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This document contains validated activities and competencies needed
by information professionals working in an information center/
clearinghouse. The following operational definition of competency was
developed:

A campetency is a generic knowledge, skill or attitude of a person
that is causelly related to effective behavior as demonstrated
through extemal performance criteria, where:

e [Knowledge is having information about, knowing, understanding,
being acqminted with, being avare of, having experience of, or
beinc familiar with something, someone, or how to do something.

e 5kill is the ability to use one's knowledge effectively.
e Attitude is a mental or emotional approach to something, or
someone.

We have identified several typ.s of knowledge that are necessary to
perform information work satisfactorily as follows:

e Basic knowledge in such areas as language, cammunication,
arithmetic operations, etc.

e Subject knowledge of primary subject fields of users served
such as medicine, chemistry, law, etc.

o Library and information work environments such as the
information community, its participants and their social,
econanic and technical interrelationships, etc.

e EKnowledge of what work is done such as the activities required
to provide services and produce products, etc.

the mission. goals. and objectives of the user or the
organization, user's information needs and requirements, etc.




There appear to be three kinds of skills necessary to perform
information work satisfactorily including:

e Basic skills such as cognitive, commmication, analytical, etc.

e Skills related to each specific actijvity being performed such
as negotiation of reference Questions, evaluation of search
wtp"lts' ac.

e Other skillg such as managing time effectively, budgeting and
making projections, etc.

Attitudes of information professionals are found to be extremely
importan: to work performance. We have found it useful to subdivide
attitudes into:

° mmnmmnm toward one's profession, the organjza-
tion served, one's work organizatian, and other people such as
users and co-werkers.

e Personality traits/qualities such as confidence, inquisitive-
ness, setr.se of ethics, flexibility, etc.

e Attitudes related to job/work/organization such as willingness
to accept responsibility, willingness to learn, desire to grow,
etc.

The activities and competencies are organized according to the
functions which information professionals perform, and by professional
level as displayed in Figure 1. The competencies are cumulative across
professional level, i.e., competencies of mid-level professionals include
entries shown at the mid~level as well as those at the entry level, etc.

It is important to understand the distinction betwern functions
perfcimed and positions or job titles. Our rationale behind the functional
approach was that we were more concerned with what information profession-
als do than with what they are called. In a single-person center,
therefore, the information professional will undoubtedly perform more than
a single function. In using and interpreting the competency data in this
document, it is important to consider the functions being performed by

i 7



FOXCTIONS ACTIVITIES ENOWLIDGE SKILLS

Dssential More versus Essential More versus Essential More versus Bssential More versus
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Figure 1 Organization of Activities and Competencies




professionals and the activities being performed to determine which
coampetencies are appropriate. The functions identified for information
professionals working in information centers/clearinghouses are:

acquisitions

thesaurus development and control
indexing/abstracting
reference/information analysis
publications and product management .

Three professional levels were defined as follows:

e entry level (up to 3 years of professional experience)
mid level (4-9 years of professicnal experience)
senior level (10 or more years of professional experience).

The activities performed are listed first and numbered sequen-
tially. The actual assignment of individual activities to subcategories of
the major activities and to the functions varies from one worksetting to
another. The organization of activities that we develcped provided us with
the "best fit" case. Indented and unnumbered activities are essentially
paraprofessional activities which, in small organizations, may be performed
by professionals.

The activities are followed by the validated sets of knowledge,
skills and attitudes. Two versions of each of the lists are provided. The
first set have those campetencies designated by the validators as essential
in bold face print, and those designated as desirable in regular face
print. The level of emphasis is denoted by asterisks as follows:

*  Genotes each competency rated as essential or desirable by

50-70 percent of the validators of that competency
[ 14

denotes each competency rated as essential or desirable by
71-84 percent of that validators of that campetency




*#* Genotes each competency rated us essential or desirable by

85-100 percent. of the validators of that competency.

The second set of knowledge, skills, and attitudes have competen-
cies designated by the validators as becaning more or less important in the
future. Again, the level of emphasis is denoced by asterisks as follows:

*  denotes each campetency rated by 1-20 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or lecs important in the future
** denotes each competency rated by 21-40 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future
*#* Genotes each capetency rated by 41-100 percent of those who
validated it (as essential, desirable, or not applicable) as
becoming more or less important in the future

e denotes competencies rated as currently not applicable which
have also been rated as becoming more important in the future.







AQUISTTION" ENTRY LEVEL

Selection

1.

2.

3.

4.

5.
6.

7.

8.

Develop a good understanding of the information center's/clearing-
house's policies and quideliness {or data collection

Receive citations from organization gtaff for serials/numbered series,
selected monographs, xeports, conference and workshop proceedings,
audiovisuvals, unpublished materials, free materials, research in
progess, etc.

Select materials to order from publishers' catalogs, book reviews,
bibliographies, etc.

Examine shipments of unsolicited materials (blanket orders/on-approval
shipmerits, deposited materials, gifts, etc.) to select which items are
suitable for retention; annotate processing slips for each item as
required

Assion processing priorities to all .aterial selected for prcessing

Maintain a statistical record of selection and the usefulness of
various selection tools

Yerification and Ordering

Determine source of procurement for each item ordered (jobber, direct,
gift, exchange, etc.)

Supervise ordering/claiming of materials:

verify and loczte additional bibliographic data as required; refer
problems to supervisor
search records to determine if material is already on order/

requested

prepare/input subscription and non-subscription orders/requests,
including the proper "ship to" addresses for materials to be
indexed off-site

prepare/generate purchase orders, if required

prepare order/request documentation for mailing, or place orders/
requests online with the appropriate suppliers

forward order documentation to the fiscal control staff for
coordination and mailing, if required

claim outstanding orders/r

claim missing issues of serials/numbered series

cancel orders, as required

re-issue orders/requests to diiferent sources as required




Yerification and Ordering (cont'd)
8. Supervise ordering/claiming of materials (cont'd):

order/ equest replacament copies of damaged/lost materials
process subscription renewals
maintain a statistical record of ordering operations

9. Supervise ordering/requesting sample issues of serials/numbered series
for review by selection staff

10 Search for trade and non-trade bibliographic information that
technicians are unable to locate; refer problems to higher level staff,
as appropriate

Receipt. Processing
11. Supervise receipt processing of 211 types of materials:

sort incaming items, as appropriate

search appropriate file to locate the records

refer to the supervisor items which differ bibliographically from
the item ordered/requested

update records with receipt of individual items/issues/numbers/
parts

create records for unsolicited materials which are to be processed

flay serial records for qap filling, as required

assi n an accession numb~ or other locator information to each
item received

record/affix locator { . -+ '.on on each piece; may be bar code/OCR
label to allow for ..awking of materials fram time of receipt
through completion of the processing cycle

input hibliographic 3sta (standard journal title abbreviation,
vo. me, issue or bibliographic information for monographs,
etc.) on t* 2 indexing form/record for each item received; (this
activity ay involve transfer of data fram one autamated file
to another, rather than actual data input on the indexing
form/record)

mark materials with the organization's identification

affix security labels, if required

place new serial titles on the appropriate shelf for special file
maintenance

place serials which have title changes on the appropriate shelf for
file maintenance

place materials for indexing on the appropriate trucks

deliver trucks to proper locations

gsend form letters to acknowledge deposited materials/gifts, if

appropriate

2 14




AQUISITIONS ENTRY LEVEL

Receipt Procesging (cont'd)
11. Supervise receipt processing of all types of matcrials (cont'd):

annotate receipt on packing slips/invoice copies, if received, and
forward to the fiscal control wnit

annotate packing slips/invoice copies for damaged/imperfect or
unwanted hardbound series; forward documentation to the fiscal
control unit

prepare damaged/imperfect materials, incorrectly supplied
materials, and urwanted materials for return to suppliers, if
appropriate

place surplus materials in specified area to await proper disposal

maintain record of receipt processing statistics

File Maintenance
12, Supervise creation and maintenance of records for non-serial materials

input orders/requests, unsolicited receipts

update records bared on correspondence received and actions taken

update records with receipt, return and disposal information

delete records at appropriate levels

maintain statistical records of file creation and maintenance
operations

13. Supervise creation and maintenance of serial records:

input records for new serial titles

update records with data re: cancellations, reissues, claims, and
gap filling

update records for newly-received titles with indexing assigment
(in-house or contract), standard title abbreviation, ISSN,
frequency, etc.

update records with data re: change in frequency, change of title,
chaage in publisher, cessation, change of indexing assigmment

input new records for newly changed titles

input cross reference records as required

remove records fram the active file when appropriate

delute records when *ppropriate

maintain statistical records of file creation and maintenance
operations

3 15



AMQUISITIONS ENTRY LEVEL
orher
14. Handle problems related to selection, ordering and receipt processing

16.
17.

14.

21.
22.
23.

24.

28.

29.

of all types of materials and to overall maintenance of the records;
refer problems to higher level staff, as appropriate.

Oonduct business by phone, when appropriate
Write memos and letters, as required
Prepare manuals of procedures

Make recommendations to the section manager for improvement in
operations of the unit/section

Attend and participate in staff meetings

Provide an overview of the operations of the unit/section to visitors,
as requested

Supervise technicians and other paraprofessional stafii
Work to develop "esprit de corps" among staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised

Assist section manager in developing performance standards for self and
for staff supervised

Assist section manager in the review and performance evalvation of
staff supervised

Assist in the selection of new technicians and paraprofessionals

Keep abreast of develcpments in the information field, library
practice, or legislation that affect acquisition and processing of
serials/numbered series, monographs, conference proceedings, audio-
visuals, unpublished materials, etc.

Attend professional meetings and prepare reports for dissemination to
staff

Develop professional contacts both within and outside the organization

4 16




AQQUISITIONS MID LEVEL

Selection

30. Keep abreast of changing information needs in the subject field(s)
which the center/clearinghouse supports; notify staff of any changes

Yerification and Ordering

31. Develop procedures for the verification and ordering of serials/
numbered series and/or other materials selected for processing

32. Supervise the maintenance of an address file of procurement sources

33, Draft form letters for acknowledging deposited materials/gifts,
requesting deposit of materials, ordering serials and other materials,
claiming/cancelling orders, claiming missing issues, ordering
replacement issues, etc.

34. work with the appropriate fiscal office to schedule purchases of
materials and renewal of subscriptions in order to operate within the

budget

35. Work with the appropriate fiscal office to develop procedures for the
handlirg of the final steps in ordering and invoice processing

36. Idertify sources for filling gaps

Recelpt Processing

37. Develop procedures for receipt processing of all types of materials
File Majntenance

38. Develop procedures for maintenance of records for order/receipt control
of serial and nun-seriai materials

39. Make preliminary selection of forms and/or develop draf:: record formats
for all section files

Facal Control

40. Work with the appropriate fiscal office of the parent organization to
identify requirements and develop draft procedures for purchasing
materii;ls and services (e.g.. open ended subscriptions, dealer
check-in)




AOQUISITIONS MID LEVEL
Eiscal Control (cont'd)
41. Work with the appropriate fiscal office to develop procedures for

42.

43.

44.

proper packing slip/invoice handiing and receipt certification by
section staff

Assist the appropriate fiscal office in resolving any problems related
to payment for materials

Remain aware of the expenditures and balances in the materials
acoount (s) ; notify the section manager of situations which may require
special action

Develop projected budget requirements for purchasing materials for the
new fiscal year

Other

45.

46.

48.
49.
50.

51.
52.
53.
54.

Assess performance of existing equipment/systems/services used in the
section and investigate capabilities of other equipment/systems/
services

Recommend aocquisition of new/additional equipment/systems/services
Train staff in operation and in-house maintenance of equipment/systems
Supervise in-house operation and maintenance of eguipment/systems
Gather informe*ion for maintenance contracts on eguipment/systems

Draft statements of work for contract proposals for services, systems,
ecuipment and/or maintenance

BEvaluate contractors' proposals
Train and supervise entry level staff
Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate




Selectian

55. Select and maintain an up-to-date collection of selection tools and
aids to bibliographic verification

56. Work with senior level staff from the indexing/abstracting and
reference/information analysis sections to formulate draft selection
policies for all types of materials to be processed (fully or
selectively) by the center/clearinghouse so that it may function as an
information resource in the subject field(s); recammend revisions to
the policies as required

57. Prepare draft selection guidelines to be used by section staff as an
aid to interpreting selection policies; draft revisions as required

58. Periodically review staff selections to ensure more uniform
interpretation of the selection policies; conduct training sessions as

required

59. Together with senior level reference/information analysis staff,
indexing/abstracting staff and thesaurus control staff, identify
organizations/institutions which produce information in the subject
field(s) which the center/clearinghouse supports

60. work with senior level reference/information analysis staff to evaluate
the existing data collection(s) and identify areas of weakness

61. Prepare lists of materials to be purchased or requested in order to
upgrade areas of weakness in the data collection(s)

62. Together with reference/information analysis staff, compile lists of
reference books and standard works that camprise a basic collection in
each major subject area. New editions of these materials are purchased
automatically

Receipt Processing

63. Work with senior .taff of the indexing/abstracting section to establish
procedures and resolve problems related to the timely receipt of
materials for indexing and the input of bibliographic data on indexing
forms/records by section staff

64. Work with senior staff and quality and production control staff of the
indexing/abstracting section, reference/information analysis staff and
data processing staff to develop plans and procedures for using the
acquisitions files for tracking materials fram the time of receipt

through campletion of the processing workflow

7 19



ACQUISITIONS

Bublications Support

65. Work with senior staff of the indexing and publications management
sections to develop procedures and resolve problems related to the
reqular publication of 1lists of materials indexed

66. Work with section staff to produce for publication the list of
materials currently indexed; include standard journal title
abbreviations, ISSNs, references from former title to current title for
recent title changes, and standard bibliographic citations for all
other materials indexed

Other

67. Function as a technical expert in all matters related to selection and
acgquisition of materials for processing

68. Interview dealers' representatives to learn about the particular
services they offer

69. Identify dealers who have a good performance record in supplying
irregular serials, congress proceedings, and other materials which ure
difficult to acquire

70. Assist the section manager in negotiating with dealers' representatives
to obtain the required level of service in acguiring and/or processing
materials

71. Bvaluate dealers' performance and report to section manager

72. braft documentation to support cooperative agreements with
organizations/institutions which produce information in the subject
field(s) of interest to the center/clearinghouse; request deposit of
copyrighted and uncopyrighted materials, particularly fugitive
docunents (e.g., unpublished documents, project reports, preprints,
textsi:f )speeches, conference papers, curriculun guides, instructional
materials

73. Evaluate the participation of primary information producers in
depositing unpublished and non-trade materials with the center/

gearinghouae; suggest methods to effect increased cooperation from
en

74. Draft section procedures and policies; draft revisions as required




Other (cont'd)
75. Flowchart and document gection procedures
76. Assist section manager in on-going systems analysis of the section

77. Analyze statistics for all operations in the se-tion and prepare draft
statistical reports

78. Train and supervise mid level .aff

79. Assist section mr-nager in preparing the annual budget for section
operations

80. Function as section manager in his/her absence
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Bagic knowledge
*#* knowledge related to literacy, numeracy, commmications, etc.

Subject knosledge

* knowledge of the primary subject field of users served (e.g., educa-
tion, medicine, ¢ law, etc.)

*** knowledge in greater depth in specific subjects (e.g., science, math,
and environmental education; handicapped and gifted children;
reading and comunication skills, etc.)

* knowledge of foreign languages

Library & Information Scionce Enowledge (Generic)

* knowledge of definition, structure, and formats of information
* knowledge of alternative approaches to the organization of information
knowledge of alternative approaches to retrieval of information
* knowledge of availahle and emerging information technologies and their
applications
* knowledge of how to learn on an angoing basis

Enowledge ahout information work enviromments

* knowledge of the expanding information community, its participants and
their interrelationships (social, economic, technical, etc.)
* knowledge of the functions performed within the various work settings
and the services and products offered
knowledge of the users of the services and products, their character-
istics and information hebits

Enowledge of what work is done

*t knowledge of the aocguisitions function, the range of gervices and
products offered (both actual and potential)

*mma:mumwmmwﬁammm

* knowledge of the various resources that are necessary to support the
activities

#* knowledge of acquisitions tools and sources of bibliographic
information

** knowledge of acguisitions methods and techniques
pecformance expected and how it can be messured
* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)

10 23




Enowledge of how to do work

'hmledgeothnutoperfouthemimwuviths (e.g., request sem-
ple issnes of £ alected , Supervise
requesting of published and upuhlid:eﬂ utetim, andiovisual
materials, etc.)

* knowledge of how to use the aocguisitions tools and sources of biblio-
graphic infommation

* knowledge of how to apply the acquisitions methods and techniques

knowledge of personnel procedures

** knowl~dge of the miazion, goals and objectives of the organization

** knowledge of the structure of the organization and the role of the
acgquisitions section within the

** knowledge of the various projects and key personnel within the
organization

* knowledge of the policies and procedures relevant to section operations

* knowledge of the various resources available within the organization
(e.g. personnel, egquipment, etc.)

* knowledge of the users’ mtlmmethaﬂtqukm

ACQUISITIONS MID LEVEL

** greater depths of knowledge specified above
*** knowledge of the cperations of other sections in the organization and
how they relate to acquisitions
knowledge of available vendor-supplied systems, services and products
to support acquisitions
* knowledge of the contracting process, both in general and within the
organization
* knowledge of evaluation methods and techniques to evaluate systems,
services and products




AQQUISITIONS SENIOR LEVEL

*4% greater depths of knowledge specified above
*¢* knowledge of producers of unpublished and non-trade materials in
ic subject areas
* knowledg: of public relatims techniques
knowledge of statistical description, analysis, interpretation and

presentation

“huleﬂgedth)emmdthmmms. personnel ,
space, etc.

** knowledge of cost amalysis and interpretation methods

*+ knowledge of msthods of resource allocation

* knowledge of standards, measures and methods for evaluating personnel

* knowvledge of altemative mmmagement structures and their implications
for the operation of the section

* gtate-of-the-art knowledge of library research and practice as it
relates to the acquisition of print and non-print materials and the
support of data collection in specific subjects

25
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ENTRY LEVEL

* knowledge related to literacy, ~imeracy, commmications, etc,

Subject knowledge

*t knowledge of he primary subject field of users served (e.g., educa—
tio, medicine, » lam, etc.)

*** knowledge in greater dapth specific suibjects (e.g., science, math,

and eewironmental oducation; handicapped and gifted children;
and commmication skills, etc.)

reading
** knowledge of foreign languages
Library & Information Science Enowledge (Generic)
** knowledge of altemmative cachus to the orgmization of information
“M&Mﬁ“bmﬂﬂcﬁm
® ¢ knowledge of a"temative approaches to inforsstion management
mmwamﬂmummwmmmmm
* * knowledge of completed *~d mgoing research in the field and its

applicabilivy to practace
i *lnolladgaﬁmzuwuu
*&* knowledge of how to learn on an angoing basis

“huldge&ﬂnmdlnginﬁomtimc-nity, its participants and
their interrelationships (social, econcmic, technical, etc.)
® *t knowledge of the variety of work settings and their organizational

** knowl of the users of the services and products, their character-
and information habits

E
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AQUISITIONS ENTRY LEVEL

Knowledge of what work is done (cont'd)

*t mowledge of the various resources that are necessary to support the
activities

** knowledge of acguisitions tools and sources of bibliographic
information

* knowledge of acquisitions methods and tecihnignes

** knowledge of performance sxpected and how it omn be measred

tm1m¢jobwmmummm (e.g., rarge
of Quties, probable compensation, bmefits, etc.)

* knowledge of the mission, goals and objectives of the organization
* knowledge of the structure of the organisation and the role of the

acquisitions
** knowvledge of the various projects and key persomnel within the

* knowledge of the policies and procedures relevant to section operations

** knowledge of the various resources available within the organization
(e.g. personnel, equipment, etc.)

*t knowledge of the ueers' information needs and requirements

AQQUISITIONS MID LEVEL

* greater depths of knowledge specified above
** knowledge of the cperaticas of other sections in the organization and
how they relate to acquisitions

orgmisation
*** knowledge of evaluation methods and techniques to evaluate systems,
services and products




AOQUISITIONS SENIOR LEVEL

* greater depths of knowledge specified above
** knowledge of pruducers of unpublished and non-trade materia’~ in
specific subject areas
** knowledge of public relations techniques
** knowledge of statistical description, analysis, interpretation and

presentation
** knowledge of the costs associated with resources (materials, personnel,
'tco)
**mne;&mmmummm
*** knovledge of methods of resource allocation
* knowledge of standards, measures and methods for evaluating personnel
% knovledge of altemative mamagmment structures and their implications
ﬁotﬂ:eqzatimotﬂnm
* gtate-of-the-art knowledge of nhu:y research and practice as it
relates to the acquisition of print and non-print materials and the
support of data collection in specific subjects




QOMPETENCIE™ VALITATED AS
Z5SENTTAL VERSUS DESIRABLE
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AQQUISITIONS ENTRY LEVEL
Basic Skills
**t ]jteracy, mmeracy, cognitive, analytical, coommications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
* establish rapport with colleagues
* cammmicate well by written, verbal and non-verbal means
** conduct meetings with individuals and groups
* make decisions and recommendations based on available information
* york independantly and in groups
** develop criteria for evaluation
* make effective, timely, and well-informed decisions
* jsolate and define problems and develop the necessary criteria and
action for their solution
** ganage time effectively

AOQUISITIONS MID LEVEL

Skills Related to Each Specific Activiiy
*+* Skills listad above are developed to a greater extent
Ability to:

systess
arbitrate and negotiate

AOQUISTITIONS SENIOR LEVEL

*+* gkills iisted above are developed to a greater extent
Ability to:
* apply methods of measurement and evaluation

** budget and make projections
+** optimize the use of section and organizational resources







AOQUISITIONS ENTRY LEVEL
Basic Skills
* literacy, nmeracy, cognitive, amalytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

* perform ench activity
** egtablish rapport with colleagues

** conduct meetings with individmls and groups
o * collect, analyze and interpret data
* make decisions and recommendations based on available information 4
o ** gpervise staff '
* work independently and in groups
** develop criteria for evaluation .
2t poke effective, timely, and well-informed dscisions ]
** jgolate and define problems and develop the necessary criteria and
action for their solution
** panage time effectively

ACQUISITIONS MID LEVEL

Skills Related to Each Specific Activity
* Skills listed above are developed to a greater extent

Ability to:

** perceive the needs of the organization and not just the section
st* anticipate long-range needs of the section

* desion systems and procedures to improve section operations
** arbitrate and negotiate




AQQUISITIONS SENIOR LEVEL

|
|
|
* gkills listed above are Jeveloped to a greater extent
Ability to: ‘

* apply methods of measurement and evaluation
* and make projections
bl the use of section and organizational resources







AOQUISTTIONS

Dispositional Attitudeg
Attitudes Toward Institutions

* Respect for profession
** Regpect for the section
** Regpect for the parent organization
Attitudes Toward Other People
Toward Users

*+* Regpect users
* Like people in general
* Like to help people
* Like to meet people
* Like to make others feel camfortable
* Sensitive to others' needs

Toward Otherg in the Workplace

Respect co-workers
* Like to work with others/as a team
* Like to work an own
% yillingness to draw upon and share knowledge and experience with
others

* Supportive of co-workers
Enjoy managing/supervising others

Personal Oualities

*+% Alertness
** Aggertiveness
* Compassion/Kindness
*** Confidence
* Cheerfulness

Inquisi
*** Leadership ability
* Neatness
* Need for achievement
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AOQUISITIONS

Peraonal Oualities (cont'd)

* G:jectivity
Open-mindedness
Optimisn/Positive attitude
* Organization

* Patience
* Physical endurance
* Recourceful
* Sengitive/Thoughtful
* Sense of humor
* Sense of ethics

** Tolerance

Attitudes Related to Job/Mork/Orga zatian
Individual should demonstrate:

*** willingness to take/accept responsibility
:me&&qmmmm
" y
* Rea’ ization that there is no single "right® way to achieve the goals of
the section/
Desire to
to fail
to ask questions
* Desgire to work to best of ability
Responsiveness to time constraints

Accuracy
Willingness to get hands dirty
&t Attention to detail
Willingness to do clerical tasks
%% Desire to
* Service orientation
* Organizational identity
** Willingness to pramote parent organization and its services
* View of parent organization as part of a larger infommation enviromment
* Ability to see broad picture
*** Ability to sacrifice short-tem gains for long-temm goals
** Political sense
* Quriosity
* Variety of interests
* Desire to grow personally
* Degsire to grow professionally

* Dasire to remain current in specific ani general subject field
* Positive attitude toward job
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*+ yillingness to draw upon and share knowledge and experience with
others ”

* Supportive of co-worker
*mjoy;:g:lng/apexvis?ngotbets

Personal Owalities

* Alertness
* Aspertiveness

*®

Detemination/Tenacity
.: Flexibility/Versatility

* Leadership ability
* Neatness
* Resourceful




AQQUISITIONS

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

* willingness to take/accept responsibility
** willingness to take initiative
* Willingess to respond to authority, apply and follow policy
* Realization that there is no single "right® way to achieve the goals of
. theutl:t:lm/
Desire to leam/try
* Willingness to fail
* Willingnees to ask questions
* Desire to work to best of ability
:lhqmsimtotheomstnlnts

Organizational ty
* willingness to promote parent organization and its services
* View of parent organization as part of a larger information enviroaw—t
* Ability to see broad picture
* Ability to sacrifice short-tem: gains for long-tem goals
* Desire to grow personally
* Desire to grow professionally
*nesiretoren:lnmrmtinmeciﬂcandgumalabjectﬁeld
* Positive attitude toward job

40
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INFORMATION CENTER/QLEARINGOUSZ P WYESSTONML. (OMPETE/CIT.
"HESAURUS DEVELOPMENT AND CONIROL

41




Develogment

1,

2.
3.
4.

5.
6.
7.

9.

10,

12,
13,
14,
15,
16,

17,

Determine the method (manual or autamated) and procedures by which the
thesaurus data will be campiled

Determine the data elements to be included for each subject temm
Design the forms to be used for data collection

Develop a basic list of temms in the selected subject field(s) through
review of basic texts, reference works, abstracting and indexing tools,
existing thesauri in the field(s), etc.

Categorize the terms and develop taxonamies

Review the temm lists for semantic and syntactic consistency

Develop written guidelines to ensure that the semantic and syntactic
consistency may be maintained as the thesaurus is updated

Develop written guidelines concerning the nature and structure of the
various types of cross references

Complete data entry forms for cross-references for hierarchically,
horizontally, and otherwise related tems

Add annotations to subject temms, as reguired

Supervise the production of the alphabetical listing of subject temms
and cross references and the listing of taxonamies

Review and correct term lists

Submit the term lists to subject experts for review, if appropriate
Supervise the correction of the master temm lists

Prepare introductory material to be included in thL2 printed thesaurus

Work with publications management staff and data processing staff (if
appropriate) to arrange for publication of the thesaurus

Perfom proofreading of assigned sections of the thesaurus, as required
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Control

18.

22.
23.

24.

25,

26,

28.

29.

30.

Review suggestion forms received from indexing and reference/
information analysis staff for changes/additions to the approved
thesaurus

Revier assigned taxonamies on a regular basis to determine if changes/
adartions to the approved listings should be recammended

Check the subjecr. literature and the indexing database for use of the
suggested/questioned terms

BEvaluate findings and detemmine the appropriate action to be taken:
recamend establislment of a new subject term; recammend a change in an
existing term; recammend replacement of an existing subject temm by a
new subject term; recamnend conversion of a cross reference temm to an
approved thesaurus term; recommend establishment of a new cross
reference temm: recommend restructuring of an entire area of the
taxonamy; reconmend no change in the existing temm, etc.

Prepare appropriate documantation to support each recanmendation

Prepare appropriate data entry fomms for each recommended addition/
change to the thesaurus

Submit documentation re: changes to the thesaurus to the sec*ion
manager for review and circulation to section staff and appropriate
in-house sgtaff

Attend and participate in meetings to discuss and act on proposed
changes to the thesaurus

gpetvise input of approved changes/additions to the master thesaurus
tabasge

Prepare introductory material to be included in each new edition of the
thesaurus

Work with publications man~gement staff and data processing staff (if
appropriate) to develop p.ocedures and establish schedules for the
regular publication of new editions of the thesaurus

Work with senior staff of the indexing section and data processing
staff to develop procedures for regular maintenance of the subject
headings in the indexing database which have been changed in or deleted
fraom the thesaurus database

Perform proofreading of assigned sections of new editions of the
thesaurus, as required




THESAURUS DEVELOPMENT & CONTROL SENJOR LEVEL

Sther

3.

32,

33.

34,

35,

36.

37.

38.

39.
40.

4.
42,
43.
44.

45,

46.

4.

Function as an a2xpert in assigned subject areas

Establish and maintain contact with subject experts in the field who
are working in assigned subject areas and wo may supply expert advice

upon request

Maintain an up-to-date collection of reference works in assigned
subject areas to support subject reference needs

Attend professional meetings in assigned subject areas and in the
information field; prepare reports for dissemination to staff

Keep abreast of developments in the information field that affect
thesaurus development

Develop contacts with other information professionals both within and
outside the parent organization

Together with senior level staff from acquisitions, reference/
information anulysis, 2ad indexing/abstracting sections, identify
organizations/instituticns which »roduce information in the subject
field(s) which the information center/clearinghouse supports

Participate in in-house cammittees which require specific subject
and/or language expertise

Perform special studies, as assigned

Forward recommendations for materials to be acquired to the selection/
acquisition staff

Oonduct business by phone, when aporopriate
Wwrite memos and letters, as required
Maintain a record of work performed

Make recoumendations to the section manager for improvement in
operation of the section

Attend and participate in staff meetings

Provide as overview of the operations of the section to visitors, as
requested

Train and supervise support staff, as required




THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Other (cont'd)
48. Work to develop "esprit de corps" among co-workers and staff supervised

49. Assist section manager in writing job descriptions for self and for
staff supervised

50. Ascist section manager in developing performance standards for self and
for staff supervised

51. Assess performance of existing equipment/systems used in the section
and investigate capabilities of other eguipment/systems

§2. Recommend aoquisition of new/additional equipment/systems
53. Train section staff in operation and maintenance of equipment/systems

54. Draft statements of work for contract proposals for services, systems,
equiprent and/or maintenance

55. Evaluate contractor's proposals
56. Write articies for professional journals/newsletters

57. Drafi statements of section procedures and policies; draft revisions as
required

58. Flowchart and document section procedures
59. Prepare manuals of procedures
60. Assist section manager in on-going systems analysis of the section

6l. Analyze statistics for all operations in the section and prepare draft
statistical r<eports

62. Assist section manager in preparing the annual budget for section
operations

63. Function as section manager in his/her abserce




COMPETENCIES VALIDRTED AS
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Basic knowledge
*** knowledge related to literacy, numeracy, commmications, etc.

Subject knowledge

*** knowledge of the prhuy subject field of users served (e.g.,
education, s law, etc.)

*** knowledge in greater d-pu: in specific subjects, (e.g., science, math,
and environmental education; handicapped and gifted children;
reading and coommication skills, c¢tc.)

** knowledge of foreign languages

Information Science Knowledge (Generic)

* knowledge of altemative appcoaches to the organization of information

* knowledge of altemative approaches to retrieval of information

* knowledge of alternative approaches to information management
knowledge of available and emerging information technologies and their

applications

** knowledge of completed and ongoing research in the field and its
applicability to practice

**% knowledge of how to learmn on an ongoing basis

hovle:bectﬂ:emﬂnghﬁomumc-n:lty, its participents and
their interrelationships (social, economic, technical, etc.)
knowledge of the variety of work settings and their organizational
structures
* knowledge of the functions performed within the various work settings
and the services and products offered
* inowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work ig done

*** knowledge of the thessurus development and control functions, the range
of services and products offered (both actual and potential)
* knowledge of the activities that are required to offer the services and
produce the products
nm%&mm:mmmmmmm
*** knowledge of reference tools in specific subject areas
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Enowledge of what work is cne (cont'd)
*** knowledge of wethods and techniques for thesaurus development and

** knowledge of performsnce expected and how it can be measured
* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)

Enowledge of how to do work

*#*%+ knowledge of how to perfora the various activities (e.g., develop basic
list of tems in selected subject fields, develop taxonomies,
cmplete datz entry forms for croes- references, access and update
the system, etc.)

**% knowledge of how to use specific tools for thesaurus development and

**% knowledge of how to apply the methods and techniques of thesaurus
cantrol

develoment and
* knowledge of proofreading technigues and procedures
knowledge of personnel procedures
* knowledge of evaluation methods and techniques to evaluate systems,
services and products
* knowledge of statistical description, analysis, interpretation and
presentation
** knowledge of available systems, services and products to support
davelopment and control
*hmle@e&th)emmuthm (materials, personnel,
space, etc.
* knowledge of cost analysis and interpretation methods
knowledge of methods of resource allocation
* knowledge of altemative management structures and their implications
for the operation of the section
** state-of-the-art knowiedge of research and practice in thesaurus

developeent and control

;

]

** knowledge of the mission, goals and objectives of the organization
* knowledye of the structure of the organization and the role of the
section within the
* knowledge of the various projects and key personnel within the
organization
* knowledge of the policies and procedures relevant to section cperations
* knowledge of the various resources available within the organization
(e.g., persomnel, equiment, etc.)
*** knowledge of how the thessurus temms are used by indemers
** knowledge of the cperations of other sections in the organization and
how they relate to thesaurus dsvelopment and control
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THESAURUS CEVELOPMENT & CONTROL SENIOR LEVEL

Bagic knowledge
* knowledge related to literacy, nmeracy, coommications, etc.
Subject knowledge

** knowledge of the pt:l-aty subjuct field of users served (e.g.,
education, s law, etc.)
** knowledy= in greater m in specific atjeeta, (e.g., science, math,
and enwirommental education; bandicapped and gifted children;
and commmicetion skiils, etc.)

reading
* knowledge of foreign languages
Information Science Enowledge (Generic)

* knovledge of definition, structure, and formats of information

* knovledge of altermative approaches to the orgmnisation of information
** knowledge of 21termative approaches to retrieval of infommation

** nowledge of altemative approaches to information mapagement

** knowl.dge of available and emerging information technologies and their

* knovledge of completed and ongoing research in the field and its
ty to practice

* knowledge of career opportwnities

** knowledge of how to learn on an angoing basis

(
** knowledge of the variety of work settings and their organizational
structures

** knovledge of the functions performed within the various work settings
and the services and products offered

*+* knowledge of the users of the services and products, their character-
istics and informstion hebits

Enowledge of what work is done
* knowledge of the thesaurus development: and control functions, the range
of services and offered (both actual and potential)
*lmouledg.dtha vities that are required to offer the services and
*m.gsiotunmm:smcsmtuem:ymmrtthe

* knowledge of reference tools in specific subject areas
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Enowledge of what work is done (cont'd)

* knowledge of methods and techniques for thesaurus development and
control

* knowledge of perfomence expected and how it can b~ measured

* knowledge of job responsibilities and working conditions (e.g., range
of duties, probable compensation, benefits, etc.)

EKnowledge of how to do work

* knowledge of how to perform the various activities (e.g., develop basic
list of tems in selected subject fields, develop taxonomies,
cqletebtact:yfonsfo:aoea—nfm,muﬂm

gystem, etc,)

*hmle@eofl:whomeqeciﬂchoolsforﬂwurmmmm
control

* knowledge of how to apply the methods and techniques of thesaurus
development and control

* knowledge of proofreading techniques and procedures

* knowledge of personnel es

) * knowledge of the contracting process, both in general and within the

** knowledge of evaluation methods and techniques to evaluate systems,

services and
o ¢ owleke mzo&eu
b knowledge cf statistical deacript:lm, analysis, interpretation and
bl lmovlecbe of available systems, services and products to support
thesaurus development and control
* hule@ettth)euntsauodatedwith resources (materials, persomnel,
space, etc.
* kmule@e'of cost analysis and interpretation methods
* knowledge of methods of resource allocation
° * knowledge of standards, measures and methods for evaluating per
* knowledge of alternative msnagement structures and their hpliutims
for the operation of the section
** gtate-of-the-art knowledge of research and practice in thesaurus

development and control techniques

*hmledgeoftheduim,goalsmdcbjecuvesottheo

* knowledge of the structure of theorgniutimmdthemleofthe
section within the o

* knowledge of the various projects and key personnel within the

organization
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

L PRS0 0 ) L)’ p A oI 1loqg e S FULR ' AN

* knowledge of the policies and procedurts relevant to section operations

* knowledge of the various resources available within the organization
(e.g., persomnel, equirment, etc.)

** knowledge of how the theseurus terms are used by indexers

* knowledge of the operatins of other sections in the organization and
how they relate to thecziurus developsent and oontrol
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CQOMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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THESAURUS DEVELOPMENT & CONTROL SENIOR LEVEL

Basic Skills
*tt ]literacy, nmeracy, cognitive, analytical, coommications, etc.
Skills Related to Specific Activities

Ability to:

rapport colleagues
*t* coommicate wall by written, verbal and non-verbal means
* collect, analyse and interpret data
2 sake decisions and recamsendations based on available information
.:puﬁonm:y\::m
* criteria for evaluation
o Tmiate 2 dafttzdm-y' “Wmﬁ“ﬂ iteria and
te necessary criter
.- aetimﬁo:ﬂni:ﬂnlm
manage time effecti
mmwm!ﬂmum
arbitrate and negotiate
* anticipate long-range needs of the section
* design systems and procedures to improve section operations
apply methods of measurement and evaluation
budget and make projections
*¢ optimize the uee of organizational and section resources
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THESAURUS DEVELOPIENT & CONTROL SENIOR LEVEL

Basic Skills
* literacy, numeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities
Ability to:

* perform each activity

* apply consistently the guidelines for thesaurus development and control

** locate & vse appropriate reference tools to provide subject support
in thesaurus developaent and control

** perceive the information need: of the thesaurus user

* establish rapport with colleayues

* comnicate well by itten, verbal and non-verbal means

* make decisions and recosmendations based on available information

* perform sed work
* develop criteria for evaluvation
* make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criteria and
action for their solntion
* sanage vime effectively
° * conduct an interview
* conaduct meetings with individmls and groups
™ * gupervise staff
* arbitrate and negxiate
% anticipate long-range needs of the se~tion
*% design systems and procedures to improve section operations
*amlynetln&ofmuxtaﬂenlmtim
and make projections

*chhethemeotugluntiaalmdseetimreewrces
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THESAURUS DEVELOPMENT & CONTROL

Dispositional Attitudes
Attitudes Toward Institutions

* Negpect for
* Regpect for the thegaurus developnent and control section
* Respect for the parent organization

Attitudes Toward Other People
Toward Users

** Regpect users
** Like people in general
* Like to help people
Like to meet people
** Like to make others feel camfortable
* Sensitive to others' needs

Toward Others in the Workplace

** Respect co-workers

* Like to work with others/zs a teem

* Like to work on omn

* Willingness to draw upon and share knowledge and experience with
others

* Supportive of co-workers

Personal Oualities

*% Alertness
* Asgertiveness
* Compassicn/Kindness
* Confidence
* Cheerfulness
*** Dependabili!

ty
* Determination/Tenacity

Diplomacy
** Emotional stability
* Fairness
* Flexibility/Versatility
* Imagination

* Inquisitiveness

* Leadership ability

* Neatness

* Need for achievement




THESAURUS DEVELOPMENT & CONTROL

Personal Oualitied (cont'd)
** Objectivity
*
.: Optimiam/Positive attitude

* patience
* Resourceful
** Sensitive/Thoughtful
Sense of humor
& Senpe of ethics
* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrate:;

*+* Willingness to take/accept responsibility
** Willingness to take initiative
** yWillingness to respond to authority, apply and follow policy
* Realization that there is no single "right" way to achieve the goals of
the section/or-pnization
*:ms:lret:olumﬂ:q

to
** ¥illingness to ask cuestions

* Degire to work to best of ability
.:Whothemm

Accuracy
t%* Attention to detail
Willingness to do clerical tasks
*** pDesire to follow-through
* Service orientation
* Organizational identity
* willingness to pramote parent organization and its services
* View of parent organization as part of a larger information enviromment
* Ability to see broad picture
* Ability to sacrifice short-tem gains for long-tem goals
** Political sense
* Quriosity
* Variety of interests
* Desire to grow personally
* Degire to grow professionally
* Desire to resain current in specific and general subject field
* pogitive attitude toward job
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THESAURUS DEVELOPMENT & OONTROL

Dispositional Attitudes
Attitudes Toward Institutions

* for esgion
* Regpect for the thesaurus devel and control section
*mmmmommmt
Attitudes Toward Other People
Toward Users

* Regpect users

* Like people in general

* Like to help people

* Like to meet people

¢ Like to make others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

* Respect co-workers
*t Like to work with others/as a team
** Willingness to draw upon and share knowledge and experience with

* Dependability
* Flexibility/Versatility




Attitudes Related to Job/Mork/Organization
Individual should demonstrate:

* willingness to take/accept responsibility

* Willingness to taxe initiative

* Willingness to respond to authority, apply and follow policy

* Realization that there is no single “right® way to achieve the goals of
the section/organization

** Desire to leam/try

* Willingness to fail

* willingness to ask questions

* Desire to work to best of ability

:Wmtothemutnints

Accuracy
* Attention to detail
* Desire to follow-through
** Service orientation
* Organizational identity
* Wwillingness to pramote parent organization and its services
** View of parent orgmization as part of a larger information enviromment
* Ability to see broad picture
* Ability to sacrifice short-tem qains for long-tem: goals
* Political sense
* Curiosity
* variety of interests
* Desire to grow professionally
** Degire to remain current in specific and general subject field
* Pogitive attitude toward job
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INDEXING/ABSTRACTING

1. Receive material to be indexed

2, Log in each piece as indexing begins

3. Review preliminary data (standard joumal title abbreviation or other
title information, voiume, issue, pagination, article/chapter title,
author(s), author affiliation, other bibliographic information,
abstract) entered on the indexing form/record for accuracy

4. Make corrections to preliminary data, if required

5. Translate titles, if required, and enter on the indexing form/record

6. Read/scan the item to be indexed and identify the main theme and
sub-themes

7. Enter check tag data on the indexing form/record, if applicable

8. Select the appropriate headings/heading-subheading combinations from
the approved thesaurus

9. Enter the headings/heading-subheading combinations on the indexing
form/record

10. Mark the subject terms under which the item should be cited in the
printed index, if applicable. Additional ummarked subject temms,
representing sub-themes in the item, will retrieve the cited item
online only

11. Prepare abstracts or annotations, as required

12, Add ccmments/questions for the reviser on the indexing form/record, if
necessary

13. Flag pieces which may require additional processing for inclusicn in
other indexes/databases and/or which should be routed to reference/
information analysis staff for their review

Other

14. Perform proofreading of printed index page proofs as required

15. Complete necessary forms to suggest changes/additions to the approved
thesaurus; forward forms to the revisor

16. Make recamendations to the section manager for imp:rovement in the

operations of the section




Qther (cont'd)
17. Maintain a statistical record of work perforned

18. Write memos, as required
19. Attend and participate in staff meetings

20, Provide an overview of the operations of the section to visitors, as
requested

21, Assist section manager in writing/updating the job description for
entry level indexers

22. Assist section manager in developing performance standards for entry
level indexers

23, Reep abreast of developments in the information field that affect
indexing and abstracting

24, Attend professional meetings and prepare reports for dissemination to
staff

25. Develop professional contacts both within and outside the section and
the parent organization

INDEXING/ABSTRACTING MID LEVEL

26. Index and abstract the more difficult materials and the selectively
indexed/abstracted materials

Quality and Producticn Qontrol
27. Receive materials to be indexed fram the acquisitions section

28. Peview materials for presence of proper lomtor labels; may be bar
code/OCR labels to allow for tracking of materials in process

29, Review indexing forme/records for accuracy of bibliographic data input
by aoguisitions staff

30. Forward materials for descriptive indexing to in-house/contract staff:
editorial staff mark off article/chapter title, author(s), author

affiliation, and abstract
keyboarding staff input data
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ACTIVITIES

INDEXING/ABSTRACTING MID LEVEL

Quality and Production Control (cont'd)

K

32.

33.

34.

35.

36.

37.

38.
39.

Keep a record (manual/automated) of the location of materials in
process

Review/spot check accuracy of editorial and keyboarding staff/
contractor

Forward materials to be distributed for indexing to the appropriate
senior indexer. Notify him/her of any problems which may affect the
volume of material to be indexed .

Train and supervise technicians who proof the completed indexing
forms/records before they are released for publication processing

Run established search profiles &id forward/release indexing data to
the designated organizational unit for publication/product processing
according to established schedules

Coordinate the proofreading of page proofs by section staff

Draft statements of work for request-for-proposals for contract data
entry

Evaluate contractors' proposals
Act as project officer for contract services for data entry

Qther

40.

41.

42,

43.
44.

Review periodically the contents of the online dictionary, if
applicable. Delete temms, as required

wWork with a senior indexer (reviser) on a cne-~to-one basis to leam
revision procedures and to develop the necessary skills

Participate ia in-house committees which require specific subject
and/or language expertise

Perform special studies, as assigned
work to develop "esprit de corps" among staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised
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OQther (cont'd)

46. Assist section manager in developing performance standards for self and
for staff supervised

47. Assist section manager in the review and performance evaluation of
staff supervised

48. Assist section manager in the selection of new technicians

49, Prepare manuals of procedures for in-house technicians and for data
entry contractors

INDEXING/ABSTRACTING SENIOR LEVEL

50. Function as a technical expert/reviser in the sect.n

51, Distribute work to indexers according to priority and language and/or
subject expertise

52. Revise/review the work of all in-house/contract indexers
53. Respond to questiuis posed by revisees

54. Supervise the forwarding of all processed materials to the proper
organizational unit for storage or disposal

55. Document performance of revisees

56. Prepare and conduct formal training/update classes for all in-house/
contract indexers

QOther

57. Keep abreast of bibliographic standards for indexing and abstracting;
incorporate these standards into section procedures

58. Work with the section manager to determine/revise the processing
priority assigned to each title indexed

59. Prepare introductory material to be included in each issue of the
printed index and in cunulations
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ACTIV1TIES

INDEXING/ABSTRACTING SENIOR LEVEL
Other (cont'd)
60. Together with the indexing quality and production control supervisor,

61.

62.

63.

64.

65.

66.

68.

69.

work with data processing staff (if appropriate) and publications
management staff to establish procedures and resolve problems related
to the publication/release of the indexes/databasec on a regular basis

Work with senior staff of the thesaurus development and control section
and data processing staff (if applicable) to develop procedures for
regular maintenance of subject headings in the indexing database which
have been changed in or deleted fram the thesaurus database

Develop and maintain appropriate search profiles to retrieve subsets of
the master indexing database for processing for distribution as
separate publications/databases

Recammend new products which may be developed from the master indexing
database

Work with senior staff of the acquisitions section to establish
procedures anG resolve problems related to the timely receipt of
materials for indexing, input of bibliographic data on the indexing
form/record by aocquisitions staff, and the regular production of lists
of titles indexed for inclusion in the printed index

work with senior level staff fram the aocquisitions and reference/
information analysis sections to formulate draft selection policies for
all types of materials to be acquired and processed (fully or
selefte%rely) by the center/clearinghouse; recommend revisions as
requir

Together with senior level staff from acquisitions, reference/
information analysis, and thesaurus control sections, identify
organizations/institutions which produce information in the subject
field(s) which the information center/clearinghouse supports

Review indexing staff suggestions for changes/additions to the approved
thesaurus; confer with section manager and other senior level indexers,
as appropriate

Act as liaison between the indexing section and the thesaurus control
section on all questions related to use/modification of the approved
thesaurus

Prepare/update manuals of indexing and abstracting policies ar.d
procedures for in-house/contract indexers
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ACYIVITIES

INDEXING/ABSTRACTING SENIOR LEVEL
Other (cont'd)
70. Maintain an up-to-date collection of reference works to support the

71.

72.
73.
74.

75.
76.
77.
78.
79.

8l.

82.

respective subject referenc2 needs of the indexers

wWork with the sectic manager to establish and/or revise standards of
performance for all levels of indexers

Flowchart and document ¢ « section procedures

Assist section manager in on-going systems analysis of the section
Assess performance of existing equipment and/or systems (manual or
automated) used in the section and investigate capabilities of other
equipment/systems

Recammend acquisition of new/additional equipment/systems

Train staff in operation and in-house maintenance of equijment/systems
Spervise in-house operation and maintenance of equipment/systems
Assist in the selection of new _~->fessional staff

Wirite articles for professional publications wuen appropriate

Analyze statistics for all operations in the section and prepare draft
statistical reports

As*ist the section manager in preparing the annual budget for section
operations

RAnction as section manager in his/her absence
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(OMPETENCIES VALIDRTED AS
ESSENTIAL VERSUS DESIRABLE




INDEXING/ABSTRACTING ENTRY LEVEL

Basic knowledge (Assumed)
*** Iowledge related to literacy, mmeracy, cammmications, etc.
Subject knowledge

*lmovledge of the pdnzy -bje;t;ﬂ:cd)of users served (e.g., edvra-
. lmmage in greater depth in specific subjects, (6.5, science, mt,
and enwvironmental education; handicapped and gifted children;

and commmication skills, etc.)

reading
** knowledge of foreign languages
Information Science Knowledge (Gemeric)

** |- ~wledge of definition, structure, and formats of jnformation

** knowledge of alternative approaches to the organization of information
* knowledge of altemative approaches to retrieval of information
* knowledge of alternative approaches to information

*h lmowledgi ofiavailable and emerging information technologies and their

cations
** knowledge of campleted and ongoing reeearch in the field and its
applicability to practice
** knowledge of how to leam on an ongoing basis

* knowledge of the expanding information commnity, its participants and
their interrelationships (social, econamic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

* knowledge of the functions performed within the various work settings
and the services and proaucts offered

* kncwledge of the users of the servi s and products, their character-
istics and information habits

Enowledge of what work is done

* knowledge d“ indaxing and abstracting ﬁ::tims, the range of
of the activities that are required to offer the services and

p:o&.uﬂnm
knowledge of the various :esour~es that are necessary to support the
mwactivigee
knowledge of psrformance cmn be measured
s+ knowledge of job ties and working conditions (e.g., range

of duties, probable compensation, bmnefits, etc.)
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INDEXING/ABSTRACTING ENTRY LEVEL

Knowledge of how to do work

** knowledge of how to perform the various activities (e.g., teviev
thﬂalmtotmncy,pufmabjectm
data oan the indexing form/record, etc.)

*+* knowledge of how to use the indexing tools

*** nowledge of how to apply the indexing and abstracting methods and

* knowledge of proofreading techniques and procedures
* knowledge of persomnel procedures

NIOW L0 O 1€ _OrganiZa Xl QDG SDeN

* knowledge of the mission, goals and cbjectives of the organization
*lmowle@eotﬂtheﬁthofﬂnominﬂmuﬂtbemleofthe
* knwlegge of the various projects and key personnel within the organi-

zation
* knowledge of the policies and procedures relevant to the saction
* knowledge of the various resources available within the organization

(e.g., personnel, equipment, etc.)
* knowledge of the users' information needs and requirements

INDEXING/ABSTRACTING MID LEVEL

** greater depths of knowledge specified above
"leﬁmmdmmmmomm
Low they relate to indexing/abstructing
knowledge of the contracting process, both in general and within the
orqanization
** knowledge of evaluation methods and techniques to evaluate systems,
services and products

* knowledge of quality and productica cmtrol techniques and procedures
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INDEXTRG/ABSTRACTING SENIOR LEVEL

*t+ grearer depths of knowledge specified above
* knowledge of statistical description, analysis, interpretation and

* knowledge of cweilable vendor-supplied systems, services and products
to indexing/i

spport abstracting
*mw&u:;mmmﬁthmm (materials, personnel,
space, etc-
* lmowledge'of cost analysis and interpretation methods

* gtate-of-the-art knovledge of research and practice in indexing and
abstracting techniques




COMPETENCIES VALIDATED AS BEOUMING
MORE VERSUS LESS IMPORTANT
IN THE FUTURE
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INDEXING/ABSTRACTING ENTRY LEVEL
Basic knowledge

** knowledge related to literacy, mmeracy, conmmications, etc.

Subject knowledge
mmmgmmm::y)mfmd&mm (e.g., medicine,
*++ knoyledge in greater depth in specific subjects, (e.g., neurcenstomy,

applications
* knowledge of completed and ongoing research in the field and its
to

applicability
b * knowledge of career
** knowledge of how to leam on an ongoing basis

nmm&mwmm its participants ard
their interrelationships (social, economic, technical, etc.)
“knaleﬂgeotthcmi&yotm-tting-ﬂtbhmm

** knovledge of the functions performed within the vario vork settings
and the services and product . offered

*** mmovledge of the users of the servics and products, tueir character-
istics and infonatia) habits
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INDEXTNG/ABSTRACTING ENTRY LEVEL

Enowledge of what work is done

** knovledge of the indexing and sbstracting functions, the range of
services and products offered (both actual and potential)

* knouledge of the activities that are required to offer the services and
produce the products

“m&#ﬂ&mmmmmmmmm

* knovledge of indexing tools

* knowledge of indexing and abstracting methods and techniques

* knovledge of the mission, goals and objectives of the organisation

* knovledge of the structure of the orgmnization and the role of the
section within the i

* knowledge of the various projects and key personnel within the

organisation
* knovledge of the policies and procedures relevant to the section
* knovledge of the warious resources available within the organization

(e.g., personnel, equirment, etc.)
*+* knowledge of the users' information needs and requirements
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INDEXTNG/ABSTRACTING MID LEVEL

* greater depths of knowledge specified above
*mugacttheq?im&mmmtbmmm
"mmg:h?tunmm.mmmmumm

orgmnisation
umwﬁmmmmmmmom
umm#&mﬁ‘”“mmmmm

INDEXTNG/ABSTRACTING SENIOR LEVEL

* greater depths of knowledge specified above
* knovledge of public relatioms tecimiques

* knovledge of statistical description, amalysis, in*erpretation and
* knovledge of available vendor-supplied oysteas, aervices and products to

*hulc:hecfwun,emmuthm (materials. personnel,
#* knouledge of Cost analysis and interpretaticn methods
* knowledge of methods of resource allocation

for the operation of the section
** gtate-of-the-art knowledge of research and practice in indexing and
abstracting techniqu-s
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COMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESIRABLE
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INDEXING,/ABSTRACTING ENTRY LEVEL

Basic Skills
**t literacy, numeracy, cogniiive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

*: appl: mmw
y abstracting rules cunsistently
* perceive the information needs of the data user
** egtablish rapport with colleagues
*+* commmicate well by written, verbal and nop-verbal means
* collect, analyze and interpret data
* make decisions and recammendations basea on available information
* work independently and in grcups
* sedentary work
develop criteria for evaluation
* make effective, timely, and well-informed decisions
* igolate and define problems and develop the necessary criteria and
action for their solution
** sanage time effectively

#** Skills listed above are developed to a greater extent
Ability to:

conduct an interview
* conduct mestings with individmals and groupe

** arbitrate and negotiate
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INDEXTNG/ABSTRACTING SENIOR LEVEL

*t% gkills listed above are developed to a greater extent
Ability to:

** anticipate long-range needs of the section

** degign systems and procedures to improve section operations
* apply methods of measurement and evaluation

** hudget and make projections

*4* optimize the use of organizational and section resources







Basic Skills

* literacy, mmeracy, cognitive, amalytical, cammmnications, etc.
Skills Related to Specific Activities
Ability tos

** apply indexing and abstracting rules consistently
&+ perceive the information needs of the data user
*t egtahlist rapport with colleagues
¢+ coommicate well by written, verbal and non-verbal means

INDEXING/ABSTRACTING MID LEVEL

* conduct meetings with individuals and groups
* spervise staff
¢ arbitrate and negotiate

INDEXING/ABSTRACTING SENIOR LEVEL

* gkills listed above are developed to a greater extent

Ability to:
** anticipate long-range needs of the section
* dagign systems and procedures to improve section operations
* apply methods of measurement and evaluation
* and make projections
** cptimize the use of organizationel and section resources
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CGOMPETENCIES VALIDRTED AS
ESSENTIAL VERS(OS DESIRAELE
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Respect
** rjke people in general
** 1,ike to help people
* Like to meet people
* Like to make otiiers feel comfortable
Sennitive to others' needs

“ard Others in the Workplace
** Regpect co-workers
* Like to work with others/as a team
* Like to work on own
* willingness 0 &aw upon and share knowledge and experience with
others

* Supportive of co~-workers

Personal Oualities

*2 Alertness
* Assertiveness
* Compassion/Kindness
* Confidence
* Cheerfulness
++¢ Dependability
* Determination/Tenacity
** Diplomacy
* Pmotional stability
* Faimess
: Plexibility/™ -tility

* Inquisitivenesr

* Leadership ability

* Neatness

* Need for achievement

84
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INDEXTNG/ABSTRACTING

Personal Oualities (cont'd)
** Objeccivity
ot
* Optimism/Positive attitude
** Orgenisation

* Patience
* Resourceful
* Sengitive/Thoughtful
* Sense of humor
*% Sense of ethics
* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonctrate:

** Willingneus to take/accept responsibility

* yillingness to take iniuiative

-« Willingness to respond to authority, apply and follow policy
* Realizztion that there is no single "right® way to achieve the goals of

the section/
**% Degire to leam/try
Willingness to fail

** Willingness to ask questions

* Deaire to work to best of ability

** Responsiveness to time constraints

o

Willingnese to get hands dirty
** Attention to detail
* Willingness to do clerical tasks
** Degire to
* Sevice orientatic.
* Organizational identity
** willi gness to pramote parent organization and its services
* View of parent organization as part of a larger information environment
* Ability %o see broad picture
* Abtviey o sacrifice short-temm gains for long-term goals
** Political sense
Quriosit;-
Variety of interests
* Desiire to grow personally
¥ Desire to grow professionally
4 Desire to remain current in specific and general subject field
* positive attitude toward job
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Dispogitional Attitudes
Attitudes Toward Institutions
* Respect for the parent organization
Attitvdes Toward Other People
Toward Users
* Sensitive to others' needs

Towargd Others in the Workplace

** Willingness to draw upon and share knowledge and experience with
others
* Supportive of ~o-workers

® * Enjoy ranejing/supervising others
Pe,sonal Oualities

* Alertness

* Dependabil ity

* Flexibility/Versatility
* Imngination

* Inquisitiveness
* Leadership ability
* Neatness

®

* Resourceful

* Sensiti

* Sense of lumor

* Sense of ethics
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INDEXING/ABSTRACTING

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

the section/
** Degire to
* to fail
* Dagire to work to best of ability
* venees to time constraints
* Desire to follow-throuch
* Service orientation
* identity

* willingness to promote parent organizztion and its services

t view of parent organimtion as part of a larger infommation enviroment
*t Ability to see broad picture

* Ahility to sacrifice short-tem gains for iong-tem goals

** Desire to grow professionaily

% Degire to remain Surrent in gpecific and general subject field

¢ Pogitive attitude toward job




DECNTION CERTER/QLEARINGHNGE PROFESSIONAL (OMPETENCIES
REFERENCE/INFORMMTION ANALYSIS




REFERENCE/INFORMATION ANALYSIS ENIRY LEVEL

1.
2.

3.

4.

5.

é.
7.

9.
10.

11,

12,

Log in and review search request forms submitted by requesters

Contact requesters 1if clarification of information requirements is
required

Supervise the return of search request forms/letters to requesters if
the forms/letters lack essential infommation; ase form letters to

indicate why the requests have not been accepted for processing

Develop the strategy for btaining, ewvaluating, and packaging the
information and data to meet requesters' needs

Perform online searches, using proper thesaurus termms and advanced
search techniques to retrieve the requested information

Review retrieval output for relevancy

If additional searching is required, detemmine appropriate source(s)
(ver*.ical files, printed publications, consultation with subject
experts, etc.)

Refer requests to higher-level reference staff, as appropriate
Refer requesters to other information services/sources, as appropriate

If copies (hard or microfiche) of original documents are required,
forward/transfer document numbers anc renuester identification to the
appropriate contract distributor for separate mailing/delivery of the
copies

Supe:vise preparation of rearch results for mailing/delivery to
requesters

Supervise the transfer of billing documentation,data to the
appropriate fiscal control staff

Subscriotion Searches

13.

14.

Run stored search profiles/programs at specified intervals
Supervise preparation of offline printouts for nailinc selivery




REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL
Information Analyeis
15. Perform searches (online and manual) to support the information

16.
17.
18.

19,

analysis activities of higher level section staff; obtain copies of
the cited documents

Translate titles and abstracts, as required
Assist in proofreading information analysis products

Recammend developwent of information analysis products on specitfic
topics

Recammend topica/news notes for inclusion in the center's/clearing-
house's newsletter (s)

Other

23.

24.

26.

Perform bibliographic verification as required

Supervise handling of phone and written requests for information on
the services provided by the information center/clearinghouse

Assist senior staff with procedures, documentation and commmication
to support the implementation of special online training classes and
system demonstrations

Participate in training representatives of database distributor:z/
services, contractors and organizational staff in searching the online
database(s) and using the controlled vocabulary developed by the
information center/clearinghouse

Suggest ways in which the oniine system may be made more user-friendly

Participate as a team member in staffing exhibits and demonstrating
the online systanm at professional meetings and conferences

Assist mid level staff in investigating requesters' problems related
to search charges and to lack of satisfaction with search results

Participate in cross-education of staff by filling out and
distributing staff alert forms describing new information discovered
about the gubject fields(s) of interest to the information
center/clearinghouse, the online system, specific databases, specific
types of equipment, telecomunications systems, etc.
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REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL
Other (cont'd)
28, Recammend materials/data for inclusion in reference sourne files

29,

30.

1.

32.

33.
34.
35.
36.
37.

38.
39.

4.

42.
43.
4.

(vertical files, in-house indexes)

Carplete necessary forme to suggest changes/additions to the approved
thesaurus; forward forms to senior level section staff

Recommend new publications/products which could be developed fram the
databases produced by the center/clearinghouse

Use interdisciplinary reference sources/services to identify materials
whiglim are in-scove for the center/clearinghouse and which should be
acquired

Porward to the selection/acquisitions staff recammendations for
materials to be acguired and indexed

Recammend acquisition of materials for the reference collection
Perform special studies, as assigned

Conduct business by phone, whenever appropriate

Write memos and letters, as reguired

Maintain a record of work performed and prepare a morthly report of
activities

Prepare manuals of procedures

Make recommendations to the section manager for improvement in
operations of the section

Attend and participate in staff meetings

Provide an overview of the operations of the se:tion to visitors, as
reqaested

Supervise technicians and other paraprofessional staff
Work to develop "esprit de corps" among staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised




REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL

Other (cont'd)

45. Assist section manager in developing performance standards fcr self
and for staff supervised

46. Assist section manager in the review and performance evaluation of
staff supervised

47. Assist in the selection of new technicians and paraprofessionals
48. FKeep abreast of rew and changing reference sources, services and tools

49. K~ep abreast of new and developing technologies applicable to
1eference searching and information analysis

50. Keep abreast of developments in the subject field(s)} supported by the
information center/clearinghouse

51. Attend professional meetings and prepare reports for dissemination to
staff

52. Develop professional contacts both within and outside the parent
organization

REFEDENCE/INFORMATION ANALYSIS MID LEVEL

Qustan Searches
53. Perform more complex searches

54. Aesist entry le.21 staff with any questions related to search
formulation or strategy, including use of the approved thesaurus terms

Subscription Searches
55. Develop and maintain stored scarch profiles for subscription searches
56. Obtair feedback from requesters on the relevancy of retrievals
57. Modify stored seaxrch profiles, ar required

33

60




REFERENCE/INFORMATION ANALYSIS MID LEVEL
Search Service Adninistration
58. Work with fiscal control staff and data rrocessing staff to develop

59.

60.

61.

62,

63.

64.

65.

systems and procedures for forwarding/transferring billing data to the
fiscal control office

work with data processing staff and representatives of cocumen.
distributors to develop procedrres/programs for forwardiny/
transferring retrieved document numbezs to the appropriate contractor
for document distribution

Work with representatives cf document distributors to resolve any
problems related to document delivery

Prepare information brochures/fact sheets on the search programs and
other services provided by the center/clearinghouse

Prepare application forms and ail necessary form letters to suppor:
the search services

Supervise all activities related to enrollment of new subscribers in
the current awareness subscription search service

Develop and supervise operation of a tracking system in order to
maintain knowledge of the status of all information requests

Coordinate the investigation of requesters' problems related to search
charges and to lack of satisfaction with search results

Information Anzlysis

66.

63.

Review published information on selected topics, analyze the
information, consult with subject experts as required, and draft
information anulysis products for roview by senior staff

Coordinate the proofreading of all information analysis products
approved for publication

Prepare the center's/clearinghonse's regular newsletter(s) on specific
topic/ ;) with input from section staff

Cther

€.

(i)rganizc)a and maintain refcrence source files (vertical files, in-house
ndexes
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ACTIVITIES

REFERENCE/INFORMATION ANALYSIS MID LEVEL
Other (cont'd)
70. Make preliminary selection of forms and/or develop draft record

71.

72.

73.

74.

7.
76.

78.
79.

formats for all reference files and operations

Assess performance of existing equipment/systems/services used in
reference and investigate capabilities of other equipment/systems/
services

Recammend aocquisition of new/additional equipment/systems/services

Train staff in operation and in-house maintenance of equipment/
systems/services

Supervise in-house operation and maintenance of equipment/systems/
services

Gather information for maintenance contracts on equipment/systams

Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance

Evaluate contractors' proposals

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

REFERENCE/INFORMATION ANALYSIS SENICR LEVEL

Search Service Adninistration

8l.

82.

83.

Supervise the overall planaing and operation of the custom and
subscription search services

Assign search requests to the appropriate entr; and mid level staff
for proceasing

Assist mid level staff in formulating the search strategies for

particularly difficult topics; confer with senior level indexing and
thesaurus development staff as required
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REFERENCE/INFORMATICN ANALYSIS SENIOR LEVEL
Search Service Adninistration (cont'd)
84. Spot check the search results obtained on custan and subscription

85.

searches; recammend additional search strategies as appropriate

Work with publications/product management staff and data processing
staf(f.:h to identify charging requirements for custam and subscription
searches

System Training and Demonstration

86.

8.

88,

Work with publicztions/product management staff in scheduling online
traix;ing for contractors and representatives of database distributors/
services

Plan and coordinate all traininj activities and der 1strations/
exhibits related to the information center's/clearinghouses's online
database(s)

Monitor and evaluate all training activities and system demon~-
strations/exhibits by direct observation and by review of attendees'
written evaluations

Advise section staff of ways in which they may improve training
sessions. training aids, and systen demonstrations/exhibits

Information Analysis

90.

9.,
92.

9.

9%4.

Receive and review newly-indexed materials that have been flagged for
forwarding to the reference/information analysis section (selected
journals, state-of-the-art reviews in selecte¢d subjects and
information prepared by selected experts/organizations)

Select tomcs for information analysis

Pla;; information analysis products, developing the objectives and
general outline for each one

Work with publications/prodict management staff to establish
production and distribution plans, procedures, and estimated budyet
for each publicaticn/product

Work with s :ted staff to develop a detailed outl..e for each
information ..alysie publication/product
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96.

-REFERENCE/INFORMATION ANALYSIS SENIOR LEVEL
Ioformation Analysis (cont'd)
95. Assiogn various section staff to prepare part(s) of each publication/

product
Function as editor of each information a-alysis publication/product

Qther

97.

98,

99.

100.

101.

102.

103.

104.

105.

Function as a technical expert in all matters relating to reference
search services and to preparation of information analysis
publications/products

Work with publications/product management staff to plan a marketing
program to make potential user groups awer~ of the search services and
information analysis publications/products

Identify organizational mailing lists that publications/product
management staff should obtain for marketing purposes

Obtain input fram users regarding changes that they would recamend in
th:duseard) services and in the information analysis publications/
products

Represent the center/clearinghouse at professional meetings and
conferences in the subject field(s) of interest to the center/

clearinghouse

Together with senior level staff fram che selection/acquisitions,
indexing/abstracting and thesaurus control sections, identify
organizations/institutions which produce information in the subject
field(s) which the infommation center/clearinghouse supports

Work with senior level staff fram the selection/aocguisitions and
indexing/abetracting sections to foumulate draft selection policies
for all types of materials to be aoguired and processed (fully or
seleftively) by the center/clearinghouse; recammend revisions as
requ’ -~ed

Work with senior level selection/acquisitions staff to evaluate the
existing data collection(s) and to identify areas of weakness

Review suggestions by section staff for changes/additions to the
approved thesaurus; forward recommended changes/additions to thesaurus
development and control staff



REFERENCE/IMFORMATION ANALYSIS SENIOR LEVEL

Other (cont'd)

106.
107.

108.
109.
110.
111.

112.
113,

114.

Review and weed reference source files on a regular basis

Campile 1ists of reference books and standard works which comprise a

basic collection in each major subject area of interest to the
center/clearinghouse. New editions of these materials are to be
acguired when published. Forward the lists to acquisitions for
processing

Draft section procedures and policies; draft revisions as required
Flowchart and document section procedures

Assist section manager in on-going systems analysis of the section

Analyze statistics of section operations and prepare draft statistical
reports

Train and supervise mid level staff

Assist section manager in preparing the amnual budget for section
operations

Function as section manager in his/her absence

38

65




COMPETENCIES VALIDATED AS
ESSENTTAL VERSUS DESIRABLE

39




REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL
Basic knowledge

*** knowledge related to literacy, numeracy, communications, etc.
Subject knowledge

* knovledge of the primary subject field of users served (e.qg.,
education, medicine, chemistry, law, etc.)

* knowledge in greater depth in specific subjects, {e.g., science, math,
and environmental education; handicapped and gifted children;
readi~g and comunication skills, etc.)

** knowledge of foreign languages

Information Science Knowledge (Generic)

* knowledge of definition, structure, and formats of inforsation
* knowledge of alternative approaches to the organization of information
* knowledge of altermative approaches to retrieval of information
* knowledge of alternative approaches to information management
** knowledge of available and emerging information technologies and their
applications
* knowledge of completed and ongoing research in the field and its
applicability to practice
* knowledge of career opportunities
** knowledge of how to leam on an angoing basis

** knowledge of the expanding information community, its particjpants and
their interrelationships (social, econamic, technical, etc.)

* knowledge of the variety of work settings and their organizational
structures

* nowledge of the functions performed within the various work settings
and the services and products offered

* knowledge of the users of the services and products, their character-
istics and information habits

EKnowledae of what work is done

** nowledge of the reference and information analysis functions, the
range of services and products offered (both actual and potential)
*mle@ecttheacuvitiasthntare:q\ntedtoafferthemieesm

produce the products
* knowvledge of the various resources that are necessary to support the
activities

** inovledge of reference tools
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REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL

Enowledge of what work is done (cont'd)

** knowledge of reference and information analysis methods and techniques

** knowledge of performance expected and how it can be measured

***lmvledge of job responsibilities and working conditions (e.g., range
of duties, probable campensation, benefits, etc.)

Enowledge of how to do work

** knowledge of how to perform the various activities (e.g., review search
request foms, develop search strategies, perform anline and manual
searches to support information analysis activities, etc.)

*** knowledge of how tomether&mtools

*** knowledge of how to apply the referance methods and techniques

* knowledge of personnel procedures

* knowledge of the mission, goals and objectives of the organization

* knowledge of the structure of the organization and the role of the
section within the organization

* knowledje of the various projects and key personnel within the

organization
* knowledge of the policies and procedures relevant to the section
** knowledge of the various resources available within the organization

(e.g., personnel, equimment, etc.)
** knowledge of the uwsers' information needs and requirements

REFERENCE/INFORMATION ANALYSIS MID LEVEL

*** greater depths of knowledge specified above
** knowledge .. how to apply the information analysis methods and

techniques

** knowledge of the operations of other sections in the organization and
how they relate to reference and information analysis

** knowledge of the contracting process, both in general and within the
organization

* knowledge of evaluation methods and techniques to evaluate systems,
services and products

* knowledge of quality and production control techniques and procedures




REFERENCE/INFORMITION ANALYSIS SENIOR LEVEL

**% greater depthe of knowledge specified above
** knovledge of public relations techniques
** knowledge of statis“ical description, analysis, interpretation and

presentation

** knowledge of available vendor-supplied systems, services and products
to support reference and information analysis

“mle@eofth)emﬂodatedﬂthm (materials, persamnel,
space, etc.

* knowledge of cost analysis and interpretation methods

** knowledge of methods of resource ailocation

** knowledge of standards, measures and methods for evaluating persomnel

* knovledge cf altemative management structures and their implications
for the operation of the section

* gtate-of-the-art knowledge of research and practice in reference and
information analysis techniques
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COMPZTENCIES VALIDATED AS BEOOMING
MORE VERSUS LESS IMFORTANT
IN THE FUTURE
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REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL

Basic knowledge
* knowledge related to literacy, nmeracy, cammmications, etc.

Subject knowledge

+** knowledge of the primary subject field of users served (e.g.,
education, medicine, chemistry, law, etc.)
** knowledge in greater &ptb in specific subjects, (e.g., science, math,
and envirommental education; handicapped and gifted children;
and commmnication skills, etc.)
** knowledge of foreign languages

Information Science Knowledge (Generic)

* knovledge of definition, structure, and formats of information

* knowledge of altemative approaches to the organization of information

* knowledge of altemative approaches to retrieval of information

* knovledge of altemative approaches to information msmagement

** knowledge of available and emerging information technologies and their
applications

* knowledge of completed and ongoing research in the field and its
applicability to practice

* knowledge of career opportunities

** knowledge of how to leam an an ongoing basis

*lumletbeotthemietyotuotkuttlnguﬂtheitomintianl
structures
* knowledge of the functions performed within the various work settings
and the services and products offered
*** knowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

* .wwledyje of the reference and informeti'n analysis functions, the
range of sexvices and products offered (both actual and potential)
* knowledge of the activities that are required to offer the services and

the products
* knowledge of the various resources that are necessary to support the
activities

** knowledge of reference tools
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REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL

Enowledge of what work is done (cont'd)

* knovledge of reference and information analysis methods and techniques
* knowledge of performance expected and how it can be measured

* knowledge of job responsibilities and conditions (e.g., range
duties, probable compensation, bencfits, etc.)
Enowledge of how to do work
* knowledge of how to perfora the various activities
* knowl of how to use the reference tools
* knowledge of how to apply the reference methud» and techn ues
* knowledge of personnel procedures ’

* knovledge of the mission, gnlsmdobjecumoftheorm:lntim

* knowledge of the structure of the organization and the role of the
section vithin the organization

* knuwledge of the various resources available within the organization

(e.g., persamnel, equipment, etc.)
* lmowleﬂge'of the mu':a‘ infomt':im needs and requirements

REFERENCE,/INFORMATION ANALYSIS MID LEVEL

* greater depths of knowledge specified above
* knowledge of how to apply the information analysis methods and

techniques

* knovledge of the operations of other sections ir the organization and
how they relate to reference and informatiun analysis

** knovledge of th: contractiig process, both in general and within the

organization
* knowledge of evaluation methods and techniques to evaluate systems,

. services 2d products
knowladge of quality and production control techniques and procedures
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REFERENCE/INFORMATION ANALYSIS SENIOR LEVEL

* greater depths of knowledge specified above
* knovledge of public relations techniques
* knowledge tc;fu::atistical description, analysis, interpretation and
1
* knovledge of availahle vendor-supplied systems, services and products
to support reference and information analysis
*luule&pcfth;costsmiateﬂvithrm (materjals, persomnel,
y €tc,
* knovledge of cost analysis and interpretation methods
* knovledge of methods of resource allocation
* knowledge of standards, msasures and methods for evaluating personnel
** knovledge of altermative management structures and their implications
for the operation of the section
** gtate-of-the-art knowledge of research and practice in reference and

infornmation analysis techniques
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COMPETENCIES VALIDKTFD AS
ESSENTIAL VERSUS DESTRABLE

107




REFERENCE/INFORMATION ANALYSIS ENTRY LEVEL
Basic Skills
#4% ]iteracy, mmeracy, cognitive, analytical, comumications, etc.
Skills Related to Specific Activities

Ability to:

* perform each activity
* teach adults
* use camputer and telecommmications equipment with ease
* perceive the information needs of the data user
* establish rapport with colleagues
** commicate well by written, verbal and non-vertal means
collect, analyze and data
* make decisions and recammendations based on available information
* work independently and in groups
* develop criteria for evaluation
* nake effective, timely, and well-informed decisions
** jsolate and define problems and develop the necessary criteria and
action for their solution
** manage time effectively
conduct an interview
* gupervise staff

REFERENCE/INFORMATION ANALYSIS MID LEVEL

Skills Related to Each Specific Activity
** Skills listed above are developed to a greater extent
Ability to:
** analyze, evaluate and synthesize information
* commnicate with data processing staff on a technical level

* conduct meetings with individmls and groups
arbitrate and negotiate
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REFERENCE/INFORMATION ANALYSIS SENIOR LEVEL

** gkills listed above are developed to a greater extent
Ability to:

** snticipate long-range needs of the section and of the organization

*+* degign systems and procedures to juprove operat:ions of the section and
of the organizatjin

** apply methods of mezsurement and evaluation

** budget and make projections

** optimize the voe of organizational and section resocurces
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REFERENCE/INFORMATION ANALYSIS SENIOR LEVEL

*¢ gkilis listed above are developed to a greater extent
Ability to:

** anticipate long-range needs of the section and of the organization
mmmummmmoﬁ&em{muﬂ

** apply mwmmm
** budget and make

projections
** gptimize the use of organizational and section resources
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REFERENCE/INFORMATION ANGLYSIS ENTRY LEVEL

Basic Skills
*** ]jiteracy, mmeracy, cognitive, analytical, commmications, etc.

Skills Related to Specific Activities
Ability to:

* perform each activity

** teach adults

** use computer and telecoomrmications equipment with ease
* perceive the information needs of the data user

* establish rapport with colleagurs

* develop criteris for evaluation

* sanage time effectively

* conduct an interview

REFERENCE/INFORMATION ANALYSIS MID LEVEL

Skills Related to Each Specific Activity
* skills 1listed above are develcped to a greater extent
Ability to:
** analyze, evaluate ard synthesize information
** commmicate with data proressing staff on a tecimical level

* conduct meziings with individmls and groups
* arbitrate and negotiate

REFERENCE,/INFORMATION ANALYSIS SENIOR LEVEL

* gkills listed above are developed to a greater extent
Ability to:

* anticipate long-range needs of the section and of the organiszation
* design systems and procedures to improve operations of the section and
of the orgmnization

* optimize the use of ~rganizational and seciion resources
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COMPETENCIES VALIDATED AS
ESSENTL/L, VERSUS DESIRABLE
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Dispositional Attitudes
Attitudes Toward Institutions

*Reqectforpmfeesim
** Regpect for the section

* Regpect for the parent organization

* Like to work with others/as a team

* Like to work on omn

** willingness to draw upon and share knowledge and experience with
others

* Supportive of co-workers
** Pndoy managing/supervising others

Persopal Qua‘i, .es

+* Alertness
* Assertiveness
* Compassion/Kindness
* OConfidence
* Cheerfviness
+** Depandability
: Detemmination/Tenacity

Diplomacy
* BEmotional stability
* Fairness

** Flexibility/Versatility
* Imagination

* Inquisitiveness
** Leadership ability
* Noatness
** Need for achievenent




REFERENCE/INFORMATION ANALYSIS

Personal Oualities (cont'd)
* Objectivity
*h

Cpen-mindedness
* Optimism/Positive attitude
* Organization
* Patience

* Physical endurance
* Resourceful

* Sensiti

** Sense of humor

** Senge of ethics

* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

.:wmmgmmmuve o
** Willingness to respond to authority, apply and follow policy
* Realization that there is no single "right" way to schieve the goals of

** Willingness to ask
* Degire to work to best of ability
*:nqmsimtothemints

* Organizational identity
* Willingness to pramote parent organization and its services
* View of parent organization as part of a larqer information enviromment
* Ability to see broad picture
* Ability to sacrifice short-term qains for long-temm goals
** political sense
* Quriosity
* Variety of interests
* Desire to grow personally
* Desire to grow professionally
** Dagire to remain current in specific and general subject field
** Pogitive actitude toward job






Dispositional Attitudes
Attitudes Toward Institutions
* Regpect for the parent organization
Attitudes Toward Other People

* Like to work with others/as a tesm
** Yillingness to draw upon and share knowledge and experience with
others

* Sypportive of co-workers

*+ Faotional stability
. Flexibility/Versat {1ity

* tiveness
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REFERENCE/INFORMATION INALYSIS

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

* willingness to take/accept responsibility

* willingness to take initiative

* willingness to respond to authority, apply and follow policy

* Realization that there is no single "right" way to achieve the goals of
the section/organization

** Degire to leamn/try

* Willingness to fail

* Willingness to ask questions

* Desire to work to best of ability

:upamlvmtothecmstmmts

Accuracy
* Willingness to get hands dirty
* Attention to

identity
* Wwillingness to promote parent organization and its services
* View of parent organization as part of a larger information envirorment
* Abjlity to see broad picture
* Abjlity to sacrifice short-tem gains for long-term goals
* Political sense
* Quriosity
* Variety of interests
* Degire to grow personally
* Desire to grow profeasionally
*® Degire to remain current in specific and general subject field
* positive attitude toward job
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INFORMATION CENTER/CLEARINGHOUSE PROFESSIONAL COMPETENCIES
PUBLICATIONS AND PRODUCT MANAGEMPNT
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Planning

1.

2.

3.

4.

5.

6.

7.

10.

Work with senior staff of various sections to identify publications (in
hardcopy and/or :acroform) and special data products (camputer tapes
for distribution to database distributors, special reports and
listings, reprints, data supplied to special subject interest groups
for publication of bibliographies, etc.) which may be developed from
the master indexing, thesaurus, and aocquisitions databases or which may
be prepared by organ!zation staff

Contract for/conduct market surveys to identify the potential need,
demand for, and response to the various planned publications/products

Recammend modifications to planned publications/products based on
analyses of market survey results

Work with the section manager, staff of the respective sections, and
data processing staff to prepare the production plans and requirements
for each new publication/product. Provide special assistance by
helping them visualize the publications/products and minimizing
production costs in planning

Following approval/medification of new publication/product plans by
senior management, work with the appropriate senior staff to develop
procedures ard establish schedules for the production of each
publication/product

Estimate the cost which must be charged for each publication/product in
order to cover costs and make a profit, if applicable

Work with representatives of database distributors and other
organizations to arrange preliminary details related to the use of and
reimbursement for the supplied data

Draft documentation required to support the production and distribution
of each approved publication/product

Work with appropriate organizational staff to plan and identify
in-house procedures and contract requirements to support distribution
of publications/products on demand or on a subscription basis.

Work with appropriate organizational staff to negotiate and monitor
contracts and other agreements in support of production and
distribution of publications/products
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL
Planning (cont'd)
11. Work with appropriate organizational staff to develop plans and

12,

132,

procedures for distribution of copies (hardcopy or microform) of
materials indexed by the center/clearinghouse

Work with lecal counsel to develop documentation which may be campleted
by a copyright holder to grant pemmission to the center/clearinghouse
and/or its distributing agent to reproduce and sell copies of the
original material

Werk with apppropriate organizational staff to negotjate and monitor
contracts and other agreements in support of microfilming original
materials, converting the f£ilm to fiche, and supplying hard/fiche
copies of the materials on demand or on a subscription basis; all
microforms should meet federal and national standards.

Database Ooordination

14.
15.

16.

17.

18.

20.

Keep abreast of industry-wide standards for online databases

Work with senior data processing staff and staff of the respective
sections to ensure that established standards are maintained in online
files developed by the organization

Work with senior staff in the respective sections and data processing
staff to develop methods for testing the technical integrity of each
database/software package prior to release of tapes for publication
processing, for distribution to database distributors, or for sale

Work with appropriate stu.i in the respective sections to ensure that
the content data in each database is ready for release on schedule and
fulfills quality and quantity requirements

Work with data processing staff, representatives of database
distributors and photocamposition/videocamposition contractors to
ensure that the data is released in formats campatible with the
receivers' gystams

Ooordinate in-house preparation of documentation and training programs
for representatives of database distributors; provide them with an
overvies of the content and potential uses of the data contained in
each database

Ooordinate staff review of database documentation created by database
distributors for thuir clients
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Database Coordination (cont'd)

21,

22,

23,

24.

Ooordinate the sending of camputer tapes to the database distributors
on schedule

Supervise the maintenance of documentation files for each database
released to database distributors

Maintain a statistical record of the use of each database by database
distributors' clients

Maintain a financial record of the royalty/usage charges received from
database distributors

Publications Coordination

25,

26.

28.
29.

30,

31.
32,

wWork with in-house staff and contractors o ensure that all deadlines
are met in the production sche™ule for each publication

Coordinate operations related to the processing of illustrations for
publications:

make/obtain half-tone photos and/or line cuts

crop photos as required and mark their locations on galleys
write captions

choose type

paste up boards

ensure return of negatives fram publisher and file

return artwork obtained on loan

Provide guidance, as needed, to senicr staff of the respective sections
in development of objective, user-oriented introductory materials for
publication

Send qalleys of introductory materials for typesetting

Coordinate the proofreading of the introductory materials by senior
staff in the respective sections

Obtain camputer tapes of the content data for each publication and send
to the appropriate source for computerized photocomposition/

videocomposition
Receive the positive or negative camera-ready copy

Work with senior staff of the respective sections to coordinate the
proofing of the camera-ready content data
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Publicaticag Coordination (cont'd)

33.
.

35.

36.
37.

38.
39.

41.

42.

43.

4.

45.

46.

Design or contract for the d~sign of the covers for each publication

Establish a color rotation cycle for the covers of successive year's
issues/cumulations

Obtain/assign publication numbers for earh publication, as required
(e.g., volune and issue numbers, in-house document numbers, publistier's
series numbers)

Obtain an ISSN for each title published as a serial

Obtrin Cataloging-in-Publication (CIP) data for each publication/
series

Apply for copyright for esch publication, i€ appropriate

Send the c=plete package of camera-ready copy to the printer with
specifications for the size of the publication, the cover color(s), the
type of binding, the type of paper, the number of copies (for in-house
use and shipment to t:e distributing agent), etc.

For data to be published by special subject interest groups, send the
camera-ready content data to the respective organizations for
publication processing

For microform publications, send computer-output-microfilm (COM) and
introductory copy to the appropriate contractor for the creation of the
masters and production of copies. Specify the number of copies for
in-house use and for shipment to the distributing agent

For special or occasional publications, provide guidance, as needed, to
senior staff of the respectiv. sections regarding writing the
introductory material, so that the publication will not be outdated too
quickly by use of time-linked wording

For approved reprint publicatia.s, send negatives, if available, to the
reprint publisher; ensure that all negatives are returned

Keep track of costs related to prciaction of each publicztion; -~ “te
cost trends

Notify the respective sections of the costs associated with production
of each of the publications

Supervise the maintenance of files related to production of each
publication
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Masketing

47, Prepare advertising brochures for each publication/product; coordinate
review by appropriate In-house staff prior to publication

48. Request/purchase mailing lists fram appropriate sources to reach the
target audience for each publication/product

49. Coordinate mailing of samples of new publications to the editccs of
journals and reference guides in the appropriate subject fields

50. Work with a graphics designer to prepare copy for paid advertisements
51. Purchase advertising space in appropriate journals

52. Plan and staff exhibits of publications/products at professional
meetings and conferences

53. Coordinate the preparation of a list of publicatiors/products produced;
publish the list as a separate or include the 1ist (full or partial) in
each title pubiished

54. Contact known users of each publication/product to get feedback on ways
the publication/product may be improved

Other

55. Assist users, as requested, in resolving problems which they may
encounter in obtaining/using the publications/products from the
designated distributing agent (s)

56. Plan and coordinate a marketing program to make potential user groups
aware of the services provided by the information center/clearinghouse

57. Contact users of the services of the information center/clearinghouse
to get feedback on ways that the service may be improred

58. Attend professional meetings in the information field and in
publications and data products management; prepare reports for
dissemination to staff

59. Keep abreast of developments in the information field that affect
publications and product maagement and informaticn centers/

clearinghouses

60. Develop contacts with other professionals in publications and data
products management
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PUBLICATIONS AND PRODUCT MANAGEMENT SENIOR LEVEL

Other (cont'd)

61,
62,
63.
64.
65.

66.

68,
69.
70.

.

72,

73.
74.
75.

76.

78.

79.

Perform special studies, as assigned
Conduct business by phone, when appropriate
Write memos and letters, as required
Mairtain & record of work performed

Make recommendations to the section manager for improvement in
operation of the section

Attend and participate in staff meetings

Provide as overview of the operations of the section to visitors, as
requested

Train and supervise support staff, as required
Work to develop "esprit de corps" among co-workers and staff supervised

Assist section manager in writing job descriptions for self and for
staff supervised

Assist section manager in developing performance standarde for self and
for staff supervised

Assess performance of existing equipment/systems used in the section
and investigate capabilities of other equipment/systems

Reconmend acquisition of new/additional equipment/systams
Train section staff in operation and maintenance of eguipment/systems

Draft statements of work for contract proposals for services, systems,
equipment and/or maintenance

Evaluate contractor's proposals
Write articles for professional journals/newsletters

Dre;ﬁti: gatmts of section procedures and policies; draft revisions as
r r

Flowchart and document section procedures
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SENIOR LEVEL

Other (cont'd)
80. Prepare manuals of procedures
81. Assist section manager in on-,0ing systems analysis of the section

82. Analyze statistics for all operations in the section and prepare draft
statistical reports

83, Assist section manager in preparing the annual budget for section
operations

84. Runction as section manager in his/her absence



CQOMPETENCIES VALIDATED AS
ESSENTIAL VERSUS DESTRABLE
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PUBLICATTO:,/PRODUCT MANAGEMENT SENIOR LEVEL

Basic knowledge
*** knowledge related to literacy, mmeracy, coommications, etc.
Subject knowledge

** knowledge of the primary subject field of users served (e.g.,
ecation, medicine, chemistry, law, etc.)

*huldgehmm:lnwicm (e.g.. science, math,
and ewironmontal education; handicapped and gifted children;
reading and commmication skills, etc.)

* knowledge of foreign languages

Information Science Knowledge (Generic)

v knowledge of definition, structure, and formats of information
* knowledge of altermative approaches to the organimation of information
* knowledge o altemative approaches to retrieval of information
* knowledge of altermative approaches to information management
** knowledge of available and emerging information technologies and their
applications
* knowledge of campleted and ongoing research in the field and its
applicab’lity to practice
* knowledge of career opportunities
** knowledge of how to leam on an angoing basis

*lnul«baoftheemdingmmc-nity, its participants and
(social, econmmic, tecnical, etc.)
lmwledge of the variety of work settings and their organizational

structures

* knowledge of the functions performed within the various work settings
and the services and ;roa:cts offered

* knowvledge of the users the services and products, their character-
istics and information habits

Enowledge of what work is done

*¢* knowledge of the publications and product msnegement functions, the
range of services and products offered (both actual and potential)
mmwagmmtmmmmmmm

products
mmm.mmmmtmmwmm

*t knowledge of methods and techniques for publications and product
sanageaent
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PUBLICATTION/PRODUCT MANAGEMENT SENIOR LEVEL

Enovledge of what work is done (cont'd)

** knowledge of performance expected ani how it can be measured
** knoviedge of job responsibilities /rd working conditions (e.g., range
of duties, probable campensatian, benefits, etc.)

Enowledge of how to do work

*** knowledge of how to perfora the various activities (e.g., conduct
market lu:cv‘qa, plan new publications/products, coordimate

production s otc.)
** knoviedge of how to apply the methods and techniques of publications
.- -ulpu:ct-ng-t od
* knowledge of personnel procedures
* knowledge of the contracting process, both in general and within the

organisation
* knowledge of evaluation methods and techniques to evaluate systems,

services and products
*:Mdmwmwmm
knovledge of public technicques

knovledge of statistical description, analysis, interpretation and

* gtate-of-the-art knowledge of research and practice in publications and
product management techniques

** knovledge of the various projects and key personnel within the

mmmammummmmmm
mmwd&mmzrmm&m
‘..,m,m'j (]
o operations of

* knovledge of the other sections in the organimation and
how they relats to publications and product management
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Bagic knowledge
* knovledge related to literacy, numeracy, cammnications, etc,
Subject knowledge

** knowledge of the primary subject field of users served (e.g.,
education, medicine, chemistry, law, etc.)

* knowledge in greatca @th in specific utjea:s (e.g., science, math,
and enwwi:omnmental education; handicapped and gifted children;
reading and coommication skills, etc.)

* knowledge of foreign languages

Information Science Knowledge (Generic)

** nowledge of definition, structure, and formets of inforsation

** knowledge of alteirnative approaches to the orgmnization of information
* knowledge of altemative approaches to retrieval of information

** mowledge of altemative approaches to information

*hule@eofthewmhfomume_nuy, its participants and
their interrelationships (social, econamic, technical, etc.)
nowledje of the variety of work settings and their orgamizational

* kncvledge of the functions performed within the various work settings
and the services and products offered

** mowledge of the users of the services and products, their character-
istics and information habits

Enowledge of what work is done

* nowledge of the publications and product msnagement functimms, the
range of services and products offered (both actual and potential)

nmwwmwvm.ﬁumwmmmmm

“mmﬁmmMWﬂummtomtm

** knowledge of iethods and techniques for publications and product

* knovledge of performance expected and how it can be measured
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PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL

Knowledge of how to do work

** kowledge of how to perform the various activities (e.g., conduct
market surovtqn, plan new pubncationl/pto&cts, coordinate

production of publications/products, etc
"mﬂhgofhtoqplvthem-ﬂmofm

sanageeant

* knowledge of proofreading techniques and procedures
* knowledge of personnel procedures
* knowledge of evalmation msthods and technigues to evaluate systems,

services and products
"w«pdmummwmm
** knowledge of public relations techniques
* knowledge of statistical description, mlyua, interpretation and

presentation

* knowledge of available systems, services and products to support
publications and product management

** knowledge of the costs associated with resources (msterials, persomnel,

nwwamltmmuwm
** knowledge of methods of resource allocation
* knowledge of standards, msasures and methods for evaluating personnel

** knowledge of the mission, goals and objectives of the orgmnisatiun

** knowledge of the structure of the organization and the role of the
section within the organisation

*+ knowledge of the various projects amd key personnel within the

organization

* knowledge of the policies and procedures relevant to section operations

*m?gammmc:cmmummom
(X [ Y] o

¢ i & ek e obha st ons in the ccgmisation md
how they relate to publications and product management
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CQOMPETENCIES VALIDMYED AS
ESSENTIAL VERSUS DESIRABLE
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Basic Skills

*** literacy, numeracy, cognitive, amalytical, commmnications, etc.

Skills Related to Specific Activities
Ability to:

* perform each activity
* establish rapport with colleagues
% commmicate well by written, verbal and non-verbal means
** collect, analyze and interpret data
t+t pake decisions and recommendations based on available information
** york independently and in groups
* perform sedentary work
** develop criteria for evaluation
** gake effective, timely, and well-informed decisions
** jsolate and define problews and develop the necessary criteria and
action for their solution

** conduct meetings with individuals and groups

** gupervise staff

** arbitrate and negotiate

** anticipate long-range needs of the section and of information users

* degign systems and procedures to improve section operations/products

** budget and make projections
** optimize the uvse of organizational and section resources
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PUBLICATION/PRODUCT MANAGEMENT SENIOR LEVEL

Basic Skills
* literacy, numeracy, cognitive, anmalytical, coommications, etc.

Skidls Related to Specific Activities
Ability to:

colleagues
* commmicate well by written, verbal and non-verbal means
* collect, amalyze and interpret data
* make decisions and recommendations based on available information
* work independently and in groups
* develop criteria for evalmation
* make effective, timely, and well-informed decisions
* isolate and define problems and develop the necessary criterxia &nd
action for their solution
* sanage time effectively
* conduct meetings with individmls and groups
* supervise staff
* arbitrate and negotiate
** anticipate long-range needs of the section and of information users
* design systess and procedures to improve section operations/produc..
* apply methods of asasurement and evaluation
* budget and make projections
* optimixe the use of organizational and section resources

|
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XIT1 “IDES

PUBLICATION,PRODUCT MANAGEMENT

Dispositional Attitudeg
Attitudes Toward Institutions

** Regpect for professim
*4* Regpect for the publications and product management section
** Regpect for the parent organization

Attitudes Toward Other Pecple
Joward Users

** Regpect users
* Like people in general
* Like to help people

** Lire to meet people

** Like to make others feel comfortable
* Sensitive to others' needs

Toward Others in the Workplace

* Regpect co-workers
** Like to work with others/as a teem
* Like to work an om

** Willingness to draw upon and share knowledge and experience with

* Supportive of co~work:
*mn:ngﬁvmvﬁrnothm

Personal Ouzlities

% Alertness
* Aspertiveness

** Compassion/Kindness
* Confidence

** Cheerfulness

%
-+ Plexibility/Verstility

* In:1isitiveness
* Lar'ership ability
Neatnoss

Reed for achievement




Personal Oualities (cont'd)

* Optimism/Positive attitude
** Organization

** patience
** Physical endurance
* Regsurceful
* Sensitive/Thoughtful
** Senge of humc:
* Senpge of ethict
* Tolerance

Attitudes Related to Job/Work/Organization
Individual should demonstrate:

*+* Willingness to take/accept responsibility
mwmingmquaisi au::o:l apply and follow policy
to to rity, y
*%* Realization that there is no single "right" way to achieve the goals of
the section/organization
*** Degire to
* Willingness to fail
*++ Willingness to ask questions
** Desire to work to best of ability
*+* Regpcensiveness to time constraints

Accuracy
*lu.lnngustogetmmrty
*+% Attention to detail

** yview of parent organization as part of a larger information environment

picture
** Ability to sacrifice short-tem gains for long-temm goals
#** Political sense
* CQuriosity
Variety of interests
* Desire to grow personally
* Desire to grow professionally
** Dagire to remain current in specific and general subject field
% Positive attitude toward job
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Respect
* Like to work with others/as a temm
* Like to work an o

** ¥illingness to draw upon and share knowledge and experience with

* Supportive of co-workers
* Enjoy managing/supervising others

95
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PURLICATION/PRODUCT MANAGEMENT

Attitudes Related to JobAWor  .sganizatiop

Individual should demonstrate:

* willingness to to authority, apply and follow policy
* Realization that is no single "right" way to achieve the goals of
the section/organization
:mun;:- fail
to
* willingness to ask questions
* Desire to work to best of ability
* Responsiveness to time constraints
* Willingness to get hands dirty
* Attention to detail
* Desire to follow-through
:suviceotm.im
Organisational
*

identity
¥illingness to pramote parent organization and its services
* View of parent orgmnisation as part of a larger information enviromment
** Abllity to see broad picture

* Ability to sacrifice short-tem gains for long-tem goals

* Political sense

* Quriosity

* Variety of interests

* Desire to grow personally

** Desire to grow professionally

*# Desire to remain current in specific and general subject field

* Positive attitude toward job

142




