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This document contains validated activities and competencies needed

by information professicnals working in an information service company.

The foliating operational definition of competency was developed:

A ametency is a gcnericlumliktmt, skill or attitude of a person

that is causally related tc effective behavior as demonstrated

through external perfonence criteria, where:

Knowledge is having information about, knowing, understand...Inge
being acquainted with, being are of, having experience of, or
being familiar with something, scosane, or how to do something.

Skill is the ability to use one's knowledge effectively.

Attitude is a mental or emotional approach to something, or
nomeone.

hle have identified several types of knowledge that are necessary to

perform information work satisfactoril4 as follows:

Basic knoldimiga in such areas as language, communication,
arithmetic operations, etc.

Sublectknocledge of primary subject fields of users served
such as medicine, chemistry, law, etc.

- 4 4 , ii . I *111-1 = such as the
information community, its participants and their social,
economic and technical interrelationships, etc.

Efludledge of what work is dam such as the activities required
to provide services and produce products, etc.

1 0. I ". II .0 II 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:

Basic Skills such as cognitive, connunication, analytical, etc.

Skills rekte being performed such
as negotiation of reference questions, evaluation of search
outputs, etc.

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

Attitudes of information professionals are found to be extremely

important to work performance. We have found it useful to subdivide

attitudes into:

DiEpositicoaLattitudes toward one's profession, the organiza-
tion served, one's work organization, and other people such as
users and co-workers.

PersonalitytraitsZczualities such as confidence, irquisitive-
ness, sense of ethics, flexibility, etc.

AttitudesWatedtoltbeogLorganiztion 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 midlevel as well as those at the entry level, etc.

It is important to understand the distinctlen between functions

perfwmed 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 unit, 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

ii
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professionals and the activities being performed to determine which

coapetencies are appropriate. The functions identified for information

professionals working in information service companies are:

project management

reference/analysis of secondary data

research, analysis and design

marketing

organization/nanagement support.

Three professional levels were defined as follows:

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 from one worksetting to

another. The organization, of activities that we developed provided us with

the "best fit" case. Indented and unnumbered activities are essentially

paraprofessional activities which, in small organizations, may be performed

by professionals.
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PECI7Der NANAGENEWr ENI'RY I EVEL

=Mang and Control of Current Projectg

1. Attend and participate in *..oject temp meetings

2. Work as part of the project team to identify the primary and secondary
data to be gathered and analyzed to support a project to plan, design,
develop and/or evaluate systems, services, proets, policies, and/or
facilities

3. Work with mid level staff in preparing detailed project plans for
project support activities; revise plans, as required, following review
by project director

4. Assist/work with project consultants, as assigned

5. Throughout the course of the project, make recommendations to the
project director regarding project plans and activities, as
appropriate; suggest performance of additional activities beyond the
scope of the original contract

6. Notify the project director of any problems encountered in working on a
project

7. Keep a detailed record of all costs incurred for each project; prepare
a monthly report of costs for administrative staff with copies for the
appropriate project director(s)

8. Nmintain a daily time record of project-related activities; analyze
these on a monthly basis and prepare a monthly report for
administrative staff with copies for the appropriate project
director(s)

9. Draft sections of monthly, final and other project reports, as assigned

10. Assist in preparing summaries of data (written and graphic) to support
project meetings with clients, seminars, workshops, etc.

11. Attend and participate in project meetings with clients, seminars,
workshops, etc., as indicated by the project director

12. Supervise mailing/delivery of all project reports, survey forms and
other project-related deliverables within established time schedules

1.



PAITvrins

PRLUECr miupause DIM LEVEL

nIDL110141

13. SUbmit project ideas to senior staff for development as unsolicited
proposals or grant applications

14. Identify potential sources of p!:oject funding; s.:amit information to
senior staff for review, action and/or inclusion in the master
Information file

15. Attend and participate in proposal/grant application planning meetings

16. Draft sections of proposals (solicited and unsolicited) and grant
applications, as assigned

PR GET MANAGEMENI PEED LEVEL

PlaminsLausiLCurnotimalicto
17. Develop a basic outline of project requirements from care 1 review of

the accepted proposal and the respective request for pr ,Josal

18. Conduct meetings of sub-groups of the project tamm

19. Coordinate and participate in the preparation and revision, if
required, of detailed project plans for project support activities

20. Review the project schedule as submitted in the accepted proposal;
include calendar dates for all milestones ana deliverables; establish
projected in-house dates for completion of each project requirement,
subject to approval by the project director

21. Arrange for and coordinate the project-related activities of
sub - contractors and/or other organizational units whict provide support
services (word processing, data processing, graphic design, printing,
temporary staffing, audiovisual services, etc.)

22. Review and verify supplier billing/charging information

23. Work with summary figures supplied by adMinistrstive staff to compile
the monthly costs ( manpower, services, equips*, etc.) incurred for
each xoject and compare with the budgeted costs; prepare draft monthly
reports for the respective project directors

24. Supervise the production of all project reports, savey forms and other
project-related deliverables within established time schedules

2
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ACtIVIT/ES

PRQIECT ?mama MID LEVEL

ilMODIIMIJEWCnntrol of CrliatalalladLimaldl

25. Fu action as assistant to the project director on large - scale, complex
projects; resolve minor problems and respond to client's and project
participants' questions as assigned by the project director

26. Motion as project director for wailer, less complex projects

27. Coordinate all phases of seminar and workshop preparation, including
publicity, applicant selection, site selection and arrangements,
on-site organization and post-workshop activities

21AonialAncLiketzataflcrantiAlindosta

24. Develop detailed outlines for proposals (solicited and unsolicited) and
grant applications based on discussions at planning meetings and
dbcumentatiun (requests for proposals, grant application guidelines,
etc.) issued by the sponsoring and/or funding organizations

29. Revise proposal outlines following review by appropriate senior staff

30. Coordinate and participate in drafting proposals and grant applications
based on approved outlines

31. Revise drafts of proposals/grant applications as recommended by senior
staff

32. Supervise the production and mailing/delivery of all proposals/grant
applications within established time schedules

PRQ7ECT MAC SENIOR LEVEL

=mina and (' latEdSeLCULTAILEraita

33. Function as prod t.t director and principal researcher for large-scale,
complex projects

34. Coordinate and manage both internal and external research projects

35. Set up a kickoff meeting with the appropriate representatives of the
funding and/or sponsoring organization in order to get acquainted and
to resolve any questions which either side may have

36. Retried and modify/approve the basic outline of project requirements
prepared by mid level staff

3
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PROJECT MANAGEMENT SENIOR LEVEL

211=1116111ESUCIOUQLCdQ1ELEDUZLOSILIMO=

37. Review and modify/approve the project calendar prepared by mid level
staff

38. Review and modify /approve detailed project plans for project support
activities prepared by mid level staff

39. Cbnduct project team meetings and maintain effective cannunicaticn with
the team and its individual members

40. Organize the project team by developing lines of authority,
responsibility and accountability

41. Review with the project team the goals, objectives, policies, and
procedures for conducting each project

42. Lead, motivate and supervise the project team

43. Train project team members to perform specific taegs, as required

44. Anticipate, minimize and manage conflicts which may arise among project
team members

45. Act as decision-maker and problem-solver among project team members, as
required

46. Assign tasks to project consultants

47. Work with, or designate specific project team member(s) to work with
the client's representatives throughout the course of a project, as
required

48. Plan and conduct meetings of project advisory groups

49. Assimilate information obtained from advisors and from the project team
in order to further direct in-depth research efforts

50. Monitor and measure the progress of the project by tracking and
controlling thb schedule, costs and resources; formally request
additional time and/or money to complete the project, if required

51. Evaluate the performance of team members in completing the various
tasks in a project

52. Identify problems/discrepancies in conducting a project and take
corrective action

4
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Wan= MAMA GEMENr SENIOR LEVEL

and Control of Current

53. Review and approve/modify all portions of project deliverables and
other materials prepared by the project team

54. Prepare the final report for each project with assistance from the
project team

55. Coordinate the revision of the final report, if required

56. Monitor the production and mailing/delivery of all project deliverables
and other materials to support project meetings, workshops and seminars

57. Plan and conduct meetings with client's representatives, as required

38. Plan and conduct seminars and workshops

59. Encourage brainstorming ty the project team and others to identify
additional products which may be generated from project-related
activities

60. Recommend add-ons to current projects; supervise all activities
required to formally effect and support changes in the scope of
existing contracts or grants

and Control of Potential

61. Establish and maintain/cult-act with organizations which regularly fund
projects and/or grants in subject areas in which the organization has
expertise

62. Monitor current information-related research; reoammeydweys to develop
future business activities and services for the information calamity
as unsolicited proposals

63. Work with prospective clients toward development of operational
projects /services to be funded as unsolicited proposals

64. Identify titles/items for acquisitiion whidh advertise available
projects and grants

65. Review documentation/verbal reports on requests for proposals,
available grants and other ideas which could be developed as
unsolicited proposals

66. Select which potential projects deserve mote in-depth review

67. Request/supervise the request for official documentation on spedfic
requests for proposals and grant awlioations

5



ACTIVITIES

PR37ECT PtINAGENEW SENIOR LEVEL

Plsnnina and Control of Potential Projects taont'd1

68. Review official documentation; recommend specific action based on
likelihood of award and current obligations of staff

69. Meet with other senior staff and management to determine which
potential projects to pursue, who will coordinate the proposal writing,
who will serve as project director, and what the basic conceptual
approach and project staffing will be

70. Contact the appropriate staff person at the sponsoring and/or funding
organization for clarification of requirements, if necessary; attend
pre -bid conferences when notified

71. Develop the basic project plan and specific staffing requirements

72. Develop the project schedule and the in-house schedule for submitting
the pc grant application

73. Cbntact potential sub-contractors, project consultants and advisory
group members; obtain necessary formal commitments of support if
project/grant is awarded

74. Develop the project budget

75. conduct a project planning meeting with designated members of the
project team

76. Assign appropriate mid level staff to develop detailed outlines for
proposals and grant applications

77. Bevies, detailed outlines and recommend appropriate revisions

78. Review drafts of proposals /grant applications prepared by junior staff

79. Prepare the final version of proposals/grant applications

80. Monitor the production and mailing delivery of all proposals/grant
applications

81. If project/grant award is received, sign all official documents as
project director

82. When appropriate, assist management in taking the necessary action to
contest contract/grant award to another organization

6
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PROM= mANAGEmarr ENTRY LEVEL

208ic km:riled=

knowledge related to literacy, numeracy, cannunicatictu3, etc.

Subject knawledae

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

knowledge of foreign languages

InfsamatigalcifincLiagidedge (Generic)

knowledge of definition, structure, and formats of information
knowledge of alternative approaches to the organization of information
knowledc- 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

Enotaecbraibodjagia tioallsommitg_work

knowledge of the expanding information community, its participants 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

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

ItacadildgLstatitaagUsdong

knowledge of the functions related to research analysis and design of
information and information systems

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

knowledge of the goals and objectives of each project
knowledge of the activities that are required to support research, to

offer the services and prodboe the products
knowledge of the various resources that are necessary to support the

activities
knowledge of research, analysis and design tools

'7



lactilisbLaLutaLtaklaskineLeat'sli
knowledge of research, analysis and design methods and techniques
knowledge of project management tools
knowledge of project management methods and techniques
knowledge of job responsibilities
knowledge of performance expected and how it can be measured

spot/ledge cf how to do work

knowledge of how
knowledge of hoe
knowledge of how

techniques
knowledge of how
knowledge of now

to perform the various activities
to use the research, analysis and design tools
to apply the research, analysis and design methods and

to use the project management tools
to apply the project management methods and techniques

!.. 00 -11.9

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 project management

operations
knowledge of the various resources available within the organization

(e.g., personnel, equip:Rent, etc.)

PRCOECT MANAGEMT MID LEVEL

greater depths of knowledge specified above
knowledge of the operations of other sections in the organization and

how they relate to project management
knowledge of available vendor-supplied systems, services and products

to support project management and to support specific projects
knowledge of the contracting process, both in general and within the

organization
knowledge of evaluation methods and techniques to evaluate systems,

services and products

8



FICOECT azdaGENENI SENIOR LEV1L

greater depths of knowledge specified above
knoiledge of public relations tedmiques
knowledge of techniques for teaching/training members of the project

tow to perform specific tasks
knowledge of otatistical description, analysis, interpretation and

presentation
knowledge of the costs associated with resources (materials, personnel,

space, etc.)
knowledge of cost analysis and interpretation methods
knowledge of pricing methods
knowledge of value assessment methods
knowledge of methods of resource allocation
thorough knowledge of various corputer-related technologies, database

and retrieval system structures, and basic programming vocabularies
state-of-the-art knowledge of research and practice in techniques for

research, analysis and design of information and information
systems

state-of-the-art knowledge of research and practice in project
management techniques

9



PROJECT NANAGSMEUT ENTRY LEVEL

ZasicAkillu

literacy, numeracy, cognitive, analytical, communicaticas, etc.

fikillsikkraLtaliociticBctimititts

Ability to:

perform activity
use and interface with users r' ccoputer/micrtAxxnputer, telecarouni-

cations and other new equi mt/tectslologies
perceive the needs of the Clio
establish rapport with colleagues and clients
communicate well hv written, verbal and no - verbal means
listen carefully
think and argue logically
collect, analyze and interpret data
make decisions end recommendaticos 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 traveling and irregular work hours
stay organized while working on several projects at the same time
extract those aspects of a project which are not environment-specific

and transfer then to related projects
supervise staff

PROJECT MN MID LEVEL

fikilisasktediaaugamcifici

Skills listed above are developed to a greater extent

Ability to:

cc mmunicat* with data processing staff and other support/Contract staff
on a technical level

arbitrate and negotiate with contractors
conduct meetings with individuals and groups

10
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EMU= teklAGEMENT SENIOR LEVEL

Skills listed above are developed to a greater extent

Ability to:

develop realistic project plans and cost estimates
assemble appropriate staff and ormsultmnto for sad: project team
anticipate long-range needs of the organization and the effect of these

needs on the project teem and other organizational resources
plan and schedule activities effectively
lead and motivate the individual members of the project team
train members of the project team
design systems and procedures to improve operations of the project

teem, of the organisation, and for clients
apply methods of measurement and evaluation
budget and make projections
optimize the use of organisational and project team resources
anticipate long-range needs of the client
make recommendations to clients with confidence
present salient features of project reports to clients' representatives

who may or may not technically knowledgeable
discern the real situation facing clJnmts
remain calm when recommendations, findings, etc. are questioned
justify recommendation°, methodologies, etc.

11
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PROJECT mAmairiErn

Digpositional Attitudes

Attitudes Toward Institutions

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

LittitudraMtusLatheragag
Toward Caere

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

Alertness
Assertiveness
Carpassicn/Kindness
Confidence
Cheerfulness
Dependability
Determination/Tenacity
Diplomacy
Etnoticnal stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability

12
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PROJECT MANAGEMENT

Personal Qualities (Dont'd)

Neatness
Need for achieveme,6
Objectivity
Open-mindedness
Cptimism/Positive attitude
Organization
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 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 do clerical tasks
Desire to follow- through
Service orientation
Organizational identity
Willingness to promote parent organization and its et rvices
View of parent organization as part of a larger information environment
Ability to see broad picture
Ability to sacrifice short -term gains 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 toward job

13
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INFORNITION SERVICE CD/PAW psonsworm CBS

REFERENCEANILESIS CF SECCIEVECt DATA
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REFERENCE/ANALYSIS OF SECONDARY DATA BMW LEVEL

1. hbrk with the project team to identify the specific requirements for
obtaining literature (published and unpublished) and other information
to support a particular project

2. Recommend obtaining data from appropriate online database services
which currently are not available in-house, but which could be acquired
for in-house use or could be searched by a contract service

3. Develop the strategy for obtaining, evaluating and packaging the
information and data to best support pcoject. needs

4. Perform online searches using proper thesaurus terms and search
techniques to retrieve the required information

5. Review retrieval output for relevancy; perform additional online
searching, as required

6. Obtain additional information to support a project, as required, by
performing manual literature searches, searching the in-house master
information files, and by contacting professional associations,
research centers and experts in the field

7. Obtain copies of documents relevant to a project by purchase, gift and/
or loan

8. Review the documents and highlight/extract material of special interest
to a project; write brief evaluative comets on the information
contained in each document

9. Keep abreast of current developments in the field related to the
various projects

10. Highlight or write short synopses of recently gathered information from
formal and informal sources to support current projects and to update
the in-house master information files

11. Prepare a state-of-the-art bibliography (with annotations) on project
topics for inclusion in the project final report

12. Assist mid level staff in developing special information tools/packages
for clients to provide access to information not readily available
elsewhere

13. Document the methodology of project-related reference activities for
inclusion in the project final report

14
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REPERENM/ANALYSIS OF SECONCARY TWA ENTRY LEVEL

al=
14. Assist with the identificeion, procurement, compilation and

documentation of information to support marketing, internal research
activities and preparation of proposals and grant applications

15. Answer ready . Terence questions from in-house staff

16. Perform bibliographic verification as required

17. Translate/Obtain in-house translations of titles and abstracts, as
required

18. Supervise daily maintenance of the in-house master information files of
systems, services, experts, organizations, equipment, events, etc. of
interest to the organization

19. Maintain a file of staff subject interest profiles to support S1
service

20. Run stored search profiles/programs at vecified intervals

21. Notify staff of information added to the master information files in
their particular areas of interest

22. Supervise input to the master information file of (references to)
valuable data (written and graphic) generated in-house for project
reports and presentations, proposals and grant applications, seninars
and workshops, etc.

23. Provide assistance with the design, development and management of the
in-house, master information files

24. Make recommendations for more effet-tive information development and
processing in-house

25. Recommend publications/products which could be developed from
information contained in the master information files

26. Recommend acquisition of reference books and standard works in subject
areas of interest to the organization

27. Respond to queries about the organization's activities, projects, etc.
as assigned by senior staff

15
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REFERENCE/ANALYSIS OF SECONDARY DATA ENINY LEV&

atia. jcont' d)

2a. Keep abreast of nee and changing reference sources, services and tools
and of new and developing technologies applicable to reference
searching

29. Keep current on topics of interest to the organization and/or develop-
gents in the information field in general

.01111

REFERENCE/ANALYSIS OF SECONDARY DATA MID LEVEL

30. Assist entry level staff with any questions related to search
formulation or strategy, including use of approved thesaurus terms for
specific indexes and/or databames

31. Review she strategy developed by entry level staff for obtaining,
evaluating and packaging the information and data to support a
particular project; recommend additional strategies, sources of
information and processing/packaging techniques

32. Refer major questions related to search strategy and techniques,
packaging of search results and obtaining literature and other
unpublished information to the project director

33. Obtain approval for and supervise acquisition of in-house or contract
access to additional online database services

34. Reviee written evaluations of project-related literature as prepared by
entry level staff; select important documents for the project
director's personal review

35. Draft sections of project reports whica provide state-of-the-art
background information on the topic (s) under study

36. Coordinate and participate in the development of special information
tools/packages for clients; revise product plans/contents as
reoonmended by the project director

37. Arrange for in-house/contract production of publications/products
developed for clients or from information contained in the master
information files

38. Review/revise documentation on the methodology of project-related
reference activities as prepared by entry level staff
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REFERENCE/ANALYSIS OF SECOMARY DATA MID LEVEL

39. Obtain translations of foreign materials through use of contract
services when in-house language expertise is not available

40. Supervise the overall design, development and management of the
in -house master information files

41. Resolve questions related to inclusion of materials in the master
information files

42. Review information from the master information files selected for
weeding by entry level staff; refer questions to senior staff

43. Work with senior and other staff to develop/change individual subject
interest profiles

44. Develop and maintain stored search profiles for SOI service for staff

45. Identify libraries, information centers and other information
facilities in the 1=11 area which collect/disseminate information
which supports the organization's subject interests

46. (Intact these facilities to identify the services they would provide to
the rlanization; note any costs associated with services

REFERENCE/ANALYSIS OF SECONDARY DATA SENIOR LEVEL

47. At the initial meeting of the project team, identify the basic
information required to support a particular project

48. Advise junior staff on selecting appropriate search strategies based on
available resources, time constraints, costs, etc.

49. Advise junior staff of sources of unpublished literature on
project-related topics

50. Approve/modify recommendations of mid level staff to acquire in-house
or contract access to online databases to support particular projects

51. Resolve problems related to search strategy, search techniques and
packaging of search results as referred by mid level staff
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REFERENCE/ANALYSIS OP SEODICARY 11*MA SENIOR LEVEL

52. Identify experts that junior staff should contact to supply additional
information to support particular projects

53. Read and evaluate important project-related literature reomnended by
mid level staff

54. Review annotations prepared by junior staff for all other project-
related literature; request copies of selected documents for personal
review, as required

55. Receive and review advance copies of soon-to-be-published works and
unpublished manuscripts/papers which are on topics related to
particular projects

56. Prepare draft written comments on the literature and annotations
reviewed; review and revise the consents for inclusion in project
reports

57. Identify the objectives and general outline of special information
tools/packages to be prepared for clients

58. Review and approve /modify the specific plans for and the draft
revisions of the special information tools/packages

59. Prepare executive analyses to be included in special information tools/
packages prepared for clients and in any other information products
prepared for publication by the organization

Other

60. At planning meetings, identify the basic information requirements
needed to support marketing, internal research activities, and
preparation of proposals and grant Applications

61. Develop the overall design requirements for the master information
files

62. Review and approve/modify detailed designs and operating procedures for
the master information files as prepared by junior staff

63. Resolve problems related to any aspect of the planning, implementation,
operation and maintenance of the master information files as referred
by mid level staff

64. Establish and maintain contact with vendors in order to obtain
up-to-date information on products and services for inclusion in the
master information files
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REFERENCE/ANALYSIS OF SEODNIARY DATA SENIOR LEVEL

Other (cont'd1

65. Review and approve/modify reccernenditiais and plans prepared by junior
staff for publications/products which could be developed from
information contained In the master information files

66. Supervise the overall production of publications/products developed by
staff from information contained in the master information files

67. Assign jindor staff to respond to specific queries about the
organization's activities, projects, etc.

68. Meet with managers of libraries, information centers and other
Information facilities serving the local area in order to make the
necessary arrangenents to obtain special support, when required, for
the organization's information needs
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130ILEDGE

REFERENCE/AN_ MIS OF SEDDNDARY L1ATA ENTRY LEVEL

Buicammladge

knowledge related to literacy, numeracy, communications, etc.

ablictkmdedge

knowledge of the primary subject field of clients served (e.g.,
librarianship, education, medicine, Chemistry, law, etc.)

knowledge of foreign languages

infortratioaradinizaagilfsbe (Generic)

knowledge of definition, structure, and formats of information
Ma/ledge of alterativeapproadhes to the organization of information
knowledge of alternative approaches to retrieval of information
knowledge of alternative ap:roadhes to information management
knailedge of available and merging 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 an an ongoing tasis

1220thledmabodinformaticemodLioyiriainte

knowledge of the expanding information community, its participants 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

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

Epadadaa of what work is tkne

knowledge the general functions related to research, analysis and
design of intonation and information systems

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

knowledge of the goals and objectives of each project
knowledge of the clients' information needs and requirements
knowledge of the activities that are required to support research, to

offer the services and produce the products
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REFBRECE/ANALYSIS OF SBCONEARY DATA EZEN LEVEL

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

knowledge of reference tools
knowledge of reference and information analysis methods and techniques
knowledge of job responsibilities
knowledge of performance expected and how it can be measured

Ennwledged_hga to do work

knowledge of how to perform the various activities
knowledge of how to use the reference tools
knowledge of hoe to apply the reference and information analysis

methods and techniques

.If -11,

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 the section

operations
knowledge of the various resources available within the organization

(e.g. personnel, equipment, etc.)
knowledge of the information needs and requirements of in-house staff
knowledge of the organization's information collection(s) and of

related collections

REFERENZE/ANALISIS OF SKONDRIff Dian ED LEVEL

greater depths of knowledge specified above
knowledge of the operations of other sections in the organization and

hod they relate to reference and information analysis
knowledge of available vendor-supplied systems, services and products

to support 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
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REFERENCE/ANALYSIS OF SDOMEARt DATA SENIOR LEVEL

greater depths of knowledge specified above
knowledge of description, analysis, interpretation and presentation of

information findings
knowledge of the costs associated 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 in reference and

information analysis techniques



REFERENCE/ANALYSIS OF SECONDARY DATA ENTRY LEVEL

Basic Skills

literacy, numeracy, cognitive, analytical, communications, etc.

Skills Related to Specific Activities

Ability to:

perform Jagb activity
use computer and telecommunications equipment/Systems with ease
perceive the information needs of the client and in-house staff
establish rapport with colleagues and experts
comardxstelmell by written, verbal and non-verbal means
conduct an interview
listen carefully
Obtain/elicit required information from 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
work under pressure of strict deadlines
endure the stress of irregular work hours during rush periods
stay organized while working on several projects at the same time
extract information which is not envircoment-specific to one project

and use the information to support related projects
supervise staff

REF /ANALYSIS OF SECCNDARY DIVA MID LEVEL

Skills Related to Each Specific Activity

Skills listed above are developed to a greater extent

perceive new information needs where none have been required previously
communicate 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/ANALYSIS OF SECONDARY DATA SENIOR LEVEL

Skills listed above are developed to a greater extent

identify the information required to support each project
estimate the cost of obtaining the necessary information to support

each project

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 measmement and evaluation
budget and make projections
optimize the use of organizational and section resources
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AITITIES

REFERENCE/ANALYSIS OF SECONDARY DATA

lismitional Attitudes

littiradeuilataralnatitatigna

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

atitiglesikdarilaberiyaas

Tatairlilsers

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

Alertness
Assertiveness
Compassion/Kindness
Confidence
Cheerfulness
Dependability
Metermination//tnacity
Diplomacy
Motional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability
Neatness
Need for achievement
Objectivity
Open-imindedness
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REFERENCE/ANALYSIS OF SECONDARY DATA

Neatness
Need for achievement
Objectivity
Open-mindedness
Optimism/Positive attitude
Organization
Patience
physical endurance
Resourceful
Sensitive/'Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attitudes Related to Jobfitiork/Origulizatial

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 db clerical tasks
Desire to follow-through
Service orientation
Organizational identity
Willingness to promote parent organization and its services
View of parent organization as part of a larger information environment
Ability to see broad picture
Ability to sacrifice short-term gains for long-term goals
Political sense
Curiosity
Variety of interests
Desire to grow personally
Desire to grew professionally
Desire to remain current in specific and general subject field
Positive attitude toward job

26

38



INVORERTION SERVICE campmr PEDEESSIOWL CDMISEIRICIM

RESEARCH, MPLYSIS P2iD term



RESEARCH, ANALYSIS AND DESIGN ENTRY LEVEL

1. Work as part of the project team to identify the sracific primary data
to be collected to support a particular project

2. Review project-related literature identified and annotated by reference
staff in order to gain state-of-the-art knowledge of the issue(s) under
study

3. Work with mid level staff to develop procedures for data collection and
analysis

4. hbrk with mid level staff to develop draft survey forms, question-
naires, interview guides and other data collection tools to support a
particular project

5. Work with mid level staff to identify the sample population, including
persons to be interviewed

6. Perform the data collection operations for a trial sample of the
population to be studied

7. Suggest revisions to the data collection tools, as required, based on
reactions of and to the trial sample

8. Train and supervise support personnel in the use of data collection
tools and techniques

9. Maintain up-to-date knowledge of the capabilities of statistical
software packages available in-house or through a contractor

10. Work with mid level staff to develop coding systems to support
tabulation and analysis of quantitative data

11. Train and supervise support personnel in tabulating deta manually, if
required, and in assisting in preliminary analysis of data tabulated
manually or by computer

12. Make written observations on the validity of the data collected;
include obvious difficulties encountered by respondees in using the
data collection tool(s)

13. Work with mid level staff to perform additional statistical analyses as
detailed by the project director

14. Work with mid level staff to prepare charts/graphs of data findings

15. Arrange for and conduct interviews to collect non-numeric data, as
required
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RESEARCH, ANALYSIS AND DESIGN EMMY LEVEL

16. Bevies; and document (in written and/or graphic form) information
obtained from interviewees; includes preparation of flowcharts of
systems, serv!"es, etc.

17. Assist mid level staff in the prelim4nary analysis and eveluatica of
systems, services, facilities, etc. &s outlined by the prejrld director

18. Work with mid level staff to document the preliminary er /sis and
evaluation

19. Assist mid leval staff in the preliminary development/design of
systems, facilities, etc. as outlined by the project director

20. Assist mid level staff in the preparation of the detailed design of
system, facilities, etc. fatlewing approval/modification of the basic
design by the project director, project consultants and the client's
representatives

21. Work with mid level staff to draft documentation to LJpport the
remoulded systems, services, etc.

Sam
22. Assist mid level staff in performing all primary data collection and

analysis activities required to support marketing, internal research
activities, and preparation of proposals and grant applications

23. Keep abreast of developments in the field of data collection and
analysis and of noo and developing technologies applicable to the field

24. Recommend acquisition of reference works on data collection and
analysis for addition to the organization's library

RESEARCH, ANALYSIS AM DESIGN MI) LEVEL

25. Coordinate and participate in the development of procedures for data
collection and analysis to support a particular project

26. Coordinate and participate in the development of draft survey forms,
crmotionnaires, interview guides and other data collection tools

27. Coordinate and participate in the identification of the sample
population, including persons to be interviewed
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MIMI=

RFSEARCH, ANALYSIS AND DESIGN KM LEVFL

28. Present the proposed data collection procedures and tools to the
project director for review

29. Coordinate and participate if any required revision of data collection
procedures and tools

30. Identify and acquire access to statistical software packages available
in-house or through a contractor, following review of recommended
actions by the project director

31. Coordinate and participate in the development of coding systems to
support tabulation and analysis of quantitative data

32. Use and/or supervise use of statistical software packages for
computerized analysis of quantitative data

33. Perform, supervise and/or contract for computer programming to support
additional processing of data

34. Monitor the training and supervision of data collection and analysis
support personnel by entry level staff

35. Monitor the progress of all data collection and analysis activities

36. Resolve minor problems related to data collection, tabulation and
analysis; refer major problems to the project director with
recommendations for their solution

37. Coordinate and participate An the performance of additional statistical
analyses as detailed by the project director

38. Coordinate and participate in the preparation of Charts and/or graphs
of data findings

39. Review documentation prepared by entry level staff summarizing
information obtained from interviewees; recommend clarification and/Or
revision, as required

40. Coordinate and participate in the preliminary analysis and evaluation
of existing systems, services, facilities, etc. as outlined by the
project director

41. Coordinate and participate in the documentation of the preliminary
ana43is and evaluidkx.

42. Coordinate and participate in the preliminary development/design of
systems, facilities, etc. as outlined by the project director
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RESEARCH, ANALYSIS AND DESI( MD LEVEL

43. Coordinate and participate in the evaluation of the relative merit of
competing plans/designs by performing cost-benefit analyses and other
analyses, as outlined by the project director

44. Coordinate and participate in the preparation of the detailed design of
systems, facilities, etc. following approval/modification of the basic
design by the project director, project consultants and the client's
representatives

45. Coordinate and ,-..ticipate in drafting documentation to support the
recommended systems, services, etc.

Other

46. Coordinate and participate in all primary data collection and analysis
activities required to support marketing, internal research activities,
and preparation of proposals and grant applications

RESEARCH, ANALYSIS AND DESIGN SENIOR LEVEL

47. At the initial meeting of the project team, identify the basic pelmary
data required to support a particular project

48. Identify potential data sources and data collecticn methods

49. Review and approve/modify proposed data collection procedures and tools
developed by junior staff

50. Identify the statistical analyses which should be performed on the
quantitative chta to be collected for a particular project

51. Approve/Modify recommendations of mid level staff to acquire in-house
or contract access to statistical software packages and/or to obtain
computer programming support (in-house or under contract) to support
additional processing of data

52. Resolve major problems related to data collection, tabulation and
analysis as referred by mid level staff

53. Review the results of tabulations and preliminary analyses of
quantitative data

54. Identify additional statistical analyses to be performed by junior
staff
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RESEARCH, ANALYSIS AM DESIGN SENIOR LEVEL

55. Reviuw the results of the completed tabulations and analyses of
quantitative data and assess moments by junior staff on the validity
of the data collected

56. Review charts/graphs of data findings and identify changes and/or
additions to be made to the charts /graphs

57. Outline the basic requirements for preliminary analysis and evaluation
of existing systems, services, facilities, etc. which junior staff
should perform

58. Review documentation on the preliminary analyses and evaluations as
prepared by junior staff and assess their findings

59. Identify the major problems requiring resolution in the existing
system/service, etc. and identify related sub-problem

60. Develop an outline of the basic requirements of the future system,
service, facility, etc. whih junior staff will develop/design

61. Review and approvemodify the various plans/dasigns identified and
developed by junior staff

62. Develop suitable criteria for judging the relative merit of the various
plans/designs, including cost effectiveness of comparable systems

63. Review the evaluations of the various plans/designs prepared by junior
staff

64. Select the plan/design which will meet the client's needs, be most cost
effective, and be suitable for modification/expension/upgradimg in the
future

65. Present the recommended and alternative plans/designs to project
consultants and the client's representatives for their revisal justify
the reocemended plan/design

66. Coordinate any reviaim to the recommended plan/design as suggested by
project consultants and/Cc client's representatives

67. Outline the roquirments for preparation of the detailed plan/design by
junior staff

68. Review and approve/modify the detailed plan/design developed by junor
staff
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RESEARCH, ANALYSIS AND DIEIGN SENIOR IZVEL

69. Belied all documentation prepared by junior staff describing the data
collection procedures and tools, the analyses and evaluations of
findings, and the evaluation of the various plansidesigns developed;
modify and supplant* the documentation, as required, for inclusiat in
project reports

70. Develop mathematical models, if appropriate, for identifying
requirements/bosts when planning similar systems

71. Develop recommended programs of action for inclusion in the final
project report

Sher

72. Identify primary data collection and analysis activities required to
support marketing, internal research activities, and preparation of
proposals and grant applications
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RESLARCE, ANiLYSIS & DESIGN DIM LEVEL

lanic knowledge

knowledge related to literacy, numeracy, ammunicatiais, etc.

=Isla= ledge

knowledge (1 the primary subject field of clients served (e.g.,
librarianship, education, medicine, thenistry, law, etc.)

knowledge of foreign languages

InfsamationAcienszaMmladge (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 alternative approaches to information management
knowledge of available and emerging information tecbnologies and their

applications

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

knowledge of career opportunities
knowledge of how to learn on an ongoing basis

lingdlEdgealmuLinfomiticauzLenviammento

knowledge of the expanding information community, its participants and
their interrelationships (social, eoonanic, 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 infonmation habits

Inowledge of what work is done

knowledge of the functions related to research, analysis and design of
information and information systems, the range of services and
products offered (both actual and potential)

knowledge of the goals and objectives of each project
knowledge of the clients' information needs and requirements
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RESEARCH, ANALYSIS & DESIGN EMY LEVEL

Eagithikasa atausakiajkinguccntau

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

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

knowledge of research, analysis and design tools
knowledge of research, analysis and desigi methods and techniques
knowledge of job responsibilities
knowledge of performance expected and how it can be measured

lcumledgealsaLlasbAsa
knowledge of how to perform the various activities
knowledge of haw to use the research, analysis and desigi tools
km/ledge of hag to apply the research, analysis and design methods and

techniques
knowledge of public relations techniques

I 0.. '. 9 tion 1

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 organi-

zation
knowledge of the policies and procedures relevant to the section

operations
knowledge of the various resources available within the organization

(e.g. personnel, equipment, etc.)

RESEARCH, ANALYSIS & DEIGN MID LEVEL

greater depths of knowledge specified above
knowledge of the operations of other sections in the organization and

how they relate to research, analysis and design
knowledge of available vendor-supplied systems, services and products

to support research, analysis and design
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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RESEARCH, ANALYSIS & DESIGN SENIOR LEVEL

greater depths of km/ledge specified above
knowledge of statistical description, analysis, interpretation and

presentation
km's/ledge of the costs associated with resources (materials, personnel,

ce, etc.)
km/ledge

spa
of cost analysis and interpretation methods

km/ledge of methods of resource allocation
state -of- the -art km's/ledge of research and practice in techniques for

research, analysis and design of information and information
systems
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RESEARCH, ANALYSIS & DESIGN ENTRY LEVEL

Africa Una

literacy, numetacy, cognitive, analytical, oamunications, etc.

sills Related to Specific Activities

Ability to:

perform activity

use computer and telecomuniaations equipment/systems with ease
use a logical approach to problem analysis and problem salving
establish rapport with colleagues, interviewees and clients
communicate well 171 written, verbal and non- verbal means
conduct an interview in person or by phone
elicit required data
listen carefully

use computing, mathematical and statistical, and systems analysis tech-
niques for collecting, analyzing and interpreting data

discern questionable data and verify or reject them
make decisions and reccemendations 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 periods
stay organizedlOhileworking on several projects at the same time
extract data and/or techniques which are not environment-specific to

one project and use the data and/or techniques to support related
projects

supervise staff
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RESEARCH, ANALYSIS & DESIGN MID LEVEL

lisilla2elatisLULEukligrakactiLitzt
Skills listed above are developed to a greater extent

Ability to:

identify and define gaps in data
resolve conflicting data
develop criteria to evaluate competing system
camaunicate with data processing staff and other support/contract staff

on a technical level
arbitrate and negotiate with contractors
conduct meetings with individuals and groups

RESEARCH, ANALYSIS & DESIGN SENIOR LEVEL

Skills listed above are developed to a greater extent

Ability to:

identify the basic data and analysis required to properly examine a
given topic

estimate the costs of collecting, analyzing, evaluating data and
designing/reccamending solutions for clients' needs

anticipate long-range needs of the section and of the organization
design systems and procedures to improve operatic= of the section, of

the organization, and for clients
apply methods of measurement and evaluation
budget and make projections
optimize the use of organizational and section resources

37

50



RESEARCEI, ANALYSIS & DESIGN

DisimaitigoalAttitusta

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

Attitudes Toward Other People

=milk=
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 cm
Willingness to draw upon and share knowledge and experience with

others
Supportive of co-workers
Enjoy managing/supervising others

arrganalAstlities

Alertness
Assertiveness
Compassion/Kindness
aonfidence
Cheerfulness
Dependability
Determination/Tenacity
Diplomacy
anotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability
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RESEARCH, ANALYSIS & DESIGN

Neatness
Need for achievement
Objectivity
Open-mindedness
Optimism/Positive attitude
Organization
Patience
Physical endurance
Resourceful
Sensitive/Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attitudes Related to Job/MorlOrganization

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 do clerical tasks
Desire to follow- through
Service orientation
Organizational identity
Willingness to promote parent organization and its services
Vied cf parent organization as part of a larger information environment
Ability to see broad picture
Ability to sacrifice short-term gains for long-term goals
Political sense
Curiosity
Variety of interests
Desire to grow personally
Desire to grad professionally
Desire to remain current in specific and general subject field
Positive attitude toward job
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IMPORNATICII SgtVICE COWAN' PICFESSIOteL COMPETENCIES

53



1. Attend and participate in brainstorming sessions to identify potential
marketing strategies and ideas

2. Assist mid level staff in preparing draft copy for brochures to
advertise the services, publications and/or products provided/waxed
ty the organization

3. Identify professional organizations whose membership lists should be
obtained for marketing purposes

4. Contact designated sources to obtain information cn the requirements
for acquiring a copy of their mailing lists for marketing purposes

5. Assist mid level staff in preparing draft copy for press releases on
the organization's activities, research findings, personnel and
publications and/or products

6. Coordinate mailing press releases to the new editors of designated
journals, newsletters, etc.

7. Assist mid level staff in developing the standard "boiler plate"
sections of proposals which detail corporate experience, resources,
facilities, etc.

8. Recommend topics for inclusion in the organization's newsletter

9. Prepare preliminary copy for the organization's newsletter as assigned
by mid level staff

10. Coordinate mailing samples of new publications to the editors of
designated journals, reference guides, etc. in the appropriate subject
fields

11. Rea:amend attention-getting thanes for paid advertisements

12. Assist mid level staff in preparing draft copy for paid advertisements

13. Proofread galleys of marketing documents as assigned

14. Prepare a list of publications/products produced by the organization
for inclusion in/with new publications/products and for distribution at
exhibits

15. Assist mid level staff in developing a plan for the organization's
exhibit at professional meetings and conferences

16. Staff the organization's exhibit during assigned time periods
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AcrwrnEs

MARKETING ENTRE- LEVEL

17. Answer exhibit viewers' questions about the organization; refer
appropriate questions to higher level staff for response

18. Atten;1 locsl, national, and international professional 71,eetings and
conferences to maintain the viait-2,:k.ity of the organization, to discover
areas if interest to potential clients, to tntain professional
contacts, and to gain up-to-date informatia on developments,
technologies, systems, services, experts, consultants, coaptitors,
et:. in the information field

19. Participate in committee work for professional organizations in the
information fic34

20. Attend and participate in meetings with potential clients as indicated
by senior staff

21. Attend and participate in seminars, workshops, presentations, etc.
which describe the organization and its services/products

22. Keep abreast of activities of competing companies in the information
field and of the market conditions for information service; prepare
summary reports for in-house distribution

MARKETING MID LEVEL

23. Prepare a detailed outline of information to he presented in paid
advertisements, brochures, exhibits, etc. to advertise the services,
publications and/or products provided/produced by the organization

24 Prepare draft copy for advertisements, brechures, exhibits, etc.;
review and approve/modify any copy prepared by entry level staff

25. Present the draft oopy with preliminary ideas for artwork to senior
staff for review

26. Arrange for and coordinate the support activities of photographers and
graphic desicrere/artists in planning the layout and illustrations fo_
paid advertisements, brochures, exhibits, etc.

27. Arrange for the purchase of advertising space in appropriate journals,
etc.

28. Coordinate and participate in the writing and layout of the organiza-
tion's newsletter at specified interval:
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aatIVITIES

MARKETING MID LEVEL

29. Coordinate the proofreading of the galleys by staff

30. Present the galleys to senior staff for review

31. Arrange for and coordinate the support activities of printers, video
cameramen, etc.

32. Coordinate and participate in drafting press releases on the
organization's activities, research findings, personnel, and
publications and/Or products

33. Prepare a draft listing of news editors who should receive the
organization's press releases

34. Coordinate and participate in the writing of the standard "boiler
plate" sections of proposals which detail corporate experience,
resources, facilities, etc.

35. Prepare a draft listing of editors of journals, reference guides, etc.
who should receive sample copies of new publications produced by the
organization

36. Plan ano make arrangements for display of the organization's exhibit at
appropriate professional meetings and conferences

37. Develop a draft plan for staffing the exhibits

38. Respond to the more difficult questiens posed by exhibit viewers as
referred by entry level staff

39. Prepare detailed plans and coordinate ull arrangements for presentation
of seminars, workshops, lectures, etc. which describe the organization
and its services /products

MARKETING SENIOR LEVEL

40. Work with management of the organization to identify the purpose and
objectives of the organization's marketing program

41. Conduct brainstorming sessions with junior staff to identify potential
marketing strategies and ideas

42. Develop a marketing plan and establish a hAge% for each of the
organization's publications, products, services, etc.
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MARKETING SENIOR LEVEL

43. Prepare a basic outline of information to be presented in each
marketing tool

44. Review and approve/modify all marketing materials before production

45. Review and approve/modify all distribution plans for marketing
materials as developed by junior staff

46. Outline information to be gathered, tabulated, and analyzed by data
collected staff in order to measure the effectiveness of the
organization's varicm marketing strategies and to obtain feedback from
clients and users of services/products on their degree of satisfaction
with the organization's services/products

47. Analyze results of findings of marketing research and reommmend to
management appropriate chang's in marketing strategies and in services/
products to clients/users

48. Review and analyze market conditions and trends in the information
service field and forecast the volume of demand for its services/
products the organization can expect over a definite period in the
future

49. AsomravNad to management areas in which the orgrnization should expand
its expertise, services, products, etc. in order to potentially
generate more business activity

50. Represent the organization at professional meetings, conferences, etc.

51. Maintain close liaison with system vendors, publishers, experts,
consultants, potential clients, etc.

52. Arrange fcz and conduct meetings (formal and informal) with potential
clients in order to explore possibilities fez ZIture service /support

53. Prepare the basic plan for and conduct seminarn, workshops, lectures,
etc. which describe the organization and its servicee/proudets; assign
junior staff to participate as appropriate
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Basic knot/ledge

knowledge related to literacy, numeracy, ccusunications, etc.

fiutilmtimismimdgen

knowledge of the primary subject field of clients served (e.g.,
librarianship, education, medicine, chanistry, law, etc.)

knowledge of foreign languages

InfsaratimWAnsaisnadedge (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 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 an an ongoing basis

ItagedgeAnutinfaxmatiguariLmikaziento

knowledge of the expanding information community, its participants and
their interrelationships (social, economic, technical, etc.)

knowledge of the ve..dety of work settings and their organizational
structures

knowledge of the functices performed ulthin the various work settings
and the 0er/ices and products offered

knowlf-dge of the users of the services and products, their
characteristics and information habits

knowledge of the requirements and demands of the marketplace for the
research, analysis and design services provided by the
organization and similar organizations

knowledge of the benefits experienced by clients who have used the
services/products produced by the organizations

knowledge of the benefits experienced by users of the services /products
of competing organizations

knowledge of the satisfaction levels experienced by users of the
organization's services/products

knowledge of satisfaction levels experienced by users of the services/
products of competing organizations
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MIMING BEVY LEVEL

inodledge of what work is done

knowledge of the general functions related to research, analysis and
design of information and information systems

knowledge of the marketing 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 marketing tools
knowledge of marketing methods and techniques, including selling

methods and techniques
knowledge of public relations methods and techriques
Ma/ledge of business methods and techniques
knowledge of job responsibilities
knowledge of performance expected and how it can be measured

Am/ledge of Ing_to_do work

knowledge of how to perform the various activities
knowledge of how to use the market tocas
Mae/ledge of had to apply the mark g methods and techniques

go- .

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 organi-

zation
knowledge of the policies and procedures relevant to section operations
knowledge of the various resources available within she organization

(e.g. personnel, equipment, etc.)
knowledge of specific and generic services and products produced by the

organization
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greater depths of knowledge specified above
knowledge of the operations of other sections in the organization and

how they relate to marketing
knowledge of available vendor-supplied systems, services and products

to support marketing
knowledge of the appropriate media sources and °rvices to utilize to

support the organization's marketing program
knowledge of the contracting process, both in general and within the

organization
knowledge of evaluation methods and techniques to evaluate systems,

services and products

MARKETING SENIOR LEW%

greater depths of knowledge specified above
knowledge of statistical description, analysis, interpretation and

presentation
knowledge of the costs associated 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 in marketing

techniques
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MEW LEVEL

Basic eking

literacy, nuneracy, cognitive, analy,lcal, ccemunicatials,

fikillaiklAtadASLANGifiractivitiftli

bility to:
perform jab activity
use/interface with users of microcomputer, computer, telecatranications

and other new t technologies
perceive the sere roduct needs of potential clients
establish rapport with colleagues, clients (actual and potential), and

appropriate media personnel
communicate well by written, verbal and non-verbal meant;
sell the organization and its products/ services
den:castrate business sense
listen carefully
think and argue logically
think quickly in response to questions
project a winning attitude
collect, analyze and interpret data
make decisions and recasnendations based on available information
work independently and in groups
develop criteria for evaluation of services/products
make effective, timely, and well-informed decisions
isolate and define problems and develop the necessary criteria and

action for their solution
manage time efectively
work under pressure of strict deadlines
stay organized while working on several projects at the owe time
endure the stress of traveling and irregular work hours, when necessary
supervise staff

MID LEVEL

Mille Related to Bach Specific Activity

Skills listed above are developed to a greater extent

Ability to:

comnunicate with media production staff/contractors on a technical
level

arbitrate and nereNtiate with contractors
conduct meetings with individuals and groups
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SENIOR LEVEL

Skills listed above are developed to a greater extent

Ability to:

develop marketing plans and strategies that produce an increase in
business for the organization

anticipate future needs in the marketplace
elicit creative Mete frail:marketing staff
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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positional Attitudeg

Attitudes Toward Institution.

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

AttitudesTentsLQUIrsboat

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

Worst MbrazinAlicifgrautime

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

Alertness
Assertiveness
Compassion/Kindness
Confidence
Cheerfulness
Dependability
Determination/Tenacity
Diplomacy
Emotional stability
tOirneft
Plexability/Versatility
Imagination
Inquisitiveness
Leadership ability
Neatness
Need for achievemmllt
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Objectivity
Cpeninindechess
Optimism/Positive attitude
Organization
Patience
Physical endurance
Resourceful
SensitUm/Thoughtful
Sense of humor
Sense of ethics
Tolerance

Individual should demonstrate:

Willingness to take/accept responsibility
Willingness to take initiative
Wilhingess to respond to authority, apply and follow policy
ftalization that there is no single "right" way to achieve the goals of

the section/organizaticn
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 promote parent organization and its services
View of parent organization as part of a larger information environment
Ability to see broad picture
Ability to sacrifice short-term gains for long-term goals
Political sense
CUriosity
Variety of interests
Desire to grow personally
Desire to grow professionady
Desire to remain current in specific and general subject field
Positive attitude toward job

30



DIFORNETION SERVICE worm! PRWESSIONL COMPITENCIES

COGERIZATIOWSWAGENENT =HORT
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1. Identify materials to be included in section, master organization and
personal files

2. Recommend purchase of professional publications/audiovisuals for
inclusion b the staff library

3. Perform special studies, as assigned

4. Conduct business by phone, whenever appropriate

5. Write memos, letters, reports, etc. as required

6. Maintain a record of work performed and prepare a monthly report of
activities

7. Prepare manuals of procedures

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

9. Attend and participate in staff meetings

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

11. Supervise technicians and other paraprofessional staff

12. Work to develop "esprit de corps" among staff supervised

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

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

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

16. Assisc in the selection of new techaicians and paraprofessionals

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

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

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

51

66



CEIGANIEATIOWNANWENENT SUPPOIC MID LEVEL

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

21. Weed section files, as assigned

22. Identify and evaluate ccemercially available systems/Services to
support section/Organization activities

23. Assess performance of existing equipment ,/systems /services used in the
section/Organization and investigate capabilities of other equipment/
systems/Services

24. Recommend acquisition of new/additional equipment/systems/services

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

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

27. Gather information for maintenance contracts on equipment/systems

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

29. Evaluate contrc.ctors' proposals

30. Act as contract monitor /technical representative, as assigned

31. Train and supervise entry level staff

32. Assist in the selection of new professional staff

33. Write articles for professional journals/newsletters when appropriate

ORGANIZAZION/NAN/GENENk SUPECRT SENIOR LEVEL

34. Review and dispose of materials/information selected for weeding/
deletion from section files

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

36. Flowchart and document section procedures
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OMANI ZATIOWMANAGEMENr SUPPORT SENIOR LEVEL

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

38. Analyze statistics of section operations and prepare draft statistics?
reports

39. Train and supervise mid level staff

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

41. Election as section manager in his/her absence

42. Represent the section/organization at meetings, etc., as assigned
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OICANIZATIOWN NPGEMENT SUPPORT Efile LEVEL

1WEickogm1202

knowledge related to literacy, numeracy, ccumunications, etc.

EULUGUSIICULALe

knowledge of the primary subject field of clients served (e.g., librar-
ianship, education, medicine, chemistry, law, etc.)

knogiedge of foreign la.aages

ZgegottigaficiinsaMatlwks (Generic)

knowledge of defirition, structure, and formats of information
knowledge of alternative approaches .o the organization of information
knowleew of altern:ye approaches to retrieval of informrtion
knowledge of alternative approaches to information management
knowledge of available and emerging information tectnologies and their

applications
knowledge of compacted and ongoing research IL the field and its appli-

cability to practice
knowledge of career opportunities
knowledge of haw to learn on an ongoing tads

ltaaledgukautinfanatimatarluntirammitil
knowledge of the expanding information community, its participants 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
kncoledge of the users of the me:vices and products, their chAracteris-

tics and infonnthalbabits

Eacaledxsaylat work is acne

knowledge of the functions requited to support secticin/organizatImal
operations and management

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

kna4leciga of the various resources that are necessary to support the
activities

knowledge of tools for training, supervising, and evaluating staff
knowledge of tools for supporting notice/organizational operations and

management
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OMANI ZATIOWMANPGEMEIC SUPPORT MIRY LEVEL.

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

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

knowledge of performance expected and how it can be measurer?

IcoszaledsmsiLladtaskmds

knowledge of haw to perform the various activities
knowledge of haw to use the tools for traininv. 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 methods and techniques for supporting

section/organizational operations and management
knowledge of personnel procedures
Knowledge of standards, measures, and wethods for evaluating personnel

'. /- 0
knowledge of the aissior, goals and objectives of the organization
knowledge of the structure of the organization and the role of one's

section within the organization
knowledge of the various projects 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

5.5
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ORGANIPSIOWMANPOENENII 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
knaeledge of available vendor-supplied systems, services and products

to support section/organizational operations and supervision/
managemett

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

ORGANIZATION/M EN:MEW SUPPORT SENIOR LEVEL

greater depths of knowledge specified above
knowledge of statistical description, analysis, interpretation and

presentation
knowledge of the 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 implications
for the operation of the section
state-of-the-art knaileOge of research and practice in techniques for

training, supervising, 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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BOAirsfikilln

literacy, nuneracy, cognitive, analytical, camnunications, etc.

auk jektecusuiasturactkatieg

Ability to:

perform activity
perceive the information needs of section staff and management
communicate well by written, verbal and non-vert.31 means
listen carefully
think and argue logically
think quickly in reamnse to questions
project a positive attitude about the activities of the section/

organization
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
conduct an interview
train staff
supervise staff
establish rapport with colleagues and with staff supervised
develop "espirt de corpa" among staff supervised
conduct meetings with individuals and with groups
resolve conflicts among staff

ORGANIZPSION/MANAGEMENT SUPPOle ED LEVEL

Skills Related jamicsuumizrActivity

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/

systensiservices used in the sectigniorgsnizatial
write and evaluate contract-related docunentation
communicate with data processing staff and various contractors on a

technical level
arbitrate and negotiate with contractors
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ORGANIZATION/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 ;$:) improve rieratices 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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ORGANIZATION/MANAGEMENT SUPPORT

Dimmitizialittitudeg
Attitudes Toward Institutions

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

Attitudes Toward Other People

Toward Mere

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 Dijalities

Alertness
Assertiveness
Compassion/Kindness
Confidence
CL;eTfulness
Depallability
Determination/Tenacity
Dipaamacy
EMotional stability
Fairness
Flexibility/Versatility
Imagination
Inquisitiveness
Leadership ability
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ORGANIZANIOWMANAGENEN'T SUPEORT

Personal Qualities

Neatness
Need for achievement
Objectivity
Open-mindedness
Optimism/Positive attitude
Organization
Patience
Physical endurance
Resourceful
Sensitive Thoughtful
Sense of humor
Sense of ethics
Tolerance

Attituder,Rellated 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
Desire to learn/try
Willingness to fail
Willingness to ask questions
Deere 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 promote parent organization and its services
View of parent organization as part of a larger information environment
Ability to see broad picture
Ability to sacrifice shore -term gains for long-term goae.s
Political sense
Qiriosity
Variety of interests
Desire to grow personally
Desire to grow professionally
Desire to remain curreet in specific aria general subject field
Positive attitude toward job
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