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

A campetency is a gmeric xnowledge, skill or attitude of a person
that is causally related to effective bchavior as demmstrated
through external performence criteria, where:

e [Knowledge is having information about, knowing, understanding,
being acqminted with, being aware of, having experience of, or
being familiar with somethino, sameone, or how to do something.

e 5kill is the ability to use one's knowledje effectively.

o Mtitude is a mental or emotional approach to something, or
someqre.

We have identified several types of knowledge that are necessary to
perform information work satisfactorii’ as follows: >

e BRasic knowledjge in such areas as language, communication,
arithmetic operations, etc.

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

¢ Library and information work env.ronmentgs such as the
information community, its participants and their social
econamic and technical interrelationships, etc.

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

e Knowledge of the organization or user commmity served such as
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, commnication, analytical, etc.
e Skills related to each specific activity being performed such

as negotiation of reference questions, evaluation of search
outputs, etc.

e Other skills such as meiaging time effectively, budgeting and
making projectiong, eic.

Attitudes of info.mation professionals are found to be extremely
important to work performance. We have found it useful to subdivide
attitudes into:

e Dispositional at:itudes toward one's profession, the organiza-
tion served, one's work organization, and other people such as
users and co~workers.

e Personality traits/qualities such as confidence. inquisitive-
ness, sense 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 accordirg to the
functions which information professionals perform, and by professional
level as displayed in Figure 1. The competencies are cumlative across
professional level, i.e., conpetencies 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 between functions
perf .mmed and positions or job titles. Our ration le 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
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FUNCTIONS ENOLYIGE SXILLS AITTNRES
Evsential More versus Esgential More versus Essential More versus Essential More versus
Versus Less Important Versus Less Important Versus Less Important Versus Less Important
Desirable in PFuture Desirable in Puture Desirable in Future Desirable in Future
ENTRY LEVA, | INTRY LFVRL, ENTRY LEVEL | ENTRY LEVEL ENTRY LEVEL | ENTRY LEVRL, ENTRY LEVEL | ENTRY LEVEL
MID LEVEL MID LEvVEL MID LEVEL MID LEVEL MID LEVEL MID LEVEL MID LEVEL, MID LEVEL
[¥8
[¥8
P.
SENTOR SPNIOR SENTOR SENTOR SPFNIOR SENTOR SENTOR SENTOR
LEVEL LEVEL, LEVHEL, LEVEL, LEVFL LEVFL, LEVEL LEVEL

Piqure 1 Organization of Activities and Competencies
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professionals and the activities being performed to determine which
campetencies are apprepriate. The functions identified for information
professionals working in information analysis centers are:

acquisitions
indexing/abstracting

reference

information analysis research
organization/management support.

Three professional levels were defined as follows:

e entry level (up to 3 years of professional experience)
mid level (4-9 years of professional 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 fram one worksetting to
another. The organizatior. of activities that we developed provided us with
the "best fit" case. Indented and unnumbered activities are essentially
paraprofessional activities which, in amall organizations, may be performed
by professionals.

iv 10




INFORMATION ANALYSIS CENTER PROFESSIONAL (DMPETENRCIES
ACQUISITIONS
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AOQUISTITIONS ENTRY LEVEL
Selection
1. Develop a good understanding of the center's policies and guidelines

2.

3.

4.

5.
6.

for cata collection

Receive citations fram organization stuff for serials/numbered weries,
selected monographs, reports, conference and workshop proceedings,
audiovisuals, unpublished materials, free materials, research in pro-
gess, etc.

Select materials to order from publishers' catalogs, boock rcviews,
bibliographies, etc.

BExamine shipments of unsolicited raterials (blanket orders/on-approval
shipments, deposited materials, gifts, etc.) to select which items are
suit?ble for retention; annotate processing glips for each item as
required

Assign processing priorities to all material selected for processing

Maintain a2 statistical record of selectior. and the usefuiness of
various selection tools

Yerification and Ordering

7.

8.

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

Supervise ordering/claiming of materials:

verify and locate aGditional bibliographic data as reruired; 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 c.der/request documentation for mailing, or place orders/
requests online with the appropriate suppliers

forward order documentation to the fiscal control staff for cooi-
dination and mailing, if required

claim outstanding orders/requests

claim missing issues of serials/numbered series

cancel orders, as required

re-issve orders/requests to different sources as required

order/request replacement copies of damaged/lost materials

process subscription renewals

maintain a statistical record of ordering operations

1
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AOQUISITIONS ENTRY LEVEL

9. Superv_se ordering/requesting sample issues cf serials/humbered series
for ~eview by mid level staff

10. Search for trade and non-trade bibliographic information that techni-
cians are unable to locate; refer problers to hicher level staff, as
appropriate

Receipt Procesging
11. Supervise receipt processing of all types of materials:

sort incoming items, as appropriate

search appropriate file to locate the records

refer to the supervisor items which differ bibliographically trom
the item ordered/reguested

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

parts

create records for unsolicited materialg which are to be processed

flag serial records for gep filling, as required

assign an accession number or other locator information to each
item received

record/affix locutor information on each piece; may ‘e bar code/
OCR label to allow for tracking of materia’. fram time of
receipt through completion of the precessing ycle

input bibliograpnic data (standard jourmal title obbreviation,
volune, issue or bibliographic information for monographs,
etc.) on the indexing form/record for each item received;
(this activity may involve transfer of data from one
autamted file to another, rather than actual data input on
the indexing form/record)

mark materials with the organization's icantification

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 lomtions

send form letters to acknowledge deposited materials/gifts, if
appeopriate

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

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




AOQUISITIONS ENTRY LEVEL

Receipt Processing (cont'd)
11. Supervise receipt processing of all types of materials (cont'd):

prepare damaged/imperfect materials, incorrectly supplied materi-
als, and unwanted 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 based on correspondence received and actions taken

update records with receipt, return and disposal information

delete records at appropriate levels

maintain statictical 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 contr~~t), standard title aobreviation, ISSN,
frequency, etc.

apdate records with ¢ » .., change in frequency, change of title,
change in publi: .. cessation, «hance of indexing assigmment

input new records for newly changed titles

input nross reference records as required

remc 2 records from the active file when appzropriate

delete recor”s when appropriate

maintain g atistical records of file creation and maintenance
operations

Qther

14, Handle problems related to selection, ordering and receipt processing
of all types of materials and to overall mainterance of the records;
refer problems to higher level staff, as appropriate.

15. Keep abreast of developments in the infomation field, library prac-
tice, or legisiation that affect aogquisition and processing of
serials/nunbered series, monographs, conference proceedings, audio~
visuals, unpublished materials, etc.




ACTIVITIES

AOQUISTITIONS MID LEVEL

Selection

16. Review sample issues of serials/numbered series to determine which
titles should be acyuired reqularly

17. Keep abreast of changing information needs in the subject field(s) of
interest to the center; notify staff of any changes

Verification and Ordering

18. Develop procedures for the verification and ordering of serials/
r.ambered series and/or other materials selected for processing

19, Supervise the maintenance of an address file of procurement sources

20, Draft form letters for acknowledging depositad materials/gifts, re-
questing deposit of materials, ordering serials and other materiails,
claiming/cancelling orders, claiming missing issues, ordering replace-
ment issues, etc.

21, Work with the appropriate fiscal office to schedule purchases of
materials and renewal of subscriptions in order to operate within the

budget

22, Work with the appropriste fiscal office to develop procedures for the
handling of the final steps in ordering and invoice processing

23, Identify sources for filling gaps

Receipt Processing
24. Develop procedures for receipt processing of all types of materials

Eile Maintenance

25. Develop rnrocedures for maintenance of records for order/receipt control
of serial and non-serial materials

26. Make preliminary selection of forms and/or develop draft record formats
for ¢ll section files

Elscal Control

27. work with the appropriate fiscal office of the parent organization to
identify requirements and develop draft procedures for purchasing
materials and services (e.g., open ended subscriptions, dealer
check~in) .
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Fiscal control (cont'd)

28,

29

30.

31.

Work with the appropriate fiscal office to develop procedures for
propier packing slip/invoice handling and receipt certification by
section staf

» Assist the appropriate fiscal office i~ resolving any problems related

to payment for materials

Remain aware of the expenditures and balances in the materials
account (s) 3 notify the section manager of situations which may require
specizal action

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

ACQUISITIONS

Selection

32.

33.

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

Work with senior level staff fram the indexing/abstracting, reference,
information analysis/research sections to formulate draft selection
policies for all types of materials to be processed (fully or selec-
tively) Ly the center sc that it may provide appropriate infommation
coverage in the subject field(s) within its scope of interest; recom-
mend revisions to the policies as required

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

Periodically review staff selections to ensure more uniform interpzeta-
tion of the selection policies; conduct training sessions as required

Together with senior level information analysis/research staff and
reference staff, identify organizations/institutions which produce
information in the subject field(s) which are major interest to the
center

work with senior level information analysis/research staff and refer-
ence staff to evaluate the existing data collection(s) and iclentify
areas of weakness




AOQUISITIONS

Selecton (cont'qG)

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

39, Together with information analysis/research staff and reference staff,
compile lists of reference books and standard works that camprise a
hasic collection in each major subject area within the center's scope
gl interest. New editions of these materials are purchased autamati-

ly

Receipt Processing

40, Work with senior staff 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

1. Work with senior staff and quality and production control staff of the
indexing/abstracting section and with data processing staff to develop
plans and procedures for using the acquisitions files for tracking
materials fram the time of receipt thrcugh campletion of the processing
workflow

Qther

42, Fuiction as a technical expert in all matters related to selection and
acquisition of materials for processing

43, Interview dealers' representatives to leam abot the particular ser-
vices they offer

44, Identify dealers who have a good performance record in supplying ir-
reqular serisls, congress/conference proceedings, and other materials
which are difficult to acguire

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

46, Bvaluate dealers' performance and report to section manager

47. Draft documentation to support cooperative agreaments with organiza-
tions/institutions which produce information in the subject field(s) of
interest to the omnter; request deposit of copyrighted and uncopy-
righted materials, particularly fugitive documents (e.g., unpublished
docunents, pioject reports, preprints, texts of speeches, onference
papers, curriculur guides, instructional materials)

6
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ACTIVITIES

AOQUISITIONS SENIOR LEVEL

Other (cont'd)

48. Evaluate the participation of these primary information producers in
depositing unpublished and non-trade materials with the center; suggest
methods to effect increased cooperation fram them




AOQUISITIONS ENTRY LEVEL
Basic knowledge

knowledge related .0 1iteracy, numeracy, conmmications, etc.
subiect knovled

knowledge of the primary subject fields of interest to the organization
(e.g., econamics, history, area studies, education, medicine,
Chﬂllistty, m, m.

knowledge in greater depth in specific subjects (e.g., public affairs,
international affairs, military affairs, education of specific
groups, etc.)

knowledge of foreign languages

Library & Information Science Enowledge (Gemeric)

knowladge of definition, structure, and formats of information
, knowledge of altermative approaches to the organization of information
knowledge of alternative 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 learn on an ongoing basis

knowledge of the expanding information commmity, its participants and
their interrelationshi-.z (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 products offered
knowledge of the users of the services and products, their characteris-
tics and infommation habits




MQUISITIONS

Knowledge of what work is done

knowledge of the aoguisitions function, 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

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

knowledge of acgquisitions tools and sources of bibliographic
information

knowledge of acquisitions methodes and techniques for published and
unpublished materials

knowledge of job responsibilities

knowledge of performance expected and how it can be measured

Enowledge of how to do work

I
|
|
|
|
|
knowledge of how to perform the various activities
knowledge of how to use the acquisitions tools and sources of
biblicgraphic information
knowledge of how to apply the acquisitions methods and techniques

knowledge of the mission, goals and objectives of the orcanization

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

knowledge of the various projects and key personnel within the
organization

knowledge of the policies and procedures relevant to section operations

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

knowledge of the information needs and requirements to support the
mission, goals and objectives of the organization

knowledge of the organization's information collection



AOQUISITIONS MID LEVEL l

greater depths of knowledge specified above

knowledge of the operations of other sections in the organization and
how they relate to acquisitions

knowledge of available vendor-supplied systems, services and products
to support aocquisitions

knowledge of the contiacting process, both in general and within the
organization

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

AQQUISITIONS SENIOR LEVEL

greater depths of knowledge specified abrwe

knowledge of producers of published, unpublished information and
non-trade materials in specific subject areas

knowledge of public relations tachniques

knowledge of statistical description, analysis, interpretation and
presentation

knowledge of the costs asscciated with resources (materials, personnel,
space, etc.)

knowledge of cost analysis and interpretation methods

knowledge of methods of resource allocation

state-of-the-art knowledge of research and practice as it relates to
the aocquisition of print and non-print materials and the support
of data collection in specific subjects

10
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AOQUISITIONS ENTRY LEVEL
Basic Skills

literacy, numeracy, cognitive, analytical, communications, etc.
Skills Pelated to Specific Activities

Ability to:

perform each activity

use computer and teleconmunications equipment/systems with ease

perceive the information needs of in-house staff

properly interpret collecting guidelines

establish rapport with colleagues and with staff/representatives of
dealers, jobbers, etc.

communicate well by written, verbal and non-verbal means

listen carefully

obtain/elicit required information from informal sources

coilect, analyze and iu.erpret data

make decisions and recommendations + sed on available information

work independently and in groups

develop criteria for evaluation

make effective, timely, and well-informed decisions

isclate and define problems and develop the necessary criteria and
action for their solution

manage time effectively

conduct meetings with individuals and groups

supervise staff

Skills Related to Fach Specific Activity

Skills listed above are developed to a greater extent

perceive new information needs where none have been required previously

develop procedures to maintain control of fiscal affairs

communicate with data processing staff and other support/contract staff
on a technical level

arbitrate and negotiate with contractors‘/3dealers' representatives




AQQUISITIONS

Skills listed above are develcped to a greater extent

develop collecting policy guidelines

estimate the cost of obtaining materials to support the information
reeds of the organization

effect support from Information producers (trade and non-trade)

anticipate long-range needs of the section and of the organization

identify and define gaps in information coverage

design systems and procedures to improve operations of the section and
of the organization

apply methods of measurement and evaluation

budget and make projections

optimize the use of organizational and section resources




ATTTTUDES
AOQUISITIONS
Dispositional Attitudes
Attitudes Toward Institutions

Respect for profession
Respect f~r the section

Respect i.. the parent organization
Attitudes Toward Othet People

Toward Users
Respect 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 ir the Workplace

co-workers

Respect
Like to work with sthers/as a team

Like to work on ow:

Willingness to draw upon and share knowledge and experience with

others

Supportive of co-workers
Enjoy managing/supervising others

Personal Oualities

Alertness
Assertiveness
Campassion/Kindness
Oonf idence
Cheerfulness
Dependability
Detemmination/Tenacity
Diplamacy

Bnotional stability
Fairmess
Flexability/Versatility
Imagination
Inquisitiveness
Leadership <bility
Neatness

Need for achievement

13
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AMQUISITIONS

Personal Qualities (cont'd)

Objectivity
Open-mir Jedness
Optimian/Positive attitude
Organization
Patience

Physical endurance
Resourceful
Sengitive/Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attitudes Related to Joh/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 aclieve the goals of
the section/organization

Desire to learn/try

Willingness to fail

Willingness to ask questions

Desire to work to best of ability

Respongiveness to time constraints

Accuracy

Willingness to get hands dirty

Attention to detail

Willingness to do clerical tasks

Desire 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 ¢“ins for long-term goals

Political sense

Curiosity

Variety of interests

Desire to grow personally

Desire to grow professionally

Desire to remain current in specific and general subject field

Positive attitude towrrd job

14
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INFORMATION ANALYSIS CENTER PROFESSIONAL COMPETENCIFS
INDEXTNG/ABCTRACTTNG

26




TNDEXING/ABSTRACTING ENTRY LEVEL

1.

Receive materiai to be indexed, as assigned by senior staff

2. Log in each item as indexing beginsg
3. Review preliminary data (standard journal title abbreviation or other
title inf~pmation, wvolume, issue, pagination, article/chapter title,
author (8), ar*hor affiliation, abstract, and other information) entered
on the indexing form/record for accuracy
4. Make correctins to preliminary data, if required
5. Translate fcreign lanquage titles, if required, and enter on the index-
ing fom/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/reccrd, if applicable
8. Select the appropriate headings/heading-subheading cambinations fram
the approved thesaurus, if a controlled vocabulary is used by the
organization
9. Enter the headings/heading-subheading combinations on the indexing
forn/record, if applicable
10. Translate foreign language abstracts, if reguired
11. Prepare abstracts or annotations, as required
i 12. Add caments/questions for the reviser on the indexing form/record, if
| necessary
| QOther
13. Complete necessary forms to suggest changes/additions to the approved
thesaurus, if applicable; forward forms to the revisor
14. Keep abreast of develcpments ir the information field that affect

indexing and abstracting

15
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Qther (cont'd)

1>,

16.

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

Index and abstract materials/information which may be particularly
sensitive in nature

Quality and Production Cantrol

1.
8.

21.

22,

28.

Recuive materials to be indexed fram the acguisitions section

Receive information fram the information analysis/research section for
indexing and inclusion in the master _.formation file

Review materials for presence of proper locator labels; may be bar
code/OCR labels to allow for tracking of materials in process

Review indexing forms/records for accuracy of bibliographic/identifier
data input by acquisitions staff

Create indexing forms/records for information not processed by the
acquisitions section

Forward materials for descriptive indexing to in-house/contract staff:

editorial staff mark article/chapter title, author(s), author
affilitation, abstract, and other pertinent information

keyboarding staff input data
Keep a record (manual/autamated) of the location of materials in pro-
cess
Review/spot check accuracy of editorial and keyboarding staff/contrac-
tor

Forward materials to be distributed for indexing to the appropriate
senior indexer

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

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

16
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INDEXING/ABSTRACTING MID LEVEL

Qther
29, work with mid-level staff of the information analysis/research and

30.

31.

32,

33.

34.

reference gections to develop and modify, as required, the Aetailed
bﬁig\ and planned operating procedures for the master intormation
file.

Supervise all activities (in-house and contract) relating to creation
and maintenance of records in the master information file :

Receive listings from the information analysis/research section of
records which are to be deleted fran the master information file and
tems which are to be deleted fram the file's online dictionary (if
applicable)

Prepare/update manuals of procedures for in-house technicians and for
data entry contractors

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

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

INDEXING/ABSTRACIING SENIOR LEVEL

35.
36.

37.
38.
39.

40.
41.

Function as a technical expert/reviser in the section

Distribute work to indexers accordirg to priority and language and/or
subject expertise

Revise/review the work of all in-house/contract indexers
Respond to questions posed by revisees

Supervise the forwarding of all processed materials to the proper
orqanizational unit for storage or disposal

Document performance of revisees

Prepare and conduct formal training/update classes for all in-house/
oontract indexers

17




Qther

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

43. Work with the section manager to determine/revise the processing pri-
ority guidelines for all titles/single items indexed

44. Work with data processing staff and appropriate advisors to develop
measures to ensure the security of the data contained in the master
information file

45. Resolve problems related to the operation and maintenance of the master
information file

46. If applicable, work with senior staff of the thesaurus development and
oontrol section and data processing staff to develop procedures for
regular maintenance of subject headings in the master information file
which have been changed in or deleted fran the thesaurus database

47. Develop and maintain apprcoriate search profiles to retrieve subeets of
the master information file for processing for distribution as separate
publications/databeses

48. R:camﬁ)d new products which may be generated fram the master informa-
tion file

49. Work with senior staff of the acquisitions section to establish pro-
cedures and resolve problems related to the timely receipt of materials
for indexing and input of bibliographic data on the indexing
form/record by acquisitions staff

50. Work with senior level staff from the acquisitions, reference, and
information analysis/research sections to formulate draft selection
policies for all types of materials to be acquired and processed (fully
or selectively) by the ocenter; recamend revisions as required

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

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




INDEXING/ABSTRACTING SENIOR LEVEL

Other

53. Prepare/update manuals of indexing and abstracting policies and pro-
cedures for in-house/ocontract indexers

54, Maintain an up-to-date collection of reference works to support the
respective subject reference needs of the indexers
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Baaic knowledge

knowledge related to literacy, numeracy, camumications, etc.

Subject knowledge
knowledge of the primary subject fields of interest to the organization

(e.g;, econanics, history, area studies, edumtion, medicine, law,

etc,

knowledge in greater depth in specific subjects, (e.g., public affairs,
international affairs, military affairs, education of specific

groups, etc.)
knowledge of foreign languages

Information Science Enowledges (Generic)

knowledge of definition, structure, and formats of information

knowledge of alternative approaches to the organization of information

knowledge or alternative approaches to retrieval of information

knowledge of alternative 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
app).icability to practice

knowledge of career opportunities

knowledge of how to learn on an ongoing basis

Enowledge about infcrmation work environments

knowledge of the expanding information commmnity, its participants and
their interrel2iionships (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 products offered
| knowledge of the users of the services and products, their characteris-
| tics and information habits

Enowledge of what work is done

knowledge of the indexing and abstracting 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

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

knowledge of indexing tools
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INDEXING/ABSTRACTING ENTRY LEVEL

Eovledge of what work iz done (cont‘d)

knowledge of indexing and abstracting methods and techniques
knowledge of job responsibilities
knowledge of performance expected and how it can be measured

Enowledge of how to do work

to perform the various activities
knowledge of how to use the indexing tools
knowledge of how to apply the indexing and abstracting methods and

knowledge of the mission, goals and objectives of the orcanization

knowlexje of the structure of the organization and the role of the
section within the or

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, equipment, etc.)

knowledge of the information needs and requirements to support the
mission, goals and objectives of the organization

knowledge of the organization's information collection

INDEXING/ABSTRACT ING MID LEVEL

greater depths of knowledge specified above

knowledge of the operations of other sections in the organization and
how they relate to indexing/abstracting

knowledge of available vendor-supplied systems, services and products
to support indexing/abstracting

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 the quality and production control techniques and
procedures

knowledge of general methods for maintaining security of datsbases
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INDEXING/ABSTRACTING SENIOR LEVFL

greater depths of knowlrdge specified above
knowledge of the relative value/importance of information from various

sources
knowledge of statistical description, analysis, interpretation and
presentation
knowledge of the costs associated with resources (materials, personnel,
etc.)

space, .

knowledge of cost analysis and interpretation methods

knowledge of methods of resource allocation

state-of-the-art knowledge of research and practice in indexing and
abstracting techniques
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INDEXING/ABSTRACTING ENTRY LEVEL
Basic Skillg

literacy, numeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

perform each activity

use computer and telecommunications equipment/systems with ease

apply indexing and abstracting rules consistently

perceive the information needs of inhouse staff

establish rapport with colleagues

camunicate well by written, verbal and non-verbal means

quickly extract the main points of documents/information and present
them concisely

make decisions and recamnendations based on available information

work independently

develop criteria for evaluation

make effective, timely, and well-informed decisions

isolate and define problems and develop the necessary criteria and
action for their solution

manage time effectively

work under pressure of strict deadlines and/or processing quotas

INDEXTNG/ABSTRACTING MID LEVEL

Skills Related to Each Specific Activity

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

perceive new information needs where none have been required previously

develop operating procedures for manual and/or autamated systems

cammnicate with data processing staff and other support/contract staff
on a technical level

arbitrate and negotiate with contractors

work in groups

conduct meetings with individuals and groups

supervise staff
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INDEXING/ABSTRACTING SENIOR LEVEL

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

identify the information required to support the orgaznization

estimate the cost of processing the necessary information to support
the organization

anticipate long-range needs of the section and of the organization

design systems and procedures to improve operations of the section and
of the organization

identify potential weaknesses in system security

apply methods of measurement and evaluation

budget and make projections

optimize the use of organizational and section resources
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INDEXING/ABSTRACTING

Dispositional Attitudes
A..itudes Toward Institutions

Respect for profession
Respect for the section
Respect for the parent organization

Attitudes Toward Other Pecple
Toward Users

Respect 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/as a team

Like to work on own

Willingness to draw upon and share knowledge and experience with
others

Supportive of co-workers

Enjoy managing/supervising others
Personal Qualities

Alertness
Assertiveness
Campassion/Kindness
Confidence
Cheerfulness

Dependability
Determination/Tenacity
Diplamacy

Bmotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability
Neatness

Need for achievement




INDEXING/ABSTRACTING

Peracnal Oualities (cont'd)

Objectivity
Open-mindedness
Optimism/Positive attitude
Orcanization
Patience

Physical endurance
Resourceful
Sensitive/Thoughtful
Sense of humor
Sense of ethics
Tolerance

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

Willingness to take/accept responsibility

willingness to take initiative

Willingness to reepond to authority, apply and follow policy

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

Desire to learn/try

Willingness to fail

Willingness to ask questions

Desire to work to best of ability

Responsiveness to time constraints

Accuracy

Willingnens to get hands dirty

Attention to detail

Willingness to d clerical tasks

Desire 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-temm goa.ls

Political sense

CQuriosity

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
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INFORMATION ANMLYSIS CENTER PROFESSIONAL (DMPETENCIES
RFFERENCE
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REFERENCE ENTRY LEVEL

1.
2.

3.

4.

5.

7.

8.

9.
10.

11.
12,

13.
14.

Qustan Searches

Log in and review search request forms submitted by in-house staff

Omtuic:d requesters if clarification of information requirements is
requir

Develop the strateqy for obtaining, evaluating, and packaging the
information and data to meet requesters' needs

Perform online searches of the master information file and/or of
camercial database services, using proper thesaurus terms (if appli-
cable) and advanced search techniques to retrieve the requested infor-
mation

Review retrieval output for relevancy

If additional searching is required, detemine appropriate source(s)
(printed publications, consultation with rubject experts, collections
of other organizations, etc.)

Obtain information for requesters from other information
services/sources, as appropriate

Obtain coples (hard or microfiche) of original documents fram the
organization's collection(s) or from the collections of other organi-
zations

Supervise preparation of search results for delivery to requesters

Refer more difficult information requests to higher-level reference
staff, as appropriate

SDI_Searcheg

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

Qther

Answer ready reference questions
Perform bibliographic verification as required
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REFERENCE ENTRY LEVEL
Qther fcont'd)
15. Assist seni-r staff with procedures, doc'mentation and commnication

16.

17.

18.

21.

22,

23.

24,

25.
26.

28.

to support the implementation of special online training classes and
system demonstrations for new staff in the section and in the informa-
tion analysis/research section

Supervise crierly maintenance of the ref'ererice room and v .elving of
materials

Suggest ways in which the online system for the master information
file may be made more user-friendly

Participaie in cross-education of staff by filling out and distribut-
ing staff alert forms describing new information discovered about the
subject fields(s) of interest to the center, the master information

file, specific camrercial databases, specific types of equipment,
telecamunications systeass, etc,

Recarmend materials/data for inclusion in the master information file

Camp 2 necescary forms to suggest changes/additions to the approved
the .urus, if applicable; forward forms to senior level section staff

Recammend new products which could be developed fram the master infor-
mation file

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

Forward to the selection/acquisitions staff recommendations for
materials to be acquired and indexed

Recoomend acquisition of commercial database services to support
reference needs

Recammend acquisition of materials for the reference collecticn
Keep abreast of new and changing reference sources, services and tools

Keep abreast of new and developing technologies appiicable to refer-
ence searching

Keep abreast of developments in the su-iec. field(s) of interest to
the centcr
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REFERENCE

Qustam Searches

29. Perform more camplex searches

30. Assist entry level staff with any questions related to search formula-
tion or strategy, including use of the approved thesaurus tems, if
applicable

31. Provide special reference service for staff of the informmation
analysis/research section: consult reference works, the master infor-

mation file, and other appropriate sources and prepare written sum-
maries of factual information

SDI_Searches

32. Review subject interest forms submitted by information analysis/
research staff and other organizational staff

33. Develop and maintain stored search profiles for SDI searches
34. Obtain feedback fram requesters on the relevancy of retrievals
35. Modify stored search profiles, as required

Qther

36. Prepare information brochures on the search programs and other ser-
vices provided to organizational staff by the reference section

37. Prepare forms to support the custam and SDI search services

38. Develop and supervise operation of a tracking system in order to
maintain knowledge of the status of al” information requests

39. Arrange for contract/in-house translation of selected foreign language
documents, as requested by information analysis/research staff

40. Identify libraries, information centers and other information facili-
ties in the local area which collect/lisseminate information in sub-
ject areas which supplement the organization's information
collections.

41. Oontact these facilities to identify the services they would provide
to ~he orqanization; i.ote any costs associated with services
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REFERENCE MID LEVEL

Qther (cont'd)

42. Work with mid level staff of the information analysis/research and
indexing/abstracting sections to develop and modify, as required, the
det:ﬂeg ﬁ!esig'x and planned operating procedures for the master infor-
mation file

REFERENCE SENIOR LEVEL

Search Service Adninistration

43. BSupervise the overall planning and operation of the custam and SDI
search services

44. MAssign search requests to the appropriate entry and mid level staff
for processing

45. MAssist mid level staff in formulating the search strategies for
particularly difficult topics; seek assistance fram senior level
indexing staff, if required

46. Spot check the search results obtained on custam and SDI searches;
recamend additional search strategies as appropriate

47. Identify experts that junior staff should contact to supply additional
information to support specific information requests

Systen Training and Demonstraticp

48, Plan and coordinate all in-house training activities and demonstra-
tiong related to the center's master information file and other online
databasc(s)

49. Monitor and evaluate all training activities and systen demonstrations
by direct observation and by review of attendees' written evaluations

50. Advise section staff of vays in which they may improve training ses-
sions, training aids, and system demonstrations

Qther

51. Function as a technical expert in all matters relating to reference
search services and to preparation of information summaries to support
the factual information needs of the information analysis/research
section and other organizational staff
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REFERENCE

Other (:ont'd)

52. Work with senior staff of the information analysis/research and index-
ing/abetracting sections to develop the overall design requirements
for the master information file

53. Work with senior staff of the informatiun analysis/research and index-
ing/abstracting sections to review and approve/modify the detailed
design and plamned operating procedures for the master information
file as developed by mid level staff of the three sections

54. OCbtain input from organizatiocnal staff regarding changes that they
would recammend in the search services and in other services provided
by the section

55. Together with senior level staff from the information analysis/
research and selection/acquicitione sections, identify organizations/
inscitutions which produce information in the subject field(s) which
the information center supports

56. Work with senior level staff from the information analysis/research,
selection/acquisitions, and indexing/abstracting sections to formulate
draft selection policies for all types of materials to be acquired and
processed (fully or selectively) by the center; recamend revisions as

required

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

58. If applicable, review suggestions by section staff for changes/addi-
tions to the approved thesaurus; forward recammended changes/additions
to thesaurus development and control staff

59. Review and weed the referenc> collection on a reqular basis

60. Compile lists of :eference books and standa 1 works which comprise a
basic collection in ocach major subject area of interest to the center.
New editions of these materials are to be acguired when published.
Forwar@ the lists to axuisitions for processina

61. Meet with managers of libraries, information centers and other infor-
mation facilities serving the local area in order to make the neces-
sary arzangements c¢o obtain special support, when required, to meet
the organization's information needs

‘ 62. Represent the center at professional meetings and conlerences in the
subject field(s) of interest to the center
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REFERENCE ENTRY LEVEL

Basic knowledge
knowledge related to li:.eracy, nuneracy, comunications, etc.

Subject knowledge

knowledge of the primary subject fields of interest to the organization
(e.g., econanics, history, area studies, education, medicine, law,

etc.)

knowledge in greater depth in specific subjects (e.g., public affairs,
intermational affairs, military affairs, education of specific
groups, etc,)

knowledge of foreign languages

Information Science Knowledge (Generic)

knowledge of definition, structure, and formats of information

knowledge of alternative approaches 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 coampleted and ongoing research in the field and its
applicability to practice

knowledge of career opportunities

knowledge of how to learn on an ongoing basis

knowledge of the expanding information commmnity, 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 products offered

knowledge of the users of the services and products, their
characteristics and information habits

Knowledge of what work is done

knowledge of the reference functions, the range of services and
products offered (both actual and potential)

knowledge of the activities that are required to offer the services énd
produce the products

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

knowledge of reference tools




REFERFNCE ENTRY LEVEL

Enowledge of what work is doi.. (cont'd)
knowledge of reference methods and techniques

knowledge of job responsibilities
knowledge of performance expected and hov it can be measured

of how to perform the various activities
knowledge of hhz to use the reference tools
of

to apply the reference techniques

knowledge of the mission, goals and cbjectives of the organization

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

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, equipment, etc,)

knowledge of the information needs and requirements to support the
mission, goals and objectives of the organization

knowledge Ofi the organization's information collection and of related
collections :

KNOWLEDGE MID LEVEL

greater depths of knowledge specified above

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

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

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

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

greater depths of knowledge specified above

knowledge of statistical description, analysis, interpretation and
presentatica

knowledge of the)costs associated with resources (materials, personnel,
space, etc.

knowledge of cost analysis and interpretation methods

knowledge of methods of resource ailocation

state-of-the-art knowledge of research and practice in reference

techniques




REFERENCE ENTRY LEVEL

Basic Skills
literacy, numeracy, ocognitive, analytical, commmnications, etc.

Skills Related to Specific Activities :
Ability to: ‘

perform gach activity

use camputer and telecammmnications equipment/systems with ease

perceive the information needs of in-house staff

establish rapport with colleagues and experts

camunicate well t.' written, verbal and non-verbal means

conduct an interview

listen carefully

obtain/elicit required information fram informal sources

collect, analyze and interpret data ]

quickly extract the main points of documents/information and present '
them concisely

make decisions and recommendations based on available information

work independently and in groups

develop criteria for evaluation

make effective, timely, and well-informed decisions

isolate and define problems and develop the necessary criteria and
action for their solution

manage time effectively

stay organized while working on several projects at the same time

extract information which is not enviromment-specific to one project
and use the information to support related projects

train in-house staff in use of online systems

supervise staff

.1

REFERENCE MID LEVEL

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

perceive nev information needs where none have been required previously

camunicate with data processing staff and other support/contract staff
on a technical level

arbitrate and negotiate with contractors

conduct meetings with individuals and groups
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REFERENCE SENIOR LEVEL

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

identify the information required to support each special project

estimate the cost of obtaining the necessary information to support
orqanizational needs

effect support from other information services/suppliers

anticipate long-range needs of the section and of the organization

identify and define gaps in ‘nformation coverage

desion systems and procedures to improve operations of the section and
of the organization

apply methods of measurement and evaluation

budget and make projections

optimize the use of organizational and section resources
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Dispositional Attitudeg
Attitudes Toward Institutions

Respect for profession
Respect for the section
Respect for the parent organization

Attitudes Toward Other People
Toward Ugers

Respect 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

co~workers
Like to work with others/as a team
Like to work on own
Willingness to draw upon and share knowledge and experience with
others
Supportive of co-workers
Enjoy managing/supervising others

Personal Qualjties

Alertness
Assertiveness
Compassion/Kindness
Conf idence

Cheerfulness
Dependability
Determination/Tenacity
Diplamacy

Bnotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability




Personal Oualities (cont'd)

Neatness

Need for achievement
Objectivity
Open-mindedness
Optimiam/Positive attitude
Organization
Patience

Physical endurance
Resovrceful
Sensitive/Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attitudes Related to Job/Mork/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

Desire to learn/try

Willingness to fail

Willingness to ask questions

Desire to work to best of ability

Responsiveness to time constraints

Accuracy

Willingness to get hands dirty

Attention to detail

Willingness to d clerical tasks

Desire 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 envirorment

Ability to see broad picture

Ability to sacrifice short-term gains for long-term goals

Political sense

CQuriosity

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
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INFORMMTION ANALYSIS CENTER PROFESSIONAL (OMPETENCIES
INFORMNTTON ANALYSIS/RESEARCH
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ACTIVIT.ES

INFORMATION ANALYSIS/RESEARCH ENTRY LEVEL

1.

2.

3.

4.

5.

6.

7.

8.

9.
10.

11.

Work as part of the appropriate research team to identify the specific
data to be collected and analyzed to support each on-going and special
information analysis project

Prepare search request forms to obtain searches of the master
information file and other reference sources by reference section
staff; suggest appropriate thesaurus temms, if applicable

Request preparation of sumnaries of factual information by reference
section staff

Review data (master information file printouts, factual information
sumaries, bibliographies, documents, etc.) supplied by reference staff
for relevancy and adequacy

Request additional searching and other support from the reference
staff, as required

Review data supplied to the section by other organizational units as
part of their regular activities

Perform searches of secured portions of the master information file to
which reference staff may not have access and/or use special search
strategies and techniques which may be available to analysts/
researchers only

Oontact in-house/contract subject experts in order to obtain additional
data or to discuss questionable data

Analyze, interpret, evaluate and synthesize the data collected

Draft a comprehensive status/state-of-the-art report on the assigned
topic(s) containing facts, thoughts, analyses and recammendations for
action

Prepare a final draft report based on recommendations for
modification/expansion of the report by higher level staff

Other

12.
13.

Recommend materialg/data for inclusion in the master information file

Regularly review SDI data retrieved by reference section staff
according to one's personal subject interest profile; suggest
modifications to the profile as required
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INFORMATION ANALYSIS/RESEARCH ENTRY LEVEL

Qther (cont'd)

14. Participate in cross education of appropriate section staff by filling
out and distributing staff alert forms describing new information
discovered about the subject field(s) of interest to the organization,
the master information file, specific types of equipment/systems used
in the section, etc.

15. Recommend materials/data for inclusion in the master information file

16. Complete necessary forms to suggest changes/additions to the approved
thesaurus, if applicable; forward forms to senior level section staff

17. Recormend new products and special correlations of data which could be
developed fram the master information file

18. Maintain up-to-date knowledge of the capabilities of statistical and
other analytical software packages available in-house

19, Forward to the selection/acquisitions staff recormendations for
acquisition of pertinent materialz not owned by the center and
identified in the course of research

20. Request acquisition of materials to provide an up-to-date desk
collection to support one's area of expertise/investigation

21. Keep abreast of new and changing sources of information in one's area
of expertise/investigation

22. Keep abreast of new and developing technologies applicable to
information analysis and research

23. Reep abreast of developments in subject field(s) orf interest to the
center and particularly in one's area of expertise/investigation

INFORMATION ANALYSIS/RESEARCH MID LEVEL

24. Prepare status/state-of-the-art reports on the more difficult topics,
as assigned by senior staff

25. Edit reports prepared by junior staff and make recommendations for
modifications/additions to the reports

26. Resolve minor problems related to the preparation of reports; refer
major problems to senior staff
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ACTIVITIES

INFORMATION ANALYSIS/RESEARCH MID LEVEL

2]. Develop and supervise operation of a tracking systam in order to
meintain knowledge of the status of all reports in preparation by
pection staff; noti’y senior staff of any problems

Qther

25. VWork with mid level staff of the reference .. 1 indexing/asstraciing
sections to develop and modify, as required, the detailed decign and
rlanned operating procedures for the master information file

29, work with data processing staff to develop specifications for programs
to allow the section to perform searches on restricted data in the
master informuition file and to use unique gearch strategies and
techniques to obtain special correlations of data

30. Identity and acquire access to specific statistical .nd other
anaiytical software packages to support information analysis and
r.search

31. Use and/ur supervise .se of analytical software packages by section
staff; resolve problems, as required

32, Arrange for and supervise contract access to subject experts to suppurt
information analysis and research activities

INFORMATION ANALYSIS/RESEARCH SENIOR LEVFL

33, At meetings of the respective research teams, outline the basic
information analysis and research requirem.nts to support each on-going
and special ‘nformation analysis project

34, Assign specific tasks to sach member of a research team

35. work individually with members of each research team to resolve major
problans related to theii Dortiones of the information analysic/research
projects

36. Select top.cs for analysis and research in anticipation of future
information needs of the u<anization

37. Identify subject expects vho should be solicited as contract support
for on-going and special projects
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INFORMATION ANALYSIS,RESEARCH SENIOR LEVEL

38. Notify appropriate organizational units of data which they may be able
to supply/obtain in order to better support the information analysis
and research activities of the organization

Other

39. Function as a technical expert in all matters relating to methods and
techniques of information analysis and research

40. Work with senior staff of the reference and indexing/abstracting
sections t> develop the overall design requirements for the master
inform.cion file

41. Work with senior staff of the reference and indexing/abstracting
sections to review and approve/modify the detailed design and planned
operating procedures for the master information file as developed by
mid level staff of the three sections

42. Review materials/data rocommended by section staft for inclusion in the
naster information file; forward materials/data approved for input to
appropriate staff in the indexing/abstracting section

43. Obtai. input from section and appropriate organizational staff
reqarding changes that they would recommend in specific information
analysis/research products and/or in information analysis/research
activities

44. Together vith genior level staff fran the reference and indexing/
abstracting sections, identify orgun.zations/institutions which produce
information in the subject field(s) of interest to the organization

45. Work with senior level staff from the reference and selection/
acquisitions sections to formulate draft selection policies for all
types of materials to be acquired and processed (fully or selectively)
by the center; recammend revisions as required

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

47. 1f applicable, review suggestions by section staff for changes/

additions to the approved thesaurus; fcrward reconmended changes/
additions to thesaurus development and control staff
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ACTIVITIES |

INFORMATION ANALYSIS/RESEARCH SENIOR LEVEL

Other (cont'd)

48. Review categories of data contained in the master information file and
identify parameters for retrieval of records which should be reviewed
for possible offline storage/deletion

49. Review records retrieved and identify specific action to be taken for

each record; forward records tc the indexing/abstracting section for
file maintenance
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INFORMATION ANALYSIS/RESEARCH ENTRY LGVEL
Basic kngwledge

knowledge related to literacy, numeracy, commmications, etc.
Shject knowledge

knowledge of the primary subject fields of interest to the organization
(e.g;, econamics, history, area studies, education, medicine, law,
etc,

knowledge in greater depth in specific subjects, (e.g., public affairs,
intermational affairs, military affairs, education of specific

groups, etc.)
knowledge of foreign languages

Information Science Knowledge (Generic)

knowledge of definition, structure, and formats of information

knosledge of alternative approaches to the organization of informatior:

knowledge of alternative approaches to retrieval of information

knowledge of alternmative approaches to informati-n management

knowledge of available and emerging information technologies and their
applications

knowledge of campleted and ongoing reesarch in the field and its
applicability to practice

knowledge of career opportun’ties

knowledge of how to learn on an ongoing basis

Enowledge about information work environments

knowledge of the expanding information community, its participants and
their interrelationshipe (social, econani~, technical, etc.)

knowledge of the variety of work settings and their organizational
st.nctures

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
characteristics and information habits




INFORMATION ANALYSIS/RESEARCH ENTRY LEVEL

Enovledge of what work is done

knowledge of the informatiun analysis and research functions, the range
of services and products offered (both act:wl anA notential)

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

knowledge of the various resources that are necessary to suprort the
activities

knowledge of research tools

kuowledge of information analysis and research methods and techniques

knowledge of job responsibilities

knowledge of performance expect. i apd how it can be measured

perform the various activities
use the research tools
apply the information analysis and research methods

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

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, equipment, etc.) :

knowledge of the information needs und requirements to support the
mission, goals and objectives of the organization

knowledge of the organization's infoimacion collection

INFORMATION ANALYSIS/RESEARCH MID LEVEL

greater Geptlis of knowledge specified above

knowledge of the operations of other gections in tho organization and
how they relate to infcrmation analysis and research

knowledge of available vendor-supplicd systems, services and products
to support information analysis ard research

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

knowledse of evaluation methods and techniques to evaluate systems,
services and products
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INFORMATION ANALYSIS/RESEARCH SENIOR LEVEL I

greater depths of knowledge specified above

knowledge of formal and informal sources of information on specific
topins/areas

knowledge of the relative value/importance of information fram various
sources

knowledge of the costs associated with resources (materials, personnel,
space, etc.)

!mowledge'of cost analysis and interpretation methods

knowledge of methods of resource allocation

state-of-the-art knowledge of research and practice in information
analysis and research techniques




1
INFORMATION ANALYSIS/RESEARCH ENTRY LEVEL |
|

Baaic Skills

literacy, numeracy, cognitive, analytical, commmications, etc.
Skills Related to Specific Activities

Ability to:

perform gach activity

use computer and telecwmmunications equipnent/systems with ease

use a logical approach to problem analysis and problem solving

establish rapport with colleagues and with subject experts

canunicate well by written, verbal and non-verbal means

cunduct an interview in person or by phone

elicit required data

listen carefully

think creatively

collect, analyze, interpret and synthesize data

evaluate importance of data

discern questionable data and verify or reject them

report facts, thoughts and analyses

make decisions and recommendaticns based on available information

work independently and in groups

develop criteria for evaluation

make effective, timely, and well-informed decisions

isolate and define problems and develop the necessary criteria and
action for their solution

manage time effectively

work under pressure of strict deadlines

endure the stress of irregular work hours during rush/crisis periods

stay organized while working on several projects at the same time

extract data and/or techniques which are not enviromment-specific to
one project and use the data and/or techniques to support related
projects

8L, ervise staff

47




INFORMATION ANALYSIS/RESEARCH MID LEVEL

Skills Related to [ach Specific Activity
Skills listed above are developed to a greater extent

Ability to:

edit reports

identify and define gaps in data

develop criteria to evaluate conflicting data

resolve conflicting data

commmicate with data processing staff and other support/contract staff
on a technical level

arbitrate and negotiate with contractors

conduct meetings with individuals and groups

INFORMATTON ANALYSIS/RESEARCH SENIOR LEVEL

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

identify the basic data and analyses required %o properly examine a
given topic

assimilate the data gathered and analyzed in order to further direct
research efforts

estimate the time reguirements and costs of collecting, analyzing,
evalating data and making recammendations

7 nticipate long-range information and other needs of the section and of
the organization

design systems and procedures to improve operations of the section and
of the organization

ap, .y methods of measurement and evaluation

budget and make projections

optimize the use of organizational and section :esources
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INFORMATION ANALYSIS/RESEARCH

{ iticnal Abtitud
Attitudes Toward Institutions

Respect for profession
Respect for the section

Respect for the parent organization
Attitudes Toward Other People
Toward Users

Respect 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

Like to work with others/as a team

Like to work on own

willingness to draw upon and share knowledge and experience with
others

Supportive of co-workers

Enjoy managing/supervising others

Personal Oualities

Alertness
Assertiveness
Compassion/Kindness
Confidence
Cheerfulness

ility
Determination/Tenacity
Diplamacv
Bnotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability
Neatness
Need for achievement
Objectivity

Open-mindedness 49
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INFORMATION ANALYSIS/RESEARCH

Neatness

Need for achievement
Objectivity
Open-mindedness
Optimiam/Positive attitude
Organization
Patience

Physical endurance
Resourceful
Sensitive/Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attitudes Ralated to Job/Mork/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 singlc "right" way to achieve the goals o.
the section/organization

Desire to learn/try

Willingness to fail

Willingness to ask questions

Desire to work to best of ability

Responsiveness to time constraints

Accuracy

Willingness to get hands dirty

Attention to detail

Willingness to do clerical tasks

Desire 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-term 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
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INFORMMTION ANALYSIS CENPER PROFESSIONAL (OMPETENCIES
ORGANIZATION MANAGEMENT SUPPORT




OFGANI ZATTION/MANAGEMENT SUPPORT ENTRY LEVEL

1.

2.

3.
4.
5.
6.

7.
8.

9.
10,

11,
12,
13.

14.

15.

16.
17.

18.

19.

Identify materials to be included in section, master organization and
personal files

Recommend purchase of professional publications/audiovisuvals for
inclusion in the staff library

Perform special studies, as assigned
OConduct business by phone, whenever appropriate
Write memos, letters, reports, etc. as required

Maintain a record of work performed and prepare a monthly 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 section to visitors, as
requested

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

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

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

Aesizt in the selection of new technicians and paraprofessionals

Keep abreast of developments and new and developing technologies in
the information field and in related fields, as required

:t::\d professional meetings and prepare reports for digsemination to
f

Develop profesaional contacts both within and outside the parent
organization
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ORGANI ZATION/MANAGEMENT SUPPORT MID LEVEL

20.

21.
22,

23.

24.

26.

27.
28,

29,
30.
3l.
32,
33.

Make preliminary selection of forms and/or develop draft record
formats for files and operations, as appropriate

Weed section files, as assigned

Identify and evaluate commercially available systems/services to
support section/organization activities

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

Recanmend aocgquisition of new/additional equipment/systems/services

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

Supei:vise in-house operation and maintenance of equipment/systems/
services

Gather information for maintenance contracts on equipment/systems

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

Evaluate cont.actors' proposals

Act as contract monitor/technical representative, as assigned

Train and supervise entry level staff

Assist in the selection of new professional staff

Write articles for professional journals/newsletters when appropriate

ORGANI ZATTON/MANAGEMENT SUPPORT SENIOR LEVEL

34.

35.
36.

Review and dispose of materials/information selected for weading/
deletion fram section files

Draft section procedures and policies; draft revisione as required
Flowchart and docunent section procedures
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ORGANI ZATTON/MANAGEMENT SUPPORT SENIOR LEVEL

37.
38.

39.
40.

41,
42.

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 annual budget for section
operations

Function as section manager in his/her absence
Represent the section/organization at meetings, etc., as assigned
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ORGANI ZATTON/ MANAGEMENT SUPPORT ENTRY LEVEL
Basic knowledge

knowledge related to literacy, numeracy, cammmications, etc.
Subject knowledge

knowledge of the primary subject field of interest to the crganization
(e.g., econanics, history, area studies, education, medicine, law,
etc,)

knowledge of foreign languages

Iafogation Sciepce Enowledge (Generic)

knowledge of def uiition, structure, and formats of information

knowledge of alternative approaches to the organization of information

knowledge of alternative approaches to retrieval of inforuation

knowledge of alternative approaches to information management

knowledge of available and emerging infommation technolrjies and their
applications

knowledge of compieted and onghing research in the field and its
applicability to practice

knowledge of career opportunities

knowledge of how to learn on >r ongoing basis

Enowledge about information work environments

knowledge of thc expanding information commmity, its participants and
their interrelationships (social, ecoaamic, technical, etc.)

knowledse of the variety of work settings and their organizational
structures

knuwledge of the functions performed -ithin the various work settings
and the services and products offered

knowledge of the users of the services and products, their cnaracteris-
tics and information habits

Fnoledge of what vork is done

knowledge of the functions required to support section/organizational
operations and management

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

knowl. of the various resources that are necessary to suwport the
activities

knowledge of tools for training, supervising, and evaluating staff
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ORGANIZATTON/MANAGEMENT SUPPORT ENTRY LEVEL
Enowledge of what work is done (cont'd)
knowledge of tools for supporting section/organizational operations and
management

knowledge of methods and technigues for supporting section/organization
operations and management

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

knowledge of performance expected and how it can be measured

Enowledge of how to do work

knowledge of how to perform cthe various activities

knowledge of how to use the tools for training, supervising, and
evaluating staff

knowledge of how to use the tools for supporting section/organizational
operations and management

knowledge of how to apply the methods and techniques for training,
supervising, and evaluating staff

knowledge of how to apply the rethods and techniques for supporting
section/organizational operationz and management

knowledge of personnel procedures

knowledge of standarcs, measures, and methods for evaluating personnel

knowledge of the mission, goals and objectives of the organization

knowledge of the structure of the organizatin and the role of one's
section within the organization

knwledtiqe of the various proiacts and key personnel within the organi-
zation

knowledge of the policies and procedures relevant to operations of
one's section

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

knowledge of in-house information needs and requirements
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ORGANIZATION/MANAGEMENT SUPPORT MID LEVEL

greater depths of knowledge specified above

knowledge of the operations of other sections in the organization and
how they relate to one's own section

knowledge of available vendor-supplied systems, services and products
to support section/organizational operations and supervision/
managenen. .

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

ORGANI ZATION/MANAGEMENT SUPFORT SENIOR LEVEL

greater depths of knowledge specified above

knowledge of statistical description, analysis, interpretation and
presentation

knowledge of th: costs associated with resources (materials, personnel,
space, etc,

knowledge of cost analysis and interpretation methods

knowledge of methods of resource allocation

knowledge of alternative management structures and their impl.cations
for the operation of the section

state-of-the-art knowladge of research and practice in techniques for
training, superviging, and evaluating staff

state-of-the-art knowledge of research and practice in techniques for
supporting section/organizational operations and management
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ORGANI ZATTON/MANAGEMENT SUPPORT ENTRY LEVEL
Basic gkills

literacy, numeracy, cognitive, analytical, conmmnications, etc.
Skills Related to Specific Activities

Ability tos

perform gach activity

perceive the information needs of section staff and management

canmunicate well by written, verbal and non-verbal means

listen carefully

think and argue logically

think quickly in response to questions

project a positive attitude about the activities of the section/
organization

make decisions and recammendations based on available information

work independently and in groups

develop criteria for evaluation

make effective, timely, and well-informed decisions

isolate and define problems and develcp the necessary criteria and
action for their solution

manage time effectively

conduct an interview

train staff

supervise staff

establish rapport with colleagues and with staff supervised

develop "espirt de corps" among staff supervised

conduct meetings with individuals and with groups

resolve conflicts among staff

ORGANI ZATTON/MANAGEMENT SUPPORT 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 of the section

understand the operation and maintenance requirements of equipment/
systems/services used in the section/organization

write and evaluate oontract-related docunentation

communicate with data processing staff and various contractors on a
technical level

arbitrate and negotiate with contractors
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ORGANI ZATTON/MANAGEMENT SUPPORT SENIOR LEVEL

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

anticipate long-range needs of the section and of the organization

design systems and procedures to improve operations of the section and
of the organization

apply methods of measurement and evaluation

budget and make projections

optimize the use of organizational and section resources
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Respect for profession
Respect for the section
Respect for the parent organization

Attitudes Toward Other People
Ioward Users

Respect 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

Like to work with cthers/as a team

Lik~2 to work on cwn

Willingness to draw upon (.ad share knowledge and experience with
others

Supportive of co-workers

Enjoy managing/supervising others

Persona). Oualjties

Alertness
Assertiveness
Compassion/Kindness
Conf idence
“heerfulness
Dependabil ity
Determination/Tenacity
Diplomacy

Bmotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability




ORGANI2ATION/MANAGEMENT SUPPORT

Personal Qualities (cont'd)

Neatness

Need for achievement
Objectivity
Open-mindedness
Optimiam/Positive attitude
Organization
Patience

Physical endurance
Resourceful
Sensitive/Thoughtful
Sense of humor

Serse of ethics
Tolerance

Att’ *udes Related to Job/ork/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

Desire to learn/try

Wiliingness to fail

Willingness to ask questions

Desire to work to best of ability

Respongiveness to time ~onstraints

Accuracy

Willingness to get hands dirty

Attention to detail

Willingness to do ~lerical tasks

Desire to follow=through

Cervice orientation

Organizational ident.ity

Willingness to promote parent organization and its services

View of parent orgauization as part of a larger information enviromment

Ability to see bruad picture

Ability to sacrifice short-temm gains for long-tenn goals

Political sense

Curiosity

Variety of interests

Desire to grow personally

Desire to grow professionally

Desire to0 ramain current in specifi~ and general subject field

Positive attitude toward job
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