w ST S S SO
. 1, Name ﬁf%juniar aﬁllege Eﬁdtd for Inbrafy lré.nnng ~ IS :
e - - . R — -
f Lo 2. Dates of - Enrallmfﬁ in junnnr Enllege Inbrary ;gur§E§ A, - ;j o _
s ol S : P L . : B

How many semestérs ‘wer € y@u Enrglled? ‘What was your major?: . - -
. Do y&u have an A. A. degree (or .its Equ!VEIEﬁt)7 (Circle) Yes .-No .Date|of degree:, =~ =
c.: Did you réceive @ Lubrary Certificate of F-nfntugﬁcy *(or its egujvalent)? Yes. RN&. - - . =
d.  Approximately how many same’s ter, units of “librdry courses did you complete?” IR
'Dnd [you fallmu a recamnEﬁded ‘eurriculum in library leghnalngy. |nﬁ1ud|ng ' _
2 sh, data processing, tvpung,-etc,, _ Yes 'Ng e T
=11} EDNP‘EIE ‘hf fU“ pfﬂgram of Inbrary courses offered? Yes ‘No - e o

Ha IF iei. plea'e‘li'L ﬁheﬁ‘bgjéwz

danze Ha]ar._‘

L:ocList ‘ihe libraries where yuu have viorked. - Begln with VQUF pres;nt or, mnst re
aﬂd QD bECk in time. USE aissparate ||ﬁe fdr each job held s

_ Name of L|bféﬁi

. o .. ) . o - : AP : )
. what'is thr hlghEST pzeupatlnnal gﬂal ar pasitunn yau hape to attaln?

5
. ! -~ 6, -Do'you pian tﬂ continue’ _your Eduﬁltlﬂﬂ?r Ygs-/'Ha Hhit degr ce or rtlfi:ate du yau hapg
o ' lg obtain?__. .~ , / S :

— N - - = ==
a s :

7. lg :here cppnrtunuty far advancemdnt on your present J§b7 Yes - Hb,'l? yg&.ewﬁil i} :h§ BT
job title of the pas:tlnn next gbuve ygursr - u . : ot o

d': o ’“‘“Respand'ia lhg “aftached’ EEEEkll't TATter you have ma
ceheeklist, please relurn to Hrs, ﬁreen at lhr abave ad L!.

" S .. .

Sn lhal we may follow up,” lf ng::s;ary, pleasg g!ve yaur ngme Iﬂd ath:r lnfarmallnn

o "rvquested brlnw v i . . Y e
s R . . MR e . O S B o
Namg. . - ) 5 I T Lo “ L
) - - - ———— e T T T T T
’ 'Slrue[ Addrgis =

Elty:

~Telaphone Nﬁhléh




T '- CHEEKLIST FOR' FDRHER STUDENTS (EHPLDYEESL o "\.\. L g
7 Eheckllst gf Cleruzal and Sub Frafes @nal Duties in Lubrarnes;jRande Drder\
‘ . /o _ - - : ' S
' Tﬁ *+he E_Elayee, Pla::e a chetk mar‘k (r*) in front nf thase skills which, In yc:ur
o opinion, are needed for satlsfactgry pEFfDFmaﬁiE ‘on your present job. . Double-.
o« - check (vv) those learning experiences which, would be hélpful -for your EDnEnnulng
_ education. either .for advancement to a higher position in your library or- lubrary
':System or, far thalﬁlﬁg a hlgher—level 5ub prufesssanal pDSItIDﬂ elsewhere

SE - : Frepare pamphlel; and cllpprngs fag fllung
— Type book cards and pockets . - .
-Sort and. file book charge records
Regislgr new borrowers .
“Process added copies and new, edntian
Hake shelf listscards L
Kaintain cash records -1+ : .
- Hake PFE]ImIﬁirY §elg:t|nn pf malerlal% fur':
"binding . A o
‘Assist in taking book Inventory .
Schedule ‘and reaard lpans nf guﬂla-visull
materials
Take- ;nven;ﬁrles of. supplies and’ equnpme
Schedule classes in the lnbrlry o,

»’Elassify pamphlets™ = |
Schedule shelf ‘reading o S o -
‘Bxplain lending rules! ' Lo e .
‘Maintaln interlibrary loan records .
HE:ntaln checklists of magazines and serlals - ___
Taspect books returned from Eindery A e
Organize and maintain information Fiie! L -
Cheek out 1ibrary materials te patrons Ti.otana :
Plan and supervise boek Inventor ies
Arrange bulletin boards- and dlsr;ﬂa;vs’&‘i
Sort, ‘apen ol dlstrlbut; ln;aming mlll nnd
s packages
Lheck, trade blb]lngriphlcs far nrder infﬂrmatian
‘Derermine supplies and EﬁUlpment to be pur:hased

.{ . —___ Plan book displays’ : " Letter.and-label books: .
I :Check catalogs and shel f ||sts for h:adlﬂgs Use.indexes and catalogs for |D§ilin§ det,ile
Supeivise sub-professional employees bihllagr;phiﬁ;l néfurmitinn for ver:fyvng ol
-Tr;ﬁn and instruct new clerical :mplayees . orders .. .. :
e Flan and conduct ‘story hours Give patrons dnre:t!nn;l lnfnrma:ian .r«!
' - Ipspest films/or records’ for wear or damage L Find spe:ific books: en the shelves far #;:Fans.
- . Suprrvisc 5h:lv1ng prnﬁedur:s o
B Revise filing doné by others > - Repair. wofn out haahs ar nther wurn lihriry
SuperVise: order and appegraﬁce of shelv:s materials . . o .
. File.catalog cards i .Make posters DO
— . Explain the arfrangement ‘of the |ibrary Extablish and Sup:relse order |nfarm;tian fil
- . Check order.cards with haldungs and/or ﬁu;- T Plan shelving arranggnents .

standing orders s i _ Beiin charge of & Ilbriry withnut 5

Select titles for-inclusion in bﬁnk list;_

and bibliographies.

" Catalog fietion with minimum supervns;nﬁ o
Explain the resgurces and services of the i

by a Igbrar[aﬁ '
Participaté In’ book ;tlgﬁtlan mgetings
-Ansver simple reference questions..
Make indexes of special materials
Paste book plites.~pack:ts. date slips. Tn’ béo
‘Type catalog'cards fram maln gn;ry ‘card <
- File order cards, o
—§““S=ar:h-iar ‘simpletrade.

a.

library to patrons 7. . . o
gﬂrdcr Library of Cungress or gth:r prlnted ﬁarﬂs T
"Remove cards from catalng and shelf list when .~

—
" Prepare materfal for binding - SR e
—_—

iee e M uithdriwlng last-or worn-out: materials.. e
™~ ____. Discharge bioks returned from cuf:ulatnan K Operate audio-visual Equipmzﬁt
ST N _s < Preparg payrolls o .Open and ‘collate new pooks
N e Splice film - .. - SRR T a R issue uverdue notices. ’

Supervns: inter] ibrary lains L
. Follow up.on outstanding zrdgrs thl: hive

been. prnp:rly filled - : PR

H&lpargaders use the- card, c;ta!ug AR : L
frepare statistical . r;pﬂrts. ath:r than hirﬁu- L

'"Til;gn statistiﬁs L .ﬂ o
~5upé?nge phmphlgl ‘and §lippiﬁg fll:s L LT : - Process :book! reserves . .
‘Revisc tatalog cards typed by others ./ L SR "' Verify bibliographical da:l far iﬁt!rl!hra
Shelve\bnaks or £11 pamphlels or ather ' R Recelve and record. fine money. :
Type oiders to -dealers | .

Lsimilar mater als
‘Assign Cutter fi ber’s Count and record ‘eireulation !tatlstn:
‘Type and varify fi11ed book cards

Plan-publicity pri rams:
- Ready the élrtulillﬁ desk fnr dgy's wark Check - lnsta of,. maler:als fur purfha:a uulh

Supervise student emplovees and paged . ii ~card og .
Participate in selecting ericdl staff " Prepare work lﬂd time s:heﬂulzl ‘{’

. _Be in :hargl -of a ﬂépir1mén[‘ such a5 gl;:ul!- Claim missiﬁg ‘|$sues of magazines.
a ~ . tlon® o _ Verify and apprnvu inwuizgs,w

. {:Euperepse cleri;il workers .

Coordinate work of parent-volunteers
Select publicity materials '
“REld :halvg; or files

EMC L Sy fi"‘(CanﬂﬁiJé?ﬁlah:j':é_\:{érsei éidé,
SR e . 0w e e o L
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A 7' ' LIBRARIANS IN THE SAN GABRIEL VALLEY.
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P .o

ERIC - e

Aruitoxt provided by Eic:




TSm—~—_.____ - .* PASADENA CITY COLLEGE LIERARY . ‘-~
: T 153@ Eest Colorado Bau]everd T T .
. '.- “Pasadena, CeI|Fan[e SIIDE e b

s . R ;-V . - : * . a

& .

u ) il . ;""“s\ ’ - ) - . " - ' : ’ e

Dee;XCDlleegue' S o ' - : R a'.’- g..f
_ _ e y
BT Feeulty membere et Pasadena Clty Cellege in the lerefy Techriical Aeeis—a?
tant: Progran have found that many of their students are fristrated and .
ennoyed at having to etudy units of 1netruct10n which reﬁeet what . they
. have already 1eerned on the,geb. A etudy ‘is: eurfently underwey to ’
L D determine the extent to whleh etudente at: Pal adene Clty College and
— © " surrounding community eollegee bring releveﬁt on-the-job experience. to
o ‘the classroom. The eEﬂdy!ﬁ111 also aeeeﬁtain whether the eurriculum
_can be delflEd in. euch a wey ‘as te mlplmiee the. fepetition of prief )

i =1

:’Expéfléﬁtési: e S ‘{J e

.

o _v-Further, the study w111 rdentify thqee contlﬁuing edueetion experieﬁ:ee S
% ... . /which are needed" by eutfently employed graduates of a- lerely Technical =~ - ‘v
L /Aseletant Program who work -in neighboring libraries at the eubprefeeﬂ.'
S .sional or 1ntermedlete level as dlSCIHEUIShEd from the clerical and" .
S _"a;'préfESSlonal levele,’end will déEEfminE ‘what medifieetiens will be- o
" necessary in the Library Technology Program in order, to prevlde ‘continu-"
'.1ng edueatlon opportunltlee for such employees. x - : e T
o o . . - PR e ;

RPN ’ H.The purpnee ef thle letter is to eecure your perticipation in-this etudy

) " as an employer or proepectlve empleyef of .library paraprofes eienals.__l R AR

o Although:at first. glance’the checklist mey appear to be rather lengthy, o
..+ . it can be completed in just about ‘fifteen.minutes. When you return the -~ T

... 7 7 'checklist; will you also pleeee send job descriptions. for your llbrefy 's
T T Tsubprpfessional positioms. . The. job descriptions will be useful in: ‘déter- " . o
© . mining the educational: requifemente for. job entry’aﬂd for advaneement as -

d'»librery beraprefeeeicnele. -

L If 11 would be more epprepflete for eumeone ether then yourself'ee'fee%:; e
.+ - . - pond on behalf of your 1ibrery, pleese forwerd the eheekliet to-the .
A pfoper pefeon._ - _ L . ST

I . \ : ' I R -
i!i AlPlEEEg teturn the Checkllst end othe: requested meterial withiﬁ‘éeﬂgée 2R
in the eﬁcloeed paetpeid envelope to Mre.ySylvie N. Green, Peeedene;“ ‘ty

"o Cellege Librery, 1579 East’ Celorede Eeulevard Peeedene, GA 91106

'.'g S . o ,_:‘ : Cnrdially youre,‘“ ¢
e, . . - R \ I . - ’ fﬁ-‘ :\ . o Lo
L . N Sylvia H, G:een_ wo Sl
S - - I = - . . Director of the Study R -
2 t \‘
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'cﬁ

ecklist;gﬁ'

Bee e e e

;[eri§§]'aﬁd Sub Prafessuanai D”ti S'iﬁ7! brarues (Randcm Grdefl
3 . !.\J . g B . ] g V -
: TE the Employer: Place. a Ch5§k mark’ (F) in front af thDSE«—kII]S which, iﬁ'YDgr.
. ‘popinion, are nceded by's sub- praf355|aﬁals (e.g., Library Technicians, Library Tech- ..
_n|§al Asslstants or similar titles) for: satlsfactary perfofman:e on the. jéb;>"; e
Double-check (i"e“) thos o .

e Iearnnng experiences which would be helpfu] for th
et

"

Aruitoxt provided by Eic:

Schedule shelf ‘reading:
. Explain lending fules
. Maintain |nler||hrary lean r:ﬂards
‘Maintain checklists of magazlncs and
Inﬁpect books feturned from bindery
~@rganize.and maintain information ‘I‘gs

serials

- Chegk out library malgrlals te patrans

Plan and supervise book inventories-
Arrange bulletin boards and displays

Sort, open or duslrnbute |ntgm|ng maul and
packages '

Check trade bubl:ggraphues far ardzr information

BE(ﬁfmlﬁE supplies and equ:pmen(
Flan book displays : .
; _Check catalopgs and shelf lists far headingsj
 Supervise sgbapréfessuanal emplay:es

“Train and instrucl new clerical Emp'EYEES
:Plen and. conduct story hours

|ﬂ5p:€[ filhs ar records for weaf ar ~damage

rual far blﬁdnng

Supervlse order and appeafa o
File catalog cards

E;pla:n the arrangem of ; (hz l:brary
.Cheéek ‘order cards HI§F hﬂldnngs and/ar out-
§|and|ng orders

Select titles fof inclusion in bogk )ssts
-and hibllﬁgré?hlES_A. -
ﬁatalng fiction with mlnlmum Superv
Explain the resources and serviees EF the

" withdrawing lost or worn out materials
" Discharge ‘books’ r:turﬁed from énr:ulatunn
Prepare payrolls -
Splice film :
Help rfaéers use the card
Frepare stallstltal IEPEF
. lation statistics .
- Supervise pamphlet and éluppnng fllgs
Revize- EéLﬂng cards typed -by others
Shelve books or file pamphiets or. Dlth
“similar malerlsls o - Do

Assign Cutter numbers-

Flan publucnly programs . : E

“‘Ready the circulatjon desk for dag s work .
--5up¢rvu5! student employses and pages

Farllznpale in ae ezfnns i|=fltll staff

Ee in charge ol a depar tment, such as- ﬁlr:uia-

tion .

‘Supervise Elgflzal warkers

- Coordinate work of par:nr-valunlcgrs

Select publizn;y ma!gr|a|5

Read shelves or- ful:s

.

ca(alag
-Blh:r lhan ‘cifeu-

4§HE1VE§;” U

xa be purchas d -

jibrary-to-patront——— — )
Order lerary of Congress or alher prnnt:d ;ard;
‘Remiove cards from catalog and shelf list when

Cag e .Give patrons ‘directional in fg

gntnnu|ng ‘educatio ther for advancement ,to a hlgher position in your library
or ljbrary syslem or for obtaining a higher-level .sub- praféssnanal PDSltlDﬂ ‘else- .
wgere :
i : AR e
E|a§§lf1 pamphlets DI — Prepare pamphlels and E"PP-nss for fl'-ﬁg

T?pe book cards and packg(s

Sort .and file book charge F:éards

VR:gnsler new borrowers

Process ‘added copies and new edlllaﬁs

Hake shelf list cards

Majntain cash’ ‘records oo

Hake prg]nmlﬁary selection of malerlals for
binding . : ;
- hssist in"taking bnﬂk |ﬁventary

"Schedule and record loans of auduﬁswusu;i
i méler:als . : ]
- Take |nven|ar|=5 ﬁf supplnss and equipment’ .
.Schfdulc classes in’ ghs lubrary i *
.Letter and label books ’ B
Use indexes and catalogs fnr |ﬁ£alln§ d:tauleé -
bibllagraphlzal .nférmatlun fgr verifying. baahﬁ
.orders - C
ation . 3',
sHelves for pairons |

Find,specific books on the
- ;vﬁuperv|§: 5h§1v1n§ prﬂﬁeﬂur:s

Repair worn out books or other wnrﬁ ||brary
_materials ;
«grake ppst:rs

R

'f,sh:lv-ng arrangemEnL;
in.charge of "a lubrary Swi
by a |leaF|an
ate in baok s:le:t.nn m:etlngs
.simple referen ques tions
indexes of- spea|al_mater|als U
‘date slips iﬁ baék;}

Make
Paste ‘book. plates, pockets,
- Type cataldg cards fram main entry card:
File prder cards - ° Ll .
Sedrﬁh for simple trade blbl-agraphlcal data
Operate audig=-visual :quupmen; . oLl
Open and collate new books . : .
Issue nverdue ‘potices . - - . 'H!
Supervise. interlibrary loans S
Follow up on Butstanding arde;s :hit hgve Aot
beern properly f:lled N . -
~ Process book reserves S ) : :
Verify- hublnngraphpcal data far uﬁt:rl:brary Ta
Receive. and record fine maney i
Type orders to dealers
. Count and regord: cireulation statisti
. Type, and virl*y filled book cards . ¢ L
. Check limta of materials for pulchalﬂ-u|fh “th

card catalog , . ce

- Prepare work and time schedules ’ ) s
., 'Claim missing issues of magazires =~ o

. Ver|fy ﬂnd approve :nvnltes ! i B
o o o L
List ;thef duties. ‘and check ‘them as above
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+"" ' COVER LETTER AND-RESPONSE SHEET
* PO LIBRARY TECHNOLOGY COMMITTEE MEMBERS
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T - PASADENA CITY COLLEGE.LIBRARY, ° = ..
B S 1570 East Colonrado Boulevard. e, e
. o AR . Pasadena, California SilDég ” ;;ﬁw T 3 S
a oo - .
5 *é =3 . . [ R )

Dear legafy Techﬂglngy Adv1sory Cammlttee Member- oo
’ﬁ, i,-' LB
‘“Durlﬁg the past few manths I have been canducting a stuéy—tavdetermine
‘the extent to which students ‘at Pasadena City College and surroundinig
‘cnmmUﬁlty CQllEgES brlng relevant Dn—thE’JDb expeflence to thé class-’
‘room. .The study has also sought to ascertain whether- the cufrlculum.
. can be mcd;f;ed in Suﬁh E1 way as to mlnlmize ‘the’ repeti;;ans of pleI

.éxpefleHCE, e A Co I S
LR L e s ‘.’.Sl

— . / ~ . 5

Further, the study has tr;ed to 1dent1fy those’ Qontlnulng ‘educztion
“éﬁperlantes which:are needad by employees -who work i’ ne;ghbnrlng .. o
S L :vllbrafles at the subprofesslanal or lntermedlate level as: distlﬂgulshed M
T : E}am the ElEIlEal and. prfESSanal 1evels, ‘and has trieqd. 'to determine Toel

) what modificatidns will, be necessary in ‘the Library Teﬂhnology Pfagram

in Ddef to prQV1de ”ﬁtlnulng educatign qppcrtunlﬁies far SUEh Employees.%fl

Y

_:The purpcse af thls letter. is tc SEEufE yaut Evaluatloﬁ af tha conelu— . -
“.sions and 'fhe recammendatlnﬁsﬁaf thg study-. (still in the draft stage)
as faund in chapter Slx- . P «;',hi'ﬁh e v

- . & . . . =
. EY . - 3 e

LT thlﬂk yéu ‘can get the substanze Df tha study by scannlng EEE flfth e

-xchapter arid- the summary in chapter slx “Tk ‘should nét be necessary. to:
read the whole décument. After - laak%pg it ovér, please fEEpoﬂd :n the ’

: que%tlcns and make comments‘ n_ﬁhe énélased sheet.'“ - Lo

=

H
e

i‘fATﬁ Drder ta meet a desdllne date fur subm1551én ta faculty advisofs,u*>
‘1 ‘would appreciate hav1ﬂg your - camments by Friday:gf this ﬁaﬁk :
,’(Apfli 30), if ,at all p§551ble.f;_'-gv';_ R o

,"5

-Please be assured that yéur effa é g%;l‘:f g eat ly appreziated

Cordialiy yaugs,. [

763{3 \_y ) 7 / ;.;_,H\g




I i : )

95

.
2
S g”*fSFDN%E SHEET
PlLdEE scan the study SuffiLlLﬁtly to become f;milldr w1th the flndlﬁgs,
conclusions and re;ammendatians, and then respond to the following -
qugatlonsi' . 1 v
1. Do you agree w1th Lhe four conclusions on page 617 Yasg;rrﬂa
- If not, please cammen;. R
l“ : - N
2.  Are there other cchlﬁsigns which you feel are appropriate? Please
‘state them. N | - '
+ ‘ /
8 B S{*"}' »
. /
3. Do you agree with the five recommendations on pages 62 to 657
Yes _ No, ° ‘ :
If not, please comment : . ,
(7_' - - . el
s -
1” ,
ArE th%re other fecnmmendacians which you would make? Please staﬁé
them. ; ’ - ' ‘ '
| >
i
5. Fcnal camments regatdlng the studyi
| ‘
|
i II !
; | - :
" Please réturn thlS sheet by -April 30 to Hrs, Sylvia Green, Associate.
Proféssor, Departﬁeﬂt=of lerary SEEVlEE, .Pasadena City College,
1570 Easr ‘Colerado Boulevard, PasadEﬂa, Califernia 911@6.
.-d ® e ) N . -
| o : " e e o T : S -
!. 5 - o e lsz- . "
* , /. .
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TADLE 26
 SUMHARY OF RESPONSES T0 LIBRARY TECHNICAL ASSTSTANT
STUDENT GUESTIONNATRE FOR EACH DVTY, BY WUNBER AND PLRCENT

Work Expérience Priﬂr to Entry

| ) 1 3 4 5 Yo Resp
Duty ) / ‘ VNG;_ z _ Mo, z ,N,D* z Yo, ,Z— No. . z NG_- Wz

. Classify panphlets C 26 15 1736 WG 4520 17 204 2 26
. Schedule shelf readtng - 0T 1158 R B 7ok 00

Explain lending fﬁlesl B N W5 12158 19 250 6 7.9 8 10,5 1 1.3
Maintain interlibrary loan records | § 105 8 10,5 30 39.5 9 1L 21( 2??6 00

[ e}
il
X ]
[
.
~F

L ) e L
- o -

Maintain checklists of magazines and -
serdals = | 13 1,1 8 105 25 309

]
6. . Inspect books returned from bindery 100130 12158 20 2.3 8105 25 29 1 LI
| 66 19 25,002 26
9.0 5 66 113

TR

1. Organize and atntad fnformation files 6 1.9 23 0.3 1 276 S

Check out Library materials to patrons ol 103 197050 7

Plan and supetvise book inﬁéntafies 10 132 015 1977 35 3039 YQD 26,3 1 L3
l

10, Arrange bulletin boards and displays ° S LNV A ) B T A 14 18,4 1l 16,5 ‘15 107 2 2.6 |

X = ] Lo o]
- -

‘11, Sort, open ot distribute inconing mail o o e
- and paékages o k 2632, 9 18 131l 9 In8 16 2Ll 3 39

3

12, Check trade biblingtaphies for DEdEf _ h 7 , .
information T R IS I 25 (I B - IR Y B I 00

13, Detetnine suppli&s and equipment to L ,
~ be purchased | g 10,5 10132 34,467 5 6.6 19 25.0 00

§

*See end of table fqr exglanatinn of numbers  ° - .

26 .




THBLE 26 (continued) |
gl
Work Experlence Prior to Eatry
Into the Library Technology Progran®
1 2 3 K5 Mo Resp.
| | No. % Mo, % Mo % Wo. & Mo % Wooh
M-mwmu@m ' S s 1oLl 103 8105 17 2k 1L

15, Check catalogs and shelf lists for : :
headings | : - 8 105 21 27.6 24 .36 5 6.6 16 2.1 2 2.6

16, Supervise sub-professional employees 10 13,2 15 197 21 21,6 6 7.9 23 0.3 1 1.3

17, Train and instruct new clerical

employees s pod wna 7 92 5 R 1L
. Blan and condet story hows B 10.5 10 14 25 Y T 9T W 3 D LS
L. Inspect films or records far weat or - | | I -
damage : | ‘9H£1LMSEEM‘8miM2H 113
_m.PmmmmﬁﬁﬁlhrMMMg‘ 792 1) ujzasmz 6 7.9 23,303 1 L3
20, Revise Eiling done by others BN Y 2.4 0 263 6 1.9 U jZZ;A “1 1.3
22, Supervise order and appéarancg of SRR _;' - o " P
- Shelves C5 a9 WS 16 21010 1110030 653
H,mmmmﬁm'*f7 Comogg M6 1M b 53T 9.2 1Lk
/ .

2%, Explain the arrahgement of the . ' o S
ey CUag w2 Bomd o1 B0 6 T8 1 e 1LY

2, Check order cards with hnldlngs and/ . : - l : S
T autstanding orders . 3 39 LWL 3.2 5 6.6 24 3.6.5 6.6

.;'Select titles for lnclus;on in book — ¢ . ‘ )
lists and bibliographies 452 10 132028 3.8 5 6.6 29 B2 00

| Catalog Elction uith pintnun supervigion 8 10,5 15 19.7 26 %I § 105 19 250 0 0
*See first page | S -




TABLE 26 (continued)

Wark'Expefiencé Prior to Entry
~ Into the Library Technology Programt

1 23 . b 5 Ng’Respif
Duty No. 4 Mo 4 Mo % Mo, % No. % No. %
- 28, Explain thé tésagrces and services : o | ’ ' :
of the library o patrons C1925.0 2.6 18 2T 4 53 13 11 13
9. (Urder Library of Congress o other - o :
printed cards 1 L6 2 26 30 395 7092 % 47 1LY
30, Remove cards from catalog and shelt := | | " N ’
~ st when withdrawing lost or worn | : o ' ‘
out materials ¢ , S0 %3 17 24 19 5.0 8 105 12 158 00

3L Discha:ge books returned from circu- ;o R e
lattn - ° 2 316 018 237 20 6.3 8 105 5 5.3 ; 2 2.6

- 30, Prepare payrolls L3 45 2 8.9 12 158 2 38.2f"8 10,5
13, Splice filn o 5.0 8105 2 26 19 2408 113
- Y Help readers use thE card catalog /15 19,7 22 28.9 14184 6 57.9== 5 6.6 1418.4

o~ —

L i H. Frepare statistical reports, ather o | e :
than cireulation statistics . - - 5 6.6 1311 22 89 b 53 8 3.8 Sy
3. Supetvise pamphlat an@ clipping filss . 5 6.6 12 158 28 3.8 4 53 20 2.3 71 9.2 d
31, Revise catalog cards Eyped_by others 9 1.8 7 9.2 2.6 b 53 2 289 B .E :

38." Shelve books or file pasphlets or other = - L o |
o osiellarmaterlals 8368 16 21 12158 8105 9 LB 339

. 39, Assign Cutter numbers o1 b 3039 B9 W2 192 M 'j&é.?  1= Ly
#ee first page o |
Lo : : ' S |




TABLE 26 (cantingéd)
Work ExpgfiencedEriﬂr to. Entry
Tnto the Library Technology Program*
I T No Resps
Mo % No. & No. 4 Yo o Yo 5 No. &

| Duty
10, Plan publicity progeans Sy 53 1032 2O 679 2l 1N
41. Ready the circulatinn desk for day's . { | |
ok . pomd 15190 WL 6 79 16 2l 9Ll
| ’ 289 1 L3

42, Supgrvise student Emplnyees and pageg 14 184019 25,0 15 197 5 6.6 22
| “ i1 .1 L3

. 43, Pattic;pate;ln selectlng clerical staff 8105 7 9.2 19 5.0 6 7.9 35
4. Bein charge of a department, such as | o
clreulation

o ' o o .
4. Supervise clerical workers : 6 1.9 /112 15.8 .15 19.7.

U4 9 ILE T 6 b 53 % 2 226

66 2 Wl 679
661 W3 08

19 28 %8 619

-

6. Coordinate work of parent-volunteers 10 13,2 11 145 15 19.7

= o

. Select piblicity matertals 4 5312 158 2026
48, Read shelves or files Cg0 s 2 26 W 184 4 53 b 833

[ ]
Tl

49, Prepare pamphlets and clippings for R ‘ o -
filing g | BT WS VA TR N B R R

' 668 105 00
5.9 13 101

9218 B
L9018 BT

EXREY
5308

50, Type bock cards and pockets . 0 %63 B N3 W 263 L
'“‘Slp Sort and f1le ‘book chafge faacfds = :19 =25i0 20 6.3 17' 2.4 9 v

— " e -

- 52.‘ RegiEter new bgfrawers 18 BT 15 19T 18 23,7
297 16 21 2% L6

08B 2y B N3

—
o

- 53, Etocess added coples and new editinns= ’ |
o 13
1.3

.5€¢; Make shelf list cards | |
S Vaintaln cash records L 168 11 145 17224

=

: #Sea first page o L o AU
R . ’ B S 131

Y
8.
Q.




- TABLE 26'(eentieued) I o o
| Hork Experience Prior to Entry
+Into the Library Teehnelegy Pregrem*
| 1 B IR 5 No Resp.
Duty bo. 4 Mo % No. % Mo & Mo b Mo ko
56, Make erelimlnery selection of . | a | A I
naterdals for blndlng , 0 1.8 6 7.9 28368 7 92125 331 13
. 51, Assist in teking book inventory 9 .4 15197 23 363 5 6.6 13 19,71 13
- ‘Schedule and reeerd loans ef audio= | | o | - i
. visdal materials 5 6.6 21 26 2 2.6 4 53 2% 31.6.1 LI~
'59. Take dnventordes of euppliee and | B e
é  equipment ~ , 1311 019 250 16 184 7: 9.2 13 303 00 1.
. _60.‘!Sehedule clagses in the 1ibrery 15.10,7 12 158 19°25.0 5 6.6 5 32;9‘ 0:;0 i o |
61, Letter ﬁpd Label books . 16 2.1 22 289 'a%j’;l9,7 b5 18 23.7,1 L3
62, Use indexes and catalogs for_locating ' LI i L
" getailed bibliographical infotmation - T
- for verifying book orders | 553 20 263 %36 1 1.3 2% 342 1 13
3. Give patrons directional infornation 27 35.5 13 2.0 oGS0 1328 050 1L

64, Find specific books on the shelves R : | 7
- for patrons © | o 29 38,2 19 5.0 10 13,2 9 1.8 & 105113
" g5, Supervise shelving procedures o 16 2.1 1724 1§06 7 .92 20 2632 2.6

© 46, Repalr vorn out books ot other worn - _ o o
- | 165 22 28910 13.2 16 2Ll AN I

1ibrary materlals - ' | 15 19i7: 11 |
67, Make posters| o Cogpma 10 1201 19 1 WS 50 339
68, Establish and supervise order T — T !
infornation files . 566 DI 20065 347 113
o #Ged first page | - | o ““gii f
DA 193
/ ' E ‘ i/




Vs

[

69,
10,

. [Make iqﬂeies of special matérials‘

TABLE 26 (continued)

Duty
Plan shelving arrangements

Be in charge of a library without

supervision by g Librarien
. Participate in hook selection meetings

. Answer simple reference questions

.| Type catalog cards from main entry EST&
il File order cards: o .

_ Search for simple trade bibllagraphical '
data | ‘ :

. Operate éudiaévisﬁal equipment

9.~ Open and collate new books

80 Tssue overdug notices

1. ,Supervise interlibrary loans

. Process bock Ieserves .

. Follow up t:m) outstanding DtdEES that
“ Have not been properly filled

..{ *

. i.*Seg=fir5t page

~ Work ExperienQE'Pfiéf to Entry
Into the Library Technology Program*

1 0.7

b 5.3

o2
339

4, | Paste book plates, pockets date slips

| in books | 28 :36'8.,

184

17 22.4

Y
WS
5 109
EREN]

b to.

13

11 14,

12

21 1.

1

16
7

16

0,

Sy

A

4

14
1

10
\

N
2.9
1.1

18.4
'1558

|

KAEVAN)

s

2%.3
28,9
%
20

19,024

13
2l
i

2%

21

24

n
%, 106
%3
2.9,

17.1
27,6
27,6

316

6

31.6

2.3
‘31{6 ‘

289 5

’31i6
i

vy L] L T W

1.9 2
'3
54
1.9

1L
e

E ¢
LR R!

39
19
"
66

5,3

6.6 21

5.3

1

2

13

2

13
3%

2

E7:_‘ 9:2 '
1ii§“
11

8.9
19,7
0.4

17.1

Wt

35;5‘

3.9

15,8

2

_No.

2.6

1.3

1.3

1)
L3

9.

1.4
L

6

L3

1.3
1.3
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TABLE 25 (snntinusd) ,
p : : | |
Tork Expsrlents Prisr to Entty A ;e
oy | Istc the Librsry Tsthnslsgy P*sgrsm*

’ : U E ﬁt‘,sfftx"ﬁf .
- Cduty | Noo %Mo A Mo b Mo & Wo B Ko b
mmmmMMMmm - e

" interlibrary loans . L 5 3 9 1L8 2 B 6 73 % CHT L L3

ssmmmEmsmmy thsrssjust7smtmsss

. 86, “Typs stdsrs to dealers 12:15.8 10,132 23 303 4 532 YN 1

g, ,Csunt snd tstnrd titculstisn statistics 2% 367 %2 :17 .;Zaﬁi‘ 272,623 3033 3.9

, .Typs and vsrify filled bonk cards 2 2.6 9 1L8 23 30.3 6 7.9 1 184 3

89, Check 1ists of mstsrtsls for putthsSE.‘ c oL : L _- : 'b! , ;\
vith the card cstslﬂg 87105 12 15820 303 4 5.3 28 .8 L

%Jmmmmmmmmm f;umtummﬁssjstssusts”

1.+ Claim missing issuss of msgszinss 1 9.0 5 '6i6.- 29"38.2 5 19 28'_'36;8=: 1. 1.3

92, Verify and spptsvs {nvoices " B 10;5 1 9.2 2 28.3; 5 =6;6 i ‘40;3' 35 39

o "__, . . % 5 - ; ! . JI o ; ,

*Ths following numbers inditsts the wsrk sxpsrisnss prist to entry inta the Librsry Tschnnlagy Program:

1 already had sspsriencs NQ training was needed. - o ;/ Lo

'2, 1 hsd som' sxpstiencs but I peeded sdditisnsl trsining SRS ,

3o L had 1o sx'st‘isncs and T needed trsining | ) ‘ o .

I hsd no expsrisncs yst L did nat nesd trs:tning :’

. 5. None of ths above g

19

SE I




TABLE, 27 = |

8/
‘. RESPONSES TO LiBEARY,TECH§TCAL ASSiSTANTs
STUDENT QUESTIONNAIRE FOR EACH DUTY,
NUMBER AND PERCENT FOR CHAFFEX*COLLEGE
, v - (N=15)

- S S ' Work Experience Prior to Entry .-" ' .
/o Into the Library Technology Program¥

L 1 ’: 2 3 4 5 No ‘Resp.
 Duty . No._ % No.- % No. % 4 Z_No. % s

=z

=

26.7
26.7"
1 20.0 -
20.0
13.3
.20.0,
i2§;7
33,3

40.0
- 40,0
46?0
26.7
26.7

et

19

20

21
22

e
L

20.0-.
26,7
13.3
$33.3
20.0 . 33.3
20,0 7 . 46.7 6.7
6.7 6.7 7 467 V- 6.7

*See end of tabl ‘or explanation of numbers

13i
~ 26.

M O O O H O O

NOO N W N N N W~
> oo o o

w

v : ﬁﬁ
26

-~

. 0. o
"1 o 0 3 200 10 67 0 0 2 13.3 0 0
,» 2 13.3 3 20.0 6 4.0 0 0 4 267 0 O
L7 "3 67 4000 2 13.3 .5 33.3 0.0 2 13.3 0 0
4 4.0 . 0_ "3 200 9. 60.0. 1 6.7 2 13.3 0 0
51 67 5 333 5. 33.3 1 67 2 133 1 6.7
; "6 1 67,5 333 5 333 1 67 3 200 0°0
| ;1 6.7 4 7267 . 46.6 0 0 312000 0 0 |
8 1 6.7 7 46.6 4 26,7 0 0 3 200 -0 .0 Lo
a 9o . 1 6.7 3 200 7. 46.7 0 0 26.7. 0 0
| 10 2 133 4 267 4 26701 6.7 4 2670 0
11 s 333 3 2000 6 40.0 0 0 6.7 0 0 .
12 o- o .3 200 8 533 0 0 26,7 0 O
13 2 13.3 2 13.3 7 . 46.7°°0 0 4 267 0.0
w4672 133 8 533 1 6.7 200 0 0 -
P15 17 67 4 26,7 6 /7 40.0 0 0 20.0 1 _'6.7'\\\K'
16 2 133 4 267 5 333 0 0 26.7 0 .
g} ‘17 2. 133 2 .13.3° 33.3 1 6.7 33.3 o - Y
18 1 6 3 20. 40.0 1 6.7 20.0 6.7
2 2 0
'3 1 0
4 0
2 0
5 0
3 0
3 1
1

R e e I I R T e ' s
o O O
o

B
w
= o s wosn e
B3
=
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<% TABLE 27 (canéiﬁu%d)

. Work Experience Prior to Entry

Into the Library Technology -Program N
1 2 3 - 4 5 No Résp_' l

:Duty ﬁg.}; Z_ No. % No. % No. % No. % i,Nc:_i

Ead
|

)
~
it
)
N
)
X
o
o
s
u\ |
e

B ™ o O
it
[
o

=
B m:‘ Ly
L o

13.3°

L2
]
e 7 I S = B
ot |
> O
~
W am
o
L]
~J
RN ~ S+ - S - N« (O
i
fud
[

20.0
13.3
26.7
20.0
20.0
20.0
46.7
\_40.0 -
N
26.7°
267
©40.0 -
33,3
53,3
40.0
33,3
6.7
20.0
6.7
20,0

W ow
LW
[ W]
Kl
© O o oo o o o

=
(7]

L
o
[ (% T = BN -
(o]
L= T = TN < T = TR M

i

W W
G~
o™ W
B

o
o o

o

|.-W
(R
ta
N W O N N OGN O W
o

~
~

. O‘

o

s
A
g

Lo LT = N -
|
_‘U'I o) J-\ T ) \] P U PUR J_\ . l“-«J

o~

N o
P
~

oo O C DD

~d
[N T %
=
Rt
\u\

Lo

I

[y o

N |

L e | B . b T . ol ~J L] (] it
&~
[,]
ol
O H QO OO RO KRR RENRO.R OO

L= B = B
o

o~
b‘
o

L]
~
=

[

‘Q‘

o
W~

]

W W = Wb oo 0

20.0
20,0
20.0
133
6.7
13.3

o
Q
o

33.3.
© 20.0 .
 40.0
 33.3

i
o
W W W W OO B O RO MO o O
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o
-
p=]
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. ) o .

chk Ex?efience Priatitq Entry
Into the Library Technology Program
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f/: o fie Work: Expetlence Plef to Entry )
Inta the Library Technalégy Pragram
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o L " TABLE 28 (continued)

. .7 " Work Experience Prior to Entry. -
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Wcrk Experience Prlpr te Entry
‘the Lihrary Teehnalagy Pragfam

_ETABLEHES (gaﬁtinﬁed)
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o0 o o

.the Libraty Technology Program:
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- RESPONSES.TO LIBRARY TECHNICAL ASSISTANT .
A\ '=- 7. " GTUDENT QUESTIONNAIRE FOR,EACH DUTY, - A
| _ ' NUMBER AND -PERCENT FOR FILLERTON_ CDLLEGE o Co
' (N 21) o . o
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"Work Expéfiénée“Pfigr to Entry
Into the Library Technology -Program
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TABLE 30 °

. RESPONSES TO LIBRARY TECHNICAL A$SISTANT
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TABLE 30 (continued)

Work Experience Prior to Entry
Into the Library Technology Program*
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TABLE 30 (continued)
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Into the Library Technology Program*
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TABLE 30 (continued)
WOI"E Y‘xperunce ijl'jéf to Entry
Into the Library Technology Program

: -1 2 3 4 5 No Resp.
Duty No. % No. % No. % No. % No. % No. %

87 4 .33.3 0 0 2 16.7 1 8.3 5 4.7 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 2 167 1 83 6 5.0 0 0

" 90 2 16.7 1 8.3 2 16,7 1 8.3 6 50.0 0 0

91 2 1.7 0 0 3 250 1 83 6 5.0 0 0

92 .3 25.0 0 0 2 16,7 1 8.3 6 5.0 0 0

The following numbers iﬁdicége the work expéfiénce prior to entry into

the Library Technology Program: T :

'1 - I already had expgfienzé_ No trainiﬁg wés needed

2 - I had some experience, but T' needed additional training.

3 - 1 had gg experiéncé, and I négdéd érainingi

4 - 1 had no eiﬁeriénge! yet T did ng@fneed training.

5 - ﬁOﬁe of the above. A .

N v
7 , '1
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TABLE 31

 RESPONSES TO LIBRARY, TECHNICAL ASSISTANT
STUDENT QUESTIONNATRE FOR EACH DUTY,
NUMBER AND PERCENT FOR PASADENA CITY COLLEGE
(N=20) o
/ .

/
Work Experience Prior to Entry
Into- the Library Technology Program*
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*See end of table for explanation of numbers.
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ce Prior to Entry

TABLE 31 (continued)
Into the Library Technology Program

rien

Pe

Work Ex

Duty No.
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y Technology Program

TABLE 31 (éontinued)

Work Experience Prior to Entry

Inte the Librar

Duty E95

© o wn
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v A : TABLE - 31 (continugd) . \

Work experience Prior to Entry ‘
"Into the Library Technology Program \

1 2 ' 3 4\ 5  No Resp

4 20 5 25 3 15 4
91 '3 15 2 10 7 35 3 15 -5 25 0 - 0
3 15 5 25 2 10 6

et S -, : ‘ ’ \

*Thé fallcwing'numbers indicate. the work experience pfiar\ta entry
Ainto Library Technology Program: '

4
S Y

1 - I already had experience. No ;raining was neédeéi P%\ o
~ 2 = T had_some experience, but I needed additional t%aining¥ : ‘J
" 3.1 had no experience, and.I needed training. l ‘
4'~ T had ggzexpefience, yet 1 did ﬁgg.néééjﬁfaiﬂiﬂgi
5 - Nene of;éhe above. \ .
Y
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) TABLE 32
' iCHECKLISTfQVFV SKILLS NEEDED\EDR SATISFACTORY
' ’ - PERFORMANCE ON THE JOB AS:
RANKED BY FORMER STUDENTS (EMPLOYEES) \
: . (N=171) -
|
} Indiv1§pal%»
DUTIES No. %
34 Help readers use the card catalog . - 125 73.1
f . 8 ~Gheck .out llbrary mater;als to patroﬂs 124 72.5
:~4¥»44~~AL4-7ZAAAnEWDr~51mplE reference- questlﬂns-nA—7;—»w—vw‘~mw-vw¥x123:m>wéé7119—~~:;»w:¥w—
7 54 Make shelf list cards ( , 117 - 68.5 '
3 Explain lending rules T ' 112 55}5
24 Explaln the arrangement of the library ‘ 112 65.5
28 Explain.the resources and services gf %he library >‘ . N 71 \ ’
to patrons .- : 112 65.5
'53 Process addedfﬁnpiés and new editions S, 112 65.5
. 30 Remove cards from catalog and shelf llSt when w1th—; »
*draw;ng lost or worn out materials : _ 110  64.3 )
31 D;sgharge books returned from circulation ’ 109 ESQi:ﬁ
23 File ;atal@g‘céf@s- Co . 108 63.1
48 Read sheives or files _ 157\ 1 62.6
57 ‘Assist in ‘taking book inventory 106 - 62.0
80 Issue DVEI%UE natices_' o - 106 52,0n
41 -Ready the clrculatlan desk fcf day's work” : 105 61.4
50 Type book cards ‘and pockets _%z%ai; A ' x 103 é 60.2
\ 63 Give patrons dlrectlonal information o S ’ E' 99 , ?7;§_v! |
- 64 -Find specific books on the shelves for pEEfDﬁEH‘ 99 57.9 cy
87 Count and te:ard c;fculation sEaEistlgS . : 'A;A ‘ 97 5.7 '
; ’ 38 -Shelve baaks or flle pamphlets or other simllar | , ;1._- o
. ... materials - S;»' : S e .97 56.7
5L Sort and flie book EhETgEIEEDEdS ‘ . s “\'_94  ' 55;@1
222 Supervi:=a order and appearance of shelves . . c .93 C 54;4 ,
74; Paste book platas, pockets, date slips in baoks .93 - 54-4' ' J
N 75-’Type catalog cards from main entry card L ;*' , 93 . iiéﬁﬁ
CABR8 ey
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TABLE 32 (continued) ’
_Individuals
‘ DUTTES No. %
- : o - — _ - _
% 10 Arrangg“bﬁlletin baardé;énd displays . 91 53.2
2 Schedule shelf reading f - ' . 89 5.0
- 61 Letter and label books - - ; ) 89 §2§§
85 Receive and record Finé ﬁaﬁéy e ) - 89 52.0
42 Superv1se student Empl@yees and pages 87 . 50.9
7 nganlge and maintaln 1nforma§1§n files : . 86 50.3
i o 66 . Repair worn out books or other worn library . -
] materials : 7 _85 49,7
21 Revise fi ling done b; others . , o ,783 48,5
11 Scft open or distribute lncomlng mail and S : .
. 'packagas o - 82 47,9
ﬂ 13 Determine supplies and EqulmeﬂE to be pur- ) .
chased . . ) ; 82 . 47.9
15 Check catalogs and shelf lists for headings = 82  / 47.9
76 File order cards = = o o T SG" 46,7
14 Plan book displays L _ : 78 45,6
65 Supervisedsﬁeléing!ﬁfﬁcédufgs'= \ ‘ : k, 3 78 45.6
59, Take inventories of- supplies and equipment 77 ;;'45.0
9 Plan and supervise book inventories ' 75 43.8°
"-17>,fraln and 1nstfuct new clerical Employe&sr ‘ .7k | 43.2
25 Check order cards with holdiﬂgs and/or out- . B L
’ standing orders _ , 74 43.2
5 'Malntaiﬂ checklists of. magazlnes and serials R _‘73 » 42,7
7§ Open and collate new bocks ! - _ J C 73 42.3_*k
- , 83 Pracess book reserves . -‘ | ; SRR 73 52;7'
) 12 Check trade bibllagraphie fg, order infofﬁétian_'j,*' 71, . 41.5
S s2 REglEtEf new barrawers : o oL ) 71 41;5‘ e .
T ., 58 Sﬂhedule_and record loans of audia=visual materials 71 41,5 \
B 70 Be in_charge-af a 11brary withaut 5upEfVlSlOﬁ by a, "7 i o
. librarian = - T LT 41.5 -
62 Use indexes and catalogs-for locatii _detailea | S
blbllographical informatiOﬁ far verlfying bnék orders 66 . 38.6
: y . , : : , R




TABLE 32 (continued)

. 160

28.0
27.4 .

_Individuals
DUTIES No. %
/

60 Schedule ELaéses in_the library 64 37.4
67, Make posters o 64 37.4
27 Catalog ficticﬂ with minimum supervision 63 36.8

49 Prepare pamphlets and clippings for filing 63 36.

78" Operate audio-visual equipment 63 36"

- 86 Typé_afdérg to dealers 63 36.
88  Type and verify filled book cards 63 36.
89 Check lists of materials for ‘purchase with,

the card catalog : 63 36.8
6 ' Inspect books returned from bindéfy 62 - 36.2
69 'Plan.shelving arrangements I | ) 62 36.2
77 Search for Slmple trade- blbllmbfaphlcal data 62 36.2
16 Supervise sub- -professional emplcyéea 61 "35.6

35 Prepare’ statistical prthS, other than clriulatian »

‘ statistics , : : 60 35.0
20 Prepare materlal for. blndlﬂg n ‘59 . 34.5
37 Revise catajag cards typed by others 57 33.3
56 Make prellmlnafy seleaticp_éf materials 57 :33.3V
55 Malntaln cash fECQde): o - 56 %2;7-
73 Make 1ndexes of spec1al materlals 54 31.5
1 Calssify pamphlets ‘ .53 31.0
4 Maintain 1ntér11brary loan tecards~" -53! 31.0
36 Supervise pamphlet and Ellpping files 51 29.8
26 Select titles for- 1nc1usicn in book, lists and -
blbllggraphies . . ' 50 - -29.2
71 Participate in book selection meetings . 50:> . 29;2
82 Follow up nn cutsﬁandlng arders that have not . :
been prapgtly filled . - 48
91 Clalm missing issues Df mag Slhés- 47

44 'Be .in charge of .a department, such as cir- - _
. . culation . - (_= B . 46 26.7

;18; Plan and égggfct staryhaurs N o 44 2597
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TABLE 32 (continued)

. : g ' o Individuals

DUT1ES 7 . No. - % : ,

| _ R R — o

\\19 Inspect films or records|for wear or damage j;v 44 - 25.7
\90 Prepare work and time schedules : 42 24.5 /
92 Verify and approve invaiégs ’ 42 24.5';1¥

T 84 Verify bibliographical da nte
) library loans 1
‘ 68 Establish and supervise. drder information . 7 ,
files _ : E 41 24.0
7

46 Cacfdiqste work DI.pEtEﬁETVGluﬁCEEfS // _ 40 23.3

ta for inter- . ]
' 41 - 24.0 :

% .
29 Order Library of Congress of other .printe
cards - \ ' s
. A L . / .
45 Supervise clerical workers o/ . g _ 22.2
81 Supervise interlibrary lcéns ‘ Lo 31, 18.1
-33 Splicée flim | \ . 7 o 7 30 - 17.!
a 39 Assign C,cter.ﬁqmﬁers. o L o2 ’
47 Select publicity materials < 28 16.
- 40 Plan publicity irégrams 3 _ ‘ : ) 20 | 11.6
" 43 Participate in'séleéting éigrical=s#aff 15 8.7
32 .Prepare payroll . o é o _/ o 9’ 5.2
) B < 1‘ * . . . . . .
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A TABLE 33
- .. .
CHECKL]ST OF SI-JLLS NEEDED FOR
SATISFACTORY PERFORMANCE ON
, THE JOB AS RANKED BY EMPLOYERS
(N=92)
»
- ’ zggéégiduazif
_ DUTIES "No. %

8 Check out libraf§ materials to patrons 76 82.6
50 Type bdok cards and pcékets o 74 80.4
80 Issue overdue nqtices' “ 72% 78.3
51 Sértka;d filé book charge records ‘ 71 77.2
57 Assist in taking book invéﬁﬁpry . . | 70 76.1
15 Maintain checklists of mégazines:aﬁd éerials i XGQ 75.0
31 Diséhé%ge books returned from circulation g 69 . 75i0a

3 Explaln lendl ng rules ' PR Ce ’ 67 72;8
3@ Remove cards from catalog and shelf list = : _

when ulthdraw1ng lost or worn out. mEtEfiElE 66 71.7
38 Shelve books or file pamphlets or other %1milar _ . -

: materials : 66 71.7

41 Ready the Glfﬂulatléﬁ desk for day s work 66 71.7
abll_ Sort, open or dlstf;bute 1ncam1ng mail and ]

N packagag . 65 70.7
ég Supervise order aﬁd appeafgnce af shelves . 65 70.7- .
23 File catalog cards - s 64 égg:é

48 ' Read shelves or files ) ' 64 - 69.6
EévwFiﬁd specific books on the shelves for patrons éé ' 67.4
 §6“'§§pa1r wnrn out bc@ks or other worn 1ibfary o ’ B

7 materials o _ : 62 [ 67.4
74 aPaste book plates; paék,ﬁs; daéé giips iﬂ books i62. ’Sztﬂ‘
i;él“.LeEter and label books ;i f’:'= ' i-& _61; -5365.3]: h
75 Type catalog Ea?ﬂs ffam‘maln Entry card 61 6543 .
63:'Giv9;patrﬂns dlrectlanal 1ﬁfcrmatlan ‘59 . 64.4
76 File order cards S 59 64. 4
;Sé‘ Typé QrdFIS to d%élers 592 564.4

[o 4 I

-]




' . TABLE 33 (continued)
i ¥ndividgals
No. % =
, 54" Make shElf 115t cards _ & 58 ES-Qa o
l‘“ s , * 87 Count and Iecofd CLICUlELIDﬂ statistics 58 63.0 » N
X 7.52 Registler new borrowers . : : 56 60:9# '
6 Inspect books returned from blndEfy . 55 " 59.8"
_ 49 Prepare pamphlets and clippings for filing | ’ 55 - 5%.8 - )
K : Y Explain- the atfangéméﬁt of the library i' o s4 58.7 :
59. 'Take inventories of suPplles and equipment ' . 54 58.7 -
. _i§ Insp films OF records for wear o damage-———==—= = ~ 52— 561
%> ) 20 Prapa§2\$§t2flal fﬂ: binding : . ’%;?ﬁ)é 52.' , 56.5 ?
v . lé Arrange bﬁiléflﬁrbgafds and dlgplays ; , T 51 . 55.4 ‘:
72 AAnswer simple reference gquestions f » 51 55.4 | )
E 29v Dfdér lerary of Congre 5 gf‘achef priﬁtéd cards 50 ‘ 54.3 ;
u;53l Process added copies’ and,ﬁeg editions . - v 50 Jﬂ 54,3
.85  Recieve aﬁd record finé’méﬁgyi . S : 50 54,3 .
88 T;pe and uerlfy f1lled book :ards L ;, . 59- 54;3
" Ql'vclalm missing issues of magaz nes T 50 54.3 ;
4. Maintain 1nter11brafy loan redords - ' 48 ' 'Siré f
o “ 58 Schedule and record loans of, audla §15u31 o » S » 7¥
e ' materials. . S : - e 48 ° 52.2 R
§5  Sﬁpét@isE‘shelﬁing'procedﬁreé 1 . ff' ‘! 48 . [52.2 f
) {. , 25 Check order cards with hcldings and/or ’ ‘ -
" gutstanding orders = ' u L - 47 51.1
= .34 Helpuraade:s use the card Eatalag : -:V, ] i K » 47 51.1
. i; ;Schedule shelf reading ) ‘ ' S Ty 46 50.0
‘§ !F_?7 Search- for 51mpla tfade bibllégraphlc al %été»» T 50.0. '«
) ~ ’L), a :79_,DﬁHu and callate new bcoks . “;fi; ';. ! 2v 46 ?D;Dr'
‘5%§3 -Pr@c§5§ book resgryas _ g I l 46 ;SDrﬂq
\ . 78 Dﬁeraté,*'dialvisual equipment ii i N 45 48.9 -
v 42 8u upervise student emplgyee% and pagesr o o 44 . ‘47i8; -
L e ;SSR Check dists of matarigls for purchase with - T
N the card Eatglof o e = B >§éi ' 57-
4 R S = . : '
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.circulation

A SR .
4 ( i - ;3_} o o=
TABLE 33 ’(f‘;c;ﬁténuea) . ., T
- : ’1§_ﬂ;-
— ——— = — — e 7v T
R Individuals -
DUTIES . ° No. . % . .
28 - Explain, thngééﬂurEEE and services of » y - :Vi' "
the llbrary ﬁQ patrons " ’ - 43 - - 45;? N
Téz' Fcllgw up on outstanding orders that | ~; ! - x ,
‘have not been properly fllléd 43 - . 46.7 N
"~ 55 Maintain cash records L ﬁé . 45.7 - : :
21 ﬁeviselfiliﬁg done by aLhers *';\ 40 43.5
55 Make prelimlnary selction Qf‘materlals far bindlng :L39 J__f1&2;4 .
12 Check trade blbllggraphlas Fgr Dfdé 1nférmation ;;33 41.3 "ﬂ!
13 Determlne supplies and equipment “to bé pq;zﬂased ‘36 ' 39.1 - .
67 Make: posters o 3% 39.1
"62  Use indexes and catalogs fcr 1gcating deﬁalled _ - o :
' blblingaphical information for verifying book orders 35 . 38.0
73 Make- iﬁdexes of speglal materials . 33 _"l35;9 Lo
7 Drganize and malntain 1nfnfmaticn fileé\\ 32 Vlgﬁgg -
37 Revise catalog cafds typed by athers o 3i}<;gﬁg§.3 S
;14; Plan baak dlsplays | N 31 337 -
33 ‘Spliﬂe film 7 - . B SRR } | 33,7
17'fTraiﬂ and instrugt new clerizal Employegsé . Ef B :SQ- 32.6
,}sz Verify aﬁd apprnve iﬁvaices - 7 ‘f _3@ 32}6
36 Supervise pamphlet and glipping files o . V\v 29 31.5
84 -Véfify bibllagraphical dats for inteflibfary lgan5 .=  29 SlQS
116 ‘Supervise. sub- -professional: employees: - - 728 30.4
1 Clasgify pamphlets - . Y ﬂ 27- ?l29!3
_lS.;Check.;atalags and qpelf lists for headings » 27 29.3
3? ‘Prepare statisical reportg,‘other than citculal Con ! o
tion stacistias | 27° . 29:3
81~“Eup3fvise interlibrary loans o f-f 2?;_;
60 Schedule classes in the library 4 . 26 !.;853 !
68 Establish and supervise order infarmatign files 25 27.2 /
'27 ‘Catalog fiction with minimum gupervisian »’ ' 24 26.1;'
44 Be in charge of & dépﬂttment, such as ‘ f . | f
24 26.1

29.3




Yy,

" No.

‘,"Indiyiéuéién ‘
R e / )

%

90

69

“45

39
47
70

26

18"
46"
82

40

Cii

43

Prepare work and time schedules .
Plan and supervise book inventories

_Plan shelving arrangements = Y

Supervise clerical workers.
Assign Cutter nu bers

Select publicity |materials - |

Be in charge of a library without super

by a librarian _ . |
o S o

Select titles for inclusion in book [lists,

and bibliographies ' :

Plan and donduct story hours

w.

'Cmafdinaﬁe wdfk of paféntsvolﬁnteé_
Prepare payrells - '
’Plan;publicity pTC
Participate in se
Participate in t

&




TAELE 34

CHECKLIST OF LEARNING FXFERIENCES

HELPFUL FOR CONTINUING EDUCATION AS - L, _ \'
RANI{ED BY ‘'FORMER- STUDENTS (EHELOYEES) ’ .

(N-17L)
o o Individuals
DUTIES o - No. A !
45 Supervise clerical workers' . . - SR 40 23,4
43 Patticibate_in selecting élééiéal staff ' 30; 17.5
éﬁ =BE iﬁ thafgé of a départment; Suéh“és circulation =~ 29 .. -16.9
T ‘Select tltles for inclus sion in book lists and ; )‘ ) _ .
bibliographies’ - . - 27 - 15.8 - -
;‘AD Plan publltlty progfams A R 27 +15.8
71" Participate in book selection meatlngs ' B ,27‘ 15.8 }
':16 ‘Supervise sub-professional. employees 26 15.2
17- Train ‘and 1nstfuct new clerical employees ; B 24 14.0
78 ~Oper te audio-visuval equipment P : : 23 13:5?
-1 'Classify pamphlets : o N 12.9
- o i? Drdet Libfafy of Congress or other p:iﬁtéd cards ‘ v22 o 12.9
:42 Supervise student Emplayees and pages = ' ... .22 - 12.9
, . _ 82 Follow. up-on ‘outstanding ctders that have not ‘ ? 7 B
S —— - J-wm~been -properly. fillEd v _— - 22 12,9
I o 4 Maiﬁtain iﬁtéflibrary Jgan recards [ . El ©12.3
9 Plan and supervise book inventories o ' 21 -12.3
© 13 Determiné suppiiés and equipment to be purchased ' ! 21; ©12.3

35  Prepare statistical reports, Ofthef than cifculaticn i

statistics S . . e 31 . 1243 .
62 Use indexes and cgtalags for 10cating detailed - 7.{
bibliagraphical information for verifying book orders 21 12.3
81 nSupgrvise interlibrary loans - 21 12.3
92 FVerify and approve invoices . ) 21 12,3
" 12 Check trade bibliagraphies for nrdef dinformation 20 11.7
- 32 Prepare payrolls ‘ " . . 20 .)ll.7
-~ 39 Assign Cutter numbers Co C T 20 11,7,
‘ 70 Be in charge nf a 11brary withnut supefvisian ' Co
by a librafian - - 20 11,7

\ L - 166
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Lo, | AA A TABLE 34 (Cﬂntinued) o :g“
! A Individuals
\ L DUTIES No %
90 - PféparE‘WDTkAénd_tiﬁe schedules‘ji~‘f 1,;  .}19 f 11-.1
) 18 Plan éndtcanéuét story hours . \ L ~=“1: - 18 - ;0;5
33  Splice flim = vr _"“'a\_ 18 10.5
"46° Coordinate work of pafEﬁE!VGluntEEfs R - 18" 10.5
‘68! Es ablish and Superv1se order informa é filég ' 18 " 10.5 i fii'l;
: "B4 Verlfy bibllagraphical data for iﬂterllbfary loans - 18 10.5
A‘A‘ Iﬁ Check catalogs and shelf. 1ists for headlngs . 17 Q,Qj%
A \ é? Catalag fiction w1th mlnimum %upgtv151gn . o 16 . 9.4
" 60D %chedule classes in the library : o 16 :_9{4
é%i‘SElEQﬁ pgbl;clty materials o ;o ‘ 15 SQBA _
‘5 Maintain checklists of magazines and serials 14 8.2 ’
14. Plan book displays T . , . - .14 5 lB;é
36 'quperv1se pamphlet and clipping files | - 14 8.2
, ’ . 375:Revise catalﬂg cards typed by others ) o "14;' A 8.2
55. Maintain cash records . ;o o 14 8.2
69 Plan shelving afrangeméntsA S ~ 14 8.2
10 iArrsnge bulletin boards ‘and displays 'v‘ .= 13 ; 7.6
21 . Revise filing done by others’ L . - 13 (£~: 7;6
- 73 Make’ 1ndexes of special materials ‘A A ‘ B lB;f ‘ 7i§7
s 28 Explsin Ehe resources and services of the R lA Iq AA;
l1ibrary to- patrans _ . o “12 7.0
. 67 Make posters. . .- o - . >'7;D C *:f
. 72 Answer simple reference questions ' - A 7.0 - h P
7 Organize and maintain information files e 11 jﬁbéf
¢ .25 Check order cards with holdings aﬂd/nr o :
i . "~ outstanding arders : o ' 11 . 6.4,
34 Help readers use the card catalog . - 11 6.4
_53»,Procesé added copies and new editions o 11 . 6.4 '
“_57‘ Asgist in”takiﬁg baDk inﬁentafy - ‘ ‘ v 11 . ‘6;4:;
- 86 Type orders to dealers ’ ﬁ ' 11 6.4 °
19 Inspect films or records fnr wear or damage .10 . 5.8

O o ".-"167
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" No.

s %
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- ~
20 PrepafEXﬁstefial f0f'biﬁding ‘10 5.8
56 Make prilmlﬂafy selectlan of matE'lals fgf‘ o )
~binding , » - .10 5.8
65 Supervise shelving prncedures 10 5.8
77 Séa'qh for Slmple trade blbllagraphlcal data 10 . : 5;8.
2 Schedule shelf readlﬁg ' ;9 5.3
1 5§ Make shelf 115t ‘cards = {§;3 ;
Take 1nventgrles of supplles and equ;pmentx'; LQ '?SfB:i
22. Superv1se order and appeatance of shelves 8 ’:5_7\
152 Reglscer new borrowers ' ' ,Sﬁ' £i7ﬁ{
83" Process ‘bo ok reserves - L 8 4{7>!
'89 Chéck ‘lists of materisls for purchage with ! ) o
the Eard catalog o o -8 4.7
30 Remove cards from catalog and shelf listrwhen _ '
withdrawing lost or worn - out materials ' 7 4.1
49 Prepare pamphlets and Elippiﬂgs for filiﬁg 7 ) é,lf
' 61 Leter .and’ label books o A v - 7 4;1
66 Repair ‘worn 0ut bnoks Ofﬁéﬁhér worn library maﬁé:ials 7
79! Dpen and callate new bd@ks;,; - . ’ if "éil
.3 Explain lending rules ' ; . ‘! ) 6 . 3;5Pv
11 Snrt,:open or; dlstribute incomiﬂg mail and packages o E'l :3;5'
123 File catalag cards ’ ’:l‘f  f' L e 6 3;5
- 58 Eshedule aﬁd record loans .of audi@—visual matefials ,,ié-: 325
75 Type catalog cards fram\Fa;n gntry card '  6_ x3;5.i
80 Issue nver&ue notices AR 6 3.5 .
88 Type and verify filled back ggrds- .6 3;5 -
6 Inspect books fezufned from bindéry- 5 ?;9_
24 Explain the afrangement of the library ' 5- 'g2.9'
51 Sort and file book zharge records - “.5 '2.9“
64 Find specific books on the shelves for patrons 5 2.9
‘85 Receive and record fine money : '5 2.9
87 Count. and record circulatiﬂn sﬁstistics 5 2.9

U R




TABLE ‘34 (continued)

76

* Indlvidu 1s
C DuiiES No. - %
91 iClaiﬁ missing i issues of magazines 5/;; 2.9
©8 Check out ;1brafy materials to patrons 3\: _1.
41. Ready the-cirgulaticﬁ desk for day's work -3
50 Typa'bégk“c;fds and pockets - 3 1.8
63 Give patro dleEtlDﬂal 1nformatlcn :3 1.8
31 Discharge books raturned ffcm cifculatlan _zf ;gg}%Z'
38 Shelve.books or file pamphlets or other similar . 1 )
materials . : 2 1.2
48 ad shelvé§ or files - 2 1.2
Filé ,tdEf cards ‘ ! 2 1.
74 Paste book i:»lat:és,\ péckété; date slips in books 1 D
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TABLE 35 . e

CHECKLIST OF LEARNING EXPERIENCES
"HELPFUL FOR EDNTINUING

EDECATIDN AS RANKED BY EMPLOYERS . ' S
: (N=92) T ' R AR T
f;' S ‘ . Indiviﬂpa1§37-  C :ﬁ
/DUTIES . S Ne. - % o
s o o g o -
17i!Train=énd'iﬁstruct new Qleficélfempiayéesr,; 29 31.5-
. .45 “Supervise ciéficsl workers™ - S :',‘ S 254.”,V27;é;‘ b
16 Superv1se sub- prnfessiomal Emplayaes L 7:__' , 24 ) 26.1.
v 35;‘PreparE S*atlstlcal repafts, other than clrtulation_ , ' . :_
o statlstlcsf L , : P o 24 ‘;5;;
43 Par tiglpate in selectlng clérlcal staff . i n  122 l:3‘2§f9  i t'»f 25} 

; 62 Use indexes aﬁd catalogs: for locailﬁg detailed
"xblbllographlzal information for verlfylng bock orders 22 ' 23.9

) _ Ql,Plan an€ superv1se book 1nvent§f1€5 e ... 21 .-.22.8
} 3§ ;Ramave cards from caleag and Shelf»list when w1§h— R
~ drawing- ‘lost or worn out materlals K . 20 2217 e
i,éé =Selegt tlties fgr intlu51nn in baok 115E5 and - __- I B
B fkblbllcgraphles SRR R ... 18 19.6
:.27  C§ alog fictlﬂﬁ ‘with mlnimum supervi % A‘j,i_”= - 18 . 19.6
;44':Bé iﬁ charge of a depsrtment such’ as circulatlon C 180 19.6 "
" 70 Be in chargé of a libréry withaut EupEfViSlQn by a. :A?’ R .
‘1librarian : _ R L coo 18 - 19.6 . .
%l*nPaftiEipaﬁE in back selectién méetings - 1 'j; 'x;{>i7"= 18.5
90  Prepare work and Eime sghedules-x - j' 17 ilS.SffW
i.fC13551fy ‘pamphlets =~ .. B _w‘ T ::13v ';ié ,#;:1?;41 'ﬁ
-« 37 Revise cstalcg ‘cards typed by others -  . :’,:, e lé: - 1?5%=*' , j;
7 . 7-x0rgaﬂﬂze and.maintain infntmatiéﬂ files A -015 - 16.3 T
-_34 Help readers_ﬁsé the card_;atalog © .15 16.3
:}\’ : n72':Aﬁ5wér éimﬁlé féférencé éuestidns , B 15 16.3 . -
va.“ 69 -Plan shelving arfangemEﬁts er - o .14 15,2
o . 81 Supervise interlibrary lgans»“ o S 14 s 15.2.
36,’Superviﬁe pamphlét and clipping fi lgs - \ 13 : 14,1 '
iEQZIAssign Cuﬁter numbérs“‘, I S _ © 13 ' 4.1
. . QZX.Supervise student emplcyées and pages ' D in - 4.1 - L f;
. o S ! - }ﬁ 117() fi - . K ¢
. _ ” - SRR .T . O ) .




TABLE 35 -(continued)

"_Individuals:

7

8

77

171

o

DUTIES No. %
| o jh;.e :
'JéS Establlsh “and superuise Drder 1nfctmat10n file %13; ‘ ié;l
92 Veflfy and. apprave invoices ' o 13 . 1401

13 Determine 'supplies and equipﬁgﬂﬁ t@7pu%éﬁasé g . 12 'iXLSJva*
21 Revisé'fiiiﬁg done by others ’ - - el «11.9
46 ;égéféiﬁaée ﬁdfitbfEPSIEﬁt—VQiuﬁtEEfS 11 ©11.9-
ﬁSE Hake prellmlnsry se 12 icn ‘of mster;als f@r biﬂdiﬁg 1il - %1;9 N
73 Hake 1ndexes of special materlals 11 - -11.9
82. Fn1law up' on outstanding orders that ha re ﬁot A -  ='51;"
v been pfaperly filled , ' 11 11.9
4 Verlfy bibllogfaphlcal data- fnr 1nter11brary loaﬂs' T ,11;9
12 -Sert, open or dlstflbutg 1ﬂcom;ng mail End!packages‘ .10 f‘ ;
23 File catalog cards | ' | 10 10,9
BZH;?fepafé:géjr;lié'v 1D,i '1ﬁ-§ o
40 !Plaﬁ publicify ﬁfagramé ,  l %-lDJ 1§59’ _
.14- Plan baak dlsplays S , 9 . 9.8
18 Piaﬁ and conduct story héutsf .9 ¢+ 9.8
65 SupEfV1SE 5helv1ng procedures ”S :-9_8
917 Claim misslng issues of magazimes . _ 9 9.8
28 Explain the IESQUfEES and serviges Qf Ehé library’ P
 to patrons v : - ! 8 8.7
17 Select publiciﬁy matEflals~ ; ' o .r 8 . 8.7 ?
60 Schedule Elasses in the library ’ 8 8.7
78 Gperate audia—visual equipment 8 §.7
53" Pracess added” tupies and new editinﬂs 7 - 7;é'
‘ 10. Arrsnge bulletin, bnafds and digplays ‘- ) 6
29 Order Libfary of Congrgss or other printed carda 6 ‘5-5
33§ Splice f1ilm o ,‘5 . Egﬁﬂ'
49 - Prepare pamphlets “and elippiﬁgsvfat'filing 5 - 6.5 -
63 Give patrons difectiuﬂal information ' 6 © 6.5 -
75 ‘Type cstalag cards from main entry"’ card . 6. 6.5
Search for simple trade biblingfaphiﬂal data | 6 6.5
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7 " TABLE 35 (cgntinued) a )
o _ 7;ndiviéﬁgl$; :;;;
_DUTIES ~ - .. - - No. = %% Y

| 89 Cheék lists - ‘of mEtEflalS fg; PquhaS *with . _ W,
catd catalog : A ' 6 " 6.5
4 Malﬁtaln 1ﬁtE;11beEy 1Dan reccrds 5 ' 5.4 R
25 Check order cards Wlth haldlngr Eﬁdlof _ R Co i
" outstanding nfders : 5 5.4 ’
‘83 Process baak reserves . : 5 ‘_Sgﬁg !
2 hedule shelf reading 4 ;iézBi{'
"5 H ntaln checkllsts of magazlnea . ‘ v.é:' ;4;3
15 Che:k Eatalags and shelf llstg for headlngs 41=i Jfa.s g
20 Prepare material for bindlng ' ) 4 ‘f.'A;S__ :
@ - '-22 Superv;se order and appearance nf shelves , ; i “ 4.3 B
34 Explain the arrangementepf the library e 14.3
55 Maintain cash records ; o o 4- 4.3 ;
64 Fma speclflc books on the qhelv "f_’,‘g:_ patrons .. . 4 4.3
66 REpalf worn out bncks or other worn libraff" . f 7:‘
o oy materlals : B 4 4.3
. E;ﬁg?_PCDuﬂt and feccfd circulatinm statlsﬁics ﬁ" ’iﬁ.Bi ,
41 Ready the ﬁirculatlan desk fnr §ay s ank o -3 ,IS.é ' ) Y,
'SD " Type bgak catds and pucke;s 3 3.3
54 Make shelf list cards’ _ _ 3+ 3.3
58 'Schedule and record loans ’f'audigavisual’msterials 3 3.3
'j'§7f Make posters ' J e i 3 3.3
- 85 Receive and fECOfd fiﬁE money 3 3.3 i
o . 86 Type orders. ta dealers : ! ' LBl 33—
- Erléijnspect ‘books returned fnrm bindery R S 2.2
74 Paste book plates, pockets, date slips in books 2 -_ 2.2 )
79 - Open and-collate new books SRR 2 2.2 .
'89  }SSHE overdue notices - \ ‘ 2 2.2 '
' 88 Type and verify fillédvbﬁék cards o 2 - 2.2
o 3 Explsin lending rules’ - : L _ ; 1 91,1
11 Sort, DpEn or digtfibute incoming ‘mail and packages 1 1.1

72 o
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[ . TABLE 35 (continved)

|

_ . . :Individuals
< - . DUTIES - s INe.o %
: . : S C

19 Inspect films §r7rezafds'for‘ﬁeaf or damage

Dt

b=t
B
=

': 38 Shelve;bécks érffile:pamﬁhléts or other similar-
materials L i ) 1. L

=
=
H

48 Read shelves or files
57 Assist.in ﬁaking'béck'inveﬁtafgv
1.

59" Take inventories of suppliesiand equipment

61~ Letter and label books

SRR e
H
i

76 TFile order cards , /

heck out library materials to paﬁféns b

o
)

ischarge books returned from circulation

u‘
—
=

ki
)
7]
o]
Lo ]
a1
o]
=]
e
]
o
it
o
=
]
o]
=
i
=l
k]
~
el
m
(a]
[y
'y
[}
o -
(a9
i
Lo I = N « B o

52 Register new borrowers
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TABLE 36 e "
_%KILLS WHIEH ARE TAUGHT IN THF . o
. . LIBRARY TECHNICAL ASSISTANT = . S S
\ o CURRLCULUM AT FASADLNA GIT‘( CDLLEGE;» L :
« . . . ,jfgprsa,,gﬁﬁa,s - a:j
y Al ] o e sl o ,
& o o < o, o] ~ = A
. =i i —l ‘» o] R .
;5'-5 3 ‘;EV S DUTfES | )
1 C13551fy pamphleg5= ) o =-_!‘h . "??‘ 2 U [ B
© 2 Sthedule ‘shelf . readlng : SR S R '
r S
3 Explaln 1end1ng‘rules 5 e R e dx
o 4 Halnﬁaln lnterllbra:y 1Qan fecafds o - x - A I A T
s 5 Malntaln checklists: af magazlnes , ’
and %er1als : v Co x |
* ) ! - - =
! 6' Inspect buaksrretufned from blndefy o x el s
L — -7 nganlze and malﬁtaln 1ﬂfgfmat10n filesl
o iﬁﬁé Cheék aut library matéflals to patrgns= - .
LR 9 Pla? and 5uperv1se book 1nventarles; " EE A VN _; o
10 Arrange bullEtln boards and dlSPlEyS =% - »;_'.ﬁ
& o . ’ .
11 ' Sort, open O dlstflbute 1ncam1ng mall . f -',:'Px A N X
 ~ and pagkages ‘ - . o X ' : o e
r RSV Check trade b,b,lographles for order . - | " o] ° B
= S : information. | , L) P R b 4 . B
o L13° Determiﬂe supplies. and equipmaﬂﬁ to be;: i _ i
h _ purzhased . A N 1 _ : P
. ™ .. "I4 Blan bouk displays P R S I O T B ¥ L
T _ 15 Check’ catalogs and shelf lists fer ’ ! o ’Zglé?
' R headlngs PR B X L
" 16 Supervise sub prcf2551onal Emplayees R N o L
17 Trsin and instruct new cleri:al emplayees o i 1 1 _ A %.if -
-y ;”'—“ U oo . C b 0
18 Plan and cunduct story "outrs L
_ 19 Inspect films arerQQrdﬂ for wear or . | . - o ';. ' ?f¥
‘ _ damage . i o , s ‘ B
.!l=ﬂ; 20" Pfepare ma;eriai fgr binding - - | "2 N R B L
21 .Revise iiling,dong by .cthers e L
22 gSupervise order ar( appearance of ‘shelves x : '
23 File cataleg cards ‘: . 'i 7. 3 X- . . g
24 Explain the arrangement of- the library | .
_ _ - 25 Check order cards with holdings and/ar ' ' ' ) ';
/ R outstanding orders o0 LN S ”
[ERJ!:“ z ' . 157L1 N -
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. L TABLE 36 (gﬁntinue&)
- . L e Coarse Numbers
‘ G glalslslsls
3 DUTIES e S ‘ R B Bal e - 7-*—': T
Select titles for inclusiégﬁ in book ! ?,
“lists and biblicgraphigs L |
) o N ! .
- 2 Catalag fltt1an with’ minlmumsuperv151cﬂ B T x :
TTTTT T 28 EXplaln theﬁrescurces and SEfvices gf B 1 S
the library to' patfﬂns - ! y /
29 \Order lerary of Ccngress or nther . .
—_— printed cards : x="ﬂ;*, o X
, o 30  Remove cards from cagalcg ‘and shelf . N -
: > "1ist when withdrawing lost or qafﬂ-but,— i -
) w«materials | g X
31 Dl charge books fEtufﬁEd from ¢ircula-= f
,"iv x
' 32 P:E,are payrolls . fu __;; _______ :
_ , ’ .
133 Splfce flim { ; 'i
/ ).
34 Help readers use the card Qagalog ‘ .
" | ; /.
L _ 35 Ptepara scatistical reports,- other-. i - - : .
1 S than ilrcuiatian statistics . i i *
: 35 Super ise pamphlet and Ellﬂglﬂg flles'g - _ N
37 Revise| catalog cafds typed by others - b3 fg
38 Shelve\bcaks or fllE pamphlets or other i ‘ -
simllsr maierials-.‘ , ' X _
4 39 Assign Cutter numbers = . . o X
— ) ! _;Annglan_puﬂligity ptcgfamsﬂm“m_w“¢m:m_: P I RO I /
N =g 3 S
41 Ready/the circulation ‘desk fof day's /
N " ‘work / (1- . B - X
o 7”ﬂ’“§2 Supervisé student empl yees and pagesl ,
" 43, Participate in selécting clerical staEf B
N 44  Be. in charﬁe of a department, ‘such as
‘ circulatinn - R ;
45 "supervise clerical wcrkers @ N
46 Caardinate wDrk or parténtivalunteeﬁs" LR
47 Select publi:ity matérials
f- '
48 Read shelves or file es ,
[
49 Pfepare pamphlets and glippings far, o .
filing ' / %
. o ) ; ,

w1




MH

102>
103
104
Q
110

50 Type book Eards and packé 5: o -J Coext

51/ Sort and flle b@ok\:harge recarasx _ 1 X, N o B
520 REgl%tEfvﬁEW borfgwers SRR I B g N
o | . ) . N 7
|53 Process added QDPIES and .new Edltlons . _ : I DT R P

/ CoF » - "_"éirar

54 Fake shelf list caﬁds; ; ) v - Aox
'55 Maintaln cash réEOde} e o :4 {1;5 &f I gv R

156" Maké prellm;nary se;ect;gﬂ of materials o i . '{
‘for binding C ; _ : - T N Ji T ,’; -

l sost

ASSlSt in tak;ng book inventory S _ x .

i - . : : ,’i o ‘ik;‘ :
) Schedule and recordiloans of §hdiar : el o C
: v15ual materlals- | 1. S Ena

-
b

7Tak2'inventatiés of 'pplles and : ' ' o B N 1x:"
equipment: o { _ ; R i o e . !
) _Sghe ula classes 1n the lj ;aty , '

épp and label bocks »M o ’ O IR i

ﬂ.‘"

Use 1ndexes and catglags for laqating
detailed blbllographical 1ﬂf§rmati@ﬁ " ;.
for verlfylng hnﬂk ofdera o R R B i~

© Give, patrons direct iaﬂalfinformation:”vizk X

)

Flnd specific books on the shelves.
for patrons T I B

5\ Suuervise shelv;ng procedufes

- I -

' B R IS GRSl Wi W Ratuatul I
5 | Repait worn out bao&slcr other wafﬁ\\\ i R 1.
l;brary materials xvf . , . N ] ox N

LI & = A
L i - - . ) |

: Make posters - ﬁ o o X : S

‘Establish. and supervise order iﬁfafma&f I A S |
ti@ﬂ filEE :- ] ‘f [ o . E : ~»—

Plan shelving arrangements

o

Be in Qharge af a 1ib;ary withnut
\supErvisioﬁ by a librarian

_— 71 \Pafticipate in bQDk'SEIEEtiBﬁ meetings

?2 wAn5wer simple fEfEfEﬂCE questions . x|

%

73 Make indexes of spegial materials
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. _\ ~ i S ~ TABLE. 36 .(continued) - St
. - ) - D& s, : R v -
v = s i ! , i
; 2 - ; i R : i S
. . " Course 'NumbeTrs -
e . o - : e ; .
- s , . T i | en | = =Tl . *
. . . . ) o -k e < o = =] [=] — .
. - o : .DUTIES e e s [ I I B (R S B I I . &

. W

R ?& Pa;te b&gk ﬁlares, pockets, date slips - | N | , .J; o

A = ER - '.E ln bDGng . 2 . ) IR C o R ® : = . -
e . B 75 ?ype catalag gards fram main Entry card. / ¢ i 1 x N
: ' ;A ; ‘ 76 File Drder cards 'g “f _f C | A[! " *ﬁ‘x' . N
. §?‘if 7? Search f@r slmple trade blbllagraphigal B - % T
. ﬂata . . . o \i !f . g * - . f -":
78 Dpera%e auﬁio—v1sual equlpment* oo Jf  1. O 1 x71°% { - . i
. et vt 79 Open ané ﬂollategﬁew bgoks‘~ . d ?‘ , ) i - A §1 " 'éé

i %\‘g‘ SD Issue Dverdue ngtlzes 7‘. T : S ® -7 . . :
\ - ® = . . B B - . . . , .
. . 81 - Supervise’ 1nﬁer1;bfary loans i b SN N R
. c..-82 Fcllaw up on outstaﬁdiﬁg orders. that : T ‘  :
IR ; ave not been praperly filled B L R - 2 T
: 83 . Process’ bnak IEFErVES < o RN T Y I ) I
R \ * i Sl N
o . Bé VEflfy blbllﬂgféphlcal data far inter- | . ' _ i
s 11bfafy loans =~ o e Q;J : o
: . 85 Receive and rgcard flnefmcney I P e :/’V N I
\‘A‘Af(: - 86, ZJQE orders fto daalets L B R R A A R
L I T A S ‘ S T (T I R
87 CauntAaz% record circulation StStiSElCS S 3 U S P IR
e 0 o . {0 oo
i L. : s . ) = . I . : ot .
: . ‘88 Tyve and verify fi illed book cards‘ "l ) 7 ' g
*’ s L F B E ) S & 4 W . f : o i ; } o B
L 89, ‘Check, lists: of Materials for'purchase - | . |- o [ | i )
o :é* ¢ with the card cltalog | : N | EEEE G I R
- g 90 ‘Prepare work ‘and’ timg' chedules - | S D A ,
7 :>f;f}; 91 Clalm m1551ng issues of " magasiﬁes e R 3 R e . E
‘ S 92 Verify éﬂdsappfﬂve ;ﬂvalces f;~~";i o R 33“ . ‘l&ﬁ S T
- 2 A ’ !'& 1 e . L, B R . , . . a . ‘Tgi R , Sl g
' " ‘ ! i K
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‘ / : ’ ) . ) L
; , - : Lo ‘ . ' s
. ' / % P ’ , : ;
. ! . , 14 . B -
Fl - ) ¥ ' ' I, f -
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y _ (PABE 37 : N
LIBRARY TRECHNOLOGY CURKICULUM = S
AT PASADENA C17Y COLILEGE ‘ ’,
1 1975-15 f
' J _ : -
= \ = '\\

ies students lor .e;,hrwwdi pesitions in &l lypes of libreies,
3 . df_f,nmn fo become prnfegf-c;r.al Ibranans should follow the I.bmm,nfrnp
recommendsations. Students undeciced between professional &nd non: IJ'C"E‘E‘S'U”E”
cateers shouid choose courses leading \L the Baccalaureale Degiee. .
ALibtary Clerk Cerificzte is given upon syecessiul compleiion of al lees 25 ur ”5
including Lib 1, 101, 102, 103, 104 and 105, plus Sec'Ge 27 or 105, 115 and D
160 A Library Technical Assistant Certificale is awarded 1o graduates ofthe Iy Vo' e
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himan Year
Df;Pl Course No i Sem. 1 1l
Lib 1 Basic Library Pioceduies \‘\1 et
Lib 201 intreduction to Libiary Service -7 38
fec 5C 27 or 105 " Typewriing ’ 3 - -
- o “ENghn al SLEnce : a ¢ L
— = y Ej ing Skills 3, 3
PE Act = -— . Fhysical Edpcalion Achvily : Yeed . Vel N
DAP 160 Digital Computers and oo : )
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Szc 50 116 Clencal Procedures 3
H Ed A-H .. Beslih Educaben : ——
i . ’ 1$/: 14% ]
or 4 15 ,
] - ) B a
Sephe more Year £ i
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In Sup — ** " "Indusinal Supervision
Lib 103 Technical Piocesses -
Lio . 110 Instructional Medla
Sec S¢ 14 : Duphcaling Processes
Sign 146 - Commeicial Lellenng -
— - : == Amezrnican Govein 1 i &
PE Acl — Physical Educzanon Activity o
Lib 104 Caialoging Techniques / .
Lib R oL .rary Field Praclice - &
LBy OF T T T T T Audin-Visual KMalenals
—_ — : ¢ reHumaniies | AT
- — **Social Science ¢ -
; . o
N S - ]
*Or ability 1o type 45 wr‘:m:'s pet mnrmle LS
**See requirernents lor ihe Associale in Ars Degrég on BEQE 3L ol Ihlﬁ Eullehn
- =*Recommendsd eleclives: Bus 11#\ 112,114, Eﬁgl 1A F Lang 112, Malh 101A8BC, 407: Sec
Sc 117: Speech 1, 121, 124,/ .
"+ Select rom In Sup 136, 138, 140, 154 of 155 : BT
178 -
A . .
) . . o
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1;‘{;;
Pasadena City College
Library 1
Module 5: THE CARD CATALOG ~ Part 1 I y
I. Learning Objectives
1. The student will be able to locate books in the library
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 1i§t of tépics, the studeht;will be able to
accurately list the items fgund\in the catalog on those topics.
II. 1Im ruatians L o
) 1. This study packet Should cantaln ,this instruction Sheet. figﬁ
. information sheets, a pre- and past -test and one asszgﬂment-
2. Read the information sheets.
3.° Sources and Responses.
Read Chaptef 5 in Gates, Jean K. Guide to the Use of Books
-and Libraries, 3d.ed., McGCraw-Hill, 1974.
View the filmstrip ‘'Classification and the Card Catalag,
Frames 19-37. S /
4, Take the pre-=test. ’
/
. 5., Co mplete ‘the assignment
6, Place the completed assignment sheets in the "To Be Evaluaﬁed"
box in Room A-104.
7. 'Take the pcst test aﬂd check the answers to éetefmlna your
increased learning.. _ .
8. Begin watk on Module 6. ¢ .
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Pasndena City College, Library 1
Module 5: Information (cont'd)

' , ,'!': L I
I. CATALOG CARDS

As previously mentianed; there are usually three ways that a book
is listed in the card catalog--by author, by title, and by subject.

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 ard contain the following
~information. '
. .call number S 10. . price of the book
author's name _ 11. bibliographical note
title of the book , 12, subject heading tracing
Pia;e af Fublicatién 13. title tracing

publisher : 14, vLibrary of Congress
~classification number

T "

date of publication ' 0

. ' +15. Dewey Decimal classi-
Paging ' fication number '
illustrations

_ . 16. Library of Congress
height of book in cenimeters card number

(
w2

-

. g v @3_';4- ,
S A R I IR R ——

) : BF Sharp!Ehelyni . 1 . o :
ey . u3] The IQ cult.  New York, Coward, McCann & Geoghegan o
- T 1 ) ;7 J S — -6
— — 134 p. illu 22 gm. 3§ 98 e — 0

B T lubhogiaphy: p. 151154,

I*gl

2 — e | Mignial testr, - b Titlg, =——— e e—— e —er

14— BF411.5466 : S 153.9'3 o 7276676 1€
TSN D 698-10180.9 7 . MARC

& : I C Lilwary o Cloupress 7 . —

R

o
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Module 5: Information (continued)

B.

Title Card

The title card contalns the same information as the author card with
the cxception that the title of the book is typed above the author's
name. Below is an example of a title card. :

The 1Q cult : ; o

BE, Sharp,. Evelyn.

giéé The IQ cult. New York, C@wafﬁ; McCann &

Geoghegan (1972)
154 p. illus. 22cm. $5.95
Bibliography:—p- 151-154

1. Mental tests. I. Titleé.

BF431.8466 153.9'3 72-76¢76
ISBN 0~698-10460~9 : MAT

Library of Congress 72

'Subject cafds «contain the same information as the authcr card with /
« the exteptiaﬁ that the subject heading is typed above the author's’

name. SUBJECT CARDS ARE EASILY IDENTIFIED BECAUSE THE TOP LINE IS
TYPED COMPLETELY IN CAPITAL LETTERS. If a book geals with more
than a sirgle subject, additional subject. cards may be used for.

. the book. By looking under a subject heading in the card catalog,
a student can détermine which books the library has on a g;ven sub-

jeet. EElGW is an example- of a subject card.

" MENTAL TESTS

BF Sharp, Evelyni .
431 The IQ cult. New York, Coward, McCann &,
S466  Geoghegan (1972) o

14 p. illus. 22 cm. $5.95

Bibliography: p. 151-154.

« 1, Mental tests. I. Title.

BF 431.S466 153.9'3
v ISBN DEEEE?lQ@E@EE_

Library of, Cangress 72 -

. 183
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| )
a Pasadena City College, Library 1 !
Module 5: Information (continued)
‘?

s

D. -Rgferenge Fﬁ:dL
In addltlcn to auLth, title, and :ubject cards, the card :aLél@g
- .also contains reference cards vwhich refer from one form of name or
_subject heading to’ ‘another form. The following three exafiples
illustrate the most common types of 1Eference cards.

Example 1: Refercence from a well known form of author's

- name to the form used in the card catalog.
'Butgéss, Anthony.
’ see
Wilsén, John Anthony Burgess, 1917-/,
) Reference ffD% a commonly-used term tG-thé
subject heading used in the card catalog.  °
AMERICAN HISTORY o
’ ’ see
. . : . |
U.S. - HISTORY ,
) o
Exim;;guéz Reference from one subject headlng to a closely.
related SubjEEE headlng_ ) -
’ f o
, / :
DRUG ABUSE
, see also o
. 'NARCOTIC HABIT -
- A . :?‘l
i " V'E
; / )
m. =
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Pasadena City Lnl]Lge, Lihrary 1 S _ B |
Module 5: Information. (continued) o \

-

S III. ARRANGEMENT DE LARD

In the card. catalog, cards are filed in alphabetical order;
there are, hawever, exceptions which should be noted:

1. Disregard the articles a, an,';he at tha beginning

' of titles and other headings.

2. Names beginning with M' ‘and Mc are filad as 1if they
were spelled Mac.

3. Abbreviations are filed as if they were 5pellad out.

4. Books by a PEfLDﬂ are flled befcre books abgut the persnn

5 Historical periods are filed chronologically.

! : ¥ .

1V, NON-BOOK MATERIALS
In addition to cards for books, the card catalog also contasns"
- cards of non-book materials. Such materials can be easily iden-
tified by the description on the catalog catls and by .a note
that says see the A-V catalog.

K

Y

e
‘m: "
o
e




TIME TAKEN TO

Pasadena City College
COMPLETE

- Library 1

Module 5: Pre-test

Caxd Catglcghf Interpretation of Information

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.
e - xviii, 1060 p. illus., maps, diagrs. 25cm.
(Historical chronicles.)

"Reading list:" p. 1037-1060
- 1. FEurope—Hist.--1789-1900. 2. Europe--

Hist.--20th cent.. I. Davis, William Sterns,
1877-1930, joint author. II. Title.

_Identify the following information:

1. Bibliography: ;ﬂ; ;ﬂ,f : _ I ,,ﬁgi”,- —_— f;if::,ﬂ:

2. Edition: 3. Key to location of book in library

4. Name of sErfgs;f , o o - Do

£

5. Joint author: - S AT S e

6. This is an autHor card. . Under what other headings gould this book be

found in the card catalog?

7. Who published the book? _ ~ e

‘8. What is thg-date of publicatién?,’ o f”ﬁiri' o =

=
el

9. 'Is the book illustrated:______ ~ * = e

10. - How many pages does the book contain? . ...

' 11. 'Is Hall.still living? L R G

E




Vi
Pasadena City College ) NAME: _ e
Library 1 :
DAQEiﬁ_;;;,,:, o
TIME TAKEN TO COMPLETE UNIT: - TIME TAKEN TG COMPLETE
: ‘ EXERCISE: L
/ _ )
Module 5: THE CARD CATALOG - Part !
Assignment
1. List three ways of searching in the card catalog for materials.
. . - 3. o
2. What 41s the calijnumbEE'fDr the book North ffgm ﬁexicq by Carey . /
McWilliams? . A
| 3. ‘What is the title of a book by Germaine Greer?
4 Does the 11bfary have a bugk w;tH the title Red China Today? _
5. List the place of publlcation, publlsheg and date of pub ication for
the book Fragments of the Century by Michael Hatrlngtan
Place . .. Publisher .- Dpate_
6. How many pages are contained in the book IherNétura;thgld of San
Francisco, by Harold Gilliam? B
7 /
. . . : L /777; 7.7777
7. List the subject heading for the book The Economics of Environmental
Protection, by Donald N. Thompson. S __— ;
8. How many. bncks are, llsted in the card catalgg under the. subject
_headlng WATER PDLLUTIDN? :
9. How many books are listed in the card Eatalag under  the subject
headlng WATER PULLUTIDN - U.8.7 =
A



Pasadena City Cnllpge

Library 1

Module 5:

12,

13,

Assignmént (continued)

If you are looking for books by 0. Henry in the card catalog, to
what name are you referred. :

— = -— — S === = === = = ——— s

1f you look under the subject heading PORNOGRAPHY, to what subject
héadjﬂgs are you directed?

1f you look under the subject head;ng 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 sugqect

heading.

What is this related heading? ‘ AN

e

List the following information for a book by Robert Kennedy

7
4

Call No.

Subj

"Place of Pﬁﬁlicatian: . ) e

. Date of Publl catio

Title:

Publication:

Iﬂ

Number af'Pages: . o A

Qctfﬁeaéing:;

154
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Module 5:

-~ . Card Cata .jiif qgafpretati@nAgf Information:

940.28 Hall, Walter Phelps, 1884- /
H18 The course of Europe since Watéflgﬁ, by Waltef
Phelps Hall and William Sterns Davis.  Rev; ed.
New Yark D. ‘Appleton-Century Co., 1947. -
xviii, 1060 p. illus., maps, diagrsi 25cm.
(Historical chronicles) :

a oy T ~ "Reading list:" p. 1037-1060 .

" 1. Europe--Hist.--1789-1900. 2. Europe--
Hist .--20th cent. I. Davis, William Sterns, X -
1877-1930, joint author. II. Titleff : . o /

Identify the following information: . v ; : ; : /

1. Bibliography: - o L K &;,,. R //1 .
" ' . ,l: A i?

2. Edition: . s o R

3. Key to location of book in library:  ~ L i -

4. Name of series:__. ! LN o L )

5. . Joint author: B i . N ~ - . _ _ oo
- - ‘7' ) - - - . . . . - ;ri i j

6. This is an author card.. Under what other headings could this book~
be- found in the card catalog? . ' g Lo

o ’ ST -/ - o S Ll
7. “Who published the book? R T o e

- 1 S N N T\
; What is the date of puBlication? ‘'~ . - ¢ o

== = === —— = s = — I

s 9. 1Is the Book illustrated? , . 7?, I | o

10. How ‘many pégesmdéésgtheiboakvcontaim?ér o R T
L \ - =3 ~ ." = N

& .

. [ N . ) . L u . . = 3 : ,5: -, i . .
11. - Is ‘Hall 'still living? _ - ‘ o L S
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