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PRESIDENT'S IVESSûGE

The 1993-94 QALT/ABO year ended wi  t h
a successful dinner meeting on
Vtednesday, IVbrch 30 - successful i n
tha t  we enjoyed good food and good
corrpany and, by the end o f  the
business meeting, had a r r i ved  a t  a
new execut i ve .  A momentary impasse
over the e l ec t i on  o f  newslet ter
ed i t o r  was happi I y d issolved when
Kathy Crewdson and IVbrgot Ponder,
volunteered f o r  the job. There wi  1 1
be a nimber o f  nan people on the
executive to provide new impetus and
new ideas: Kathy Crewdson and IVbrgot
Ponder, as mentioned, Carol Young,
and Karen Cocks. There w i l l  a l so  be
several former execut ive members on
the nonexecut ive t o  provide
experience and knowledge: Va le r i e
Wfelsch, J i l l  O t t o ,  and Helen
Hyvarinen, and Helen Heer ems. Th is
mix tu re  o f  innovat ion and s tab i l i t y
promises a good year ahead.

M/  term as president  i s  over,  and I
would l i ke  to  thank those people who
have been on the executive w i t h  me
over the past two years as we 1 1 as
the membership i n  general ,  fo r  your
support.  I hope Va le r i e  f i nds  her
term as president  as problem-free
and enjoyable as I d i d  mine.

Congratulat ions t o  the QALT/ABO
Graduate A/\ard w inner ,  M r .  Trent
Pit tman, I n  h i s  acceptance speech,
Trent indicated a ded icat ion  to
serv ice tha t  showed h im  t o  be a
worthy rec ip ien t  indeed o f  the
award. Congratulât  ions as we 1 1 t o

the f i ve  door pr  i ze winners who were
blessed by f a te  on Mterch 30.

Carolyn Enns

As o f  1 Apr i 3 1994
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a l l  t he i r  reg ion members so tha t
they know what they are vo t i ng  f o r
a t  the AEM.

ft I O

Reviews

As Contact No r th  d i d  not shew up to
set up the teleconference here i n
Thunder Bay, I was not ab le  to
pa r t i c i pa te  i n  t h i s  meet ing.
Therefore, t h i s  repor t  i s  a
condensed vers ion  o f  the minutes o f
the teleconference meet ing.

1 .  Brady Leyser i s  looking f o r
submissions f o r  the news le t te r .

2 .  M ikeMbr t imer  suggested reduced
pr i ces  f o r  students a t  the
conference i n  Mby. I t  was decided
that  every student who helps w i t h  a
workshop wi  1 1 get t o  a t tend a
workshop f r ee .

3 .  Sue Orlando sa id  a brownie pack
in. her area got computers donated to
them f rom companies who are
upgrading. Th is  w i l l  be
invest igated f u r t he r  by Sue and

Mi  ke.

4 .  Susan Mb r ley  wi  1 1 cha i r  e lec t ions
a t  the A£M.

5 .  Theresa Kennedy on l y  has IhM G IC
running on her computer a t  heme.
The d i  rec tory  samples wi  1 1 not be
ready un t i  I the end o f  Mhrch.

6 .  Mbrbership forms should be
ava i l ab le  f i r s t  week o f  Mbrch.
Ottawa requested a copy o f  the
msnrbership form so tha t  the Ottawa
people can check t r ans la t i ons .

7 .  The f i na l  copy o f  the
const i t u t  ion was submitted.
D i rec to r s  are  asked t o  get i t  out t o

8 .  Revo l u t  ion/Evo l u t  ion '94
reg i s t r a t i on  packages are  near l y
ready to  be sent out . Suzanne asked
regions to  t a l k  t o  t he i r  msmbers
re  running f o r  pos i t i ons  on the
execut i ve.

9 .  Regions are  t o  promote the Um ted
\Aêy campaign to  t he i r  members .
There w i l l  be drop o f f  j a r s  a t  the
’94 conference fo r  delegates to
con t r i bu te .  The goal i s  to co l l ec t
$500. Regions can ra ise  money
before the conference and donate i t
as a region a t  the conference.

10. Susan Mbr ley has agreed to  be
par I iamentar ian fo r  AEM. I f  i t
conf I i c t s  wi  t h  her running the
e lec t i ons ,  then Suzanne wi  I I run the
e lec t  ions

11. Suzanne suggested tha t  they
might  lower the membership fee t o
encourage nrember sh ip .  A l l  d i r ec to r s
agreed. They wi  1 1 take i t  back t o
the regions f o r  d iscussion. Suzanne
wants proposals f rom the regions fo r
the next meet i ng i n  Ap r i l .

12. Theresa Kennedy reminded
everyone that  a l l  expenses must be
i n  by Mb r ch 31st as tha t  i s  the year
end. The books w i l l  be closed fo r
the month o f  Apr i I f o r  aud. t .

Respect fu l l y  submitted,
He I en Hyva r i nen
Regiona I D i  rector
Mhrch 12, 1994
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I n  the  l as t  news le t t e r  I wrote about
the job desc r i p t i ons  f o r  the l i b ra r y
techn i c i ans  i n  the pub  I i c  school
system. Th i s  news le t t e r  w i  1 1 ca r r y
on the  theme w i t h  seve ra l  j ob
desc r i p t i ons  i n  the med i ca l  f i e l d .
Spec ia l  thanks to  He I en  Hyva r i nen
(LFH) , E l i zabe th  Browne (PAGH) , and
Caro l  Steadwel I (IVbKel l a r  ) f o r
send ing  me the i n fo rma t i on .

Annua I D i  nne r IVfeet i ng
30IVbrch 1994

Twenty e i gh t  members and /o r  non-
menrbers at tended the Annual D inne r
mee t i ng  a t  Pagoda Gardens t o  s i t  a t
the Ment  y e i gh t  p l aces  t ha t  had
been se t .  Great  p l ann ing  on John
Fe l l ' s  pa r t !  The food and ccnrpany
were  ou t s tand ing  as  usua l  . I t  was
qu i t e  ev iden t  t ha t  t h i s  was Ca ro l yn
Enns'  l a s t  o f f i c i a l  f unc t i on  as she
v i s i b l y  re l axed  as the even ing  wore
on .  A f t e r  the con rp le t i on  o f  the
mea l ,  Ca ro l yn  p res ided  over the
read ing  o f  r epo r t s ,  the e l ec t i on  o f
the new execut i ve  and handed out
p r i zes .

Be ing  a l i b ra r y  t echn i c i an  I l i ke
a lphabe t i ca l  o rde r  so  we w i  1 1 s t a r t
w i t h  E l i zabe th  Browne's j ob  a t  Por t
A r thu r  General  Hosp i t a l .

Hea l t h  l i b ra r i es  p l ay  an inrportant
r o l e  i n  con t r i bu t i ng  to  h i gh  qua l i t y
pa t i en t  ca re  i n  p rov id i ng  cu r ren t
i n fo rma t i on  to  use rs .  The l i b ra r i es
p rov ide  an educa t i ona l  se r v i ce  t o
the  hosp i t a l  i n  keep ing  abreas t  o f
cu r ren t  developments i n  a r ap id l y
expanding and chang ing  f i e l d  o f
med i c i ne .  The i r  co l l ec t i ons  re f l ec t

The execu t i ve  f o r  1994/95 i s :
Va I e r i e \Aè I sch

Caro l  Young
J i  1 1 O t t o

P res iden t  -
Sec re ta ry  -
T reasu re r  -

cu r ren t  i n f o rma t i on  i n  books,
j ou rna l ,  government documents and
o the r  pub l i ca t i ons .

As w i t h  a l l  l i b ra r i es ,  t he re  a re
standards  o f  p rac t i ce  tha t  mist be
observed.  Hosp i t a l  l i b ra r i es  f a l l
under the acc red i t a t i on  process
mon i t o red  by the  Canadian Counc i l  o f
Hea l t h  Care  Acc red i t a t i on .  There  a re
wr i t t en  s tanda rds  f o r  l i b ra r i es  and
the acc red i t a t i on  process i s
per  foamed on a regu la r  bas i s .

News le t t e r  Ed i t o r s  - Kathy Crewdson
IVbrgot Ponder

Publ i c  Re la t i ons  - Karen Cocks
Reg iona l  D i r ec to r  - He len  Hyvar inen

Speaking f o r  our  r eg ion ,  I wou ld
l i ke  t o  thank the ou tgo ing  execu t i ve

Caro l yn  Enns , John Fe 1 1 and E l l a
Uremovich f o r  t he i r  l eade rsh ip ,
ccrrnnitment and p ro fess iona l i sm .

The CALT/AEO Graduate  Award w inner
t h i s  year  was Trent  P i t tman .
Cong ra tu l a t i ons  T ren t !

Va I e r  i e  V\é I sch

The l i b ra r y  a t  the Genera l  Hosp i t a l
o f  Po r t  A r t hu r  has been estab  I i shed
to  meet the i n fo rma t i on  needs o f  the

med ica l  and anc i l l a r y  s ta f f  o f  the
hosp i t a l .  The l i b ra r y  i s  s t a f f ed  by
one I i b ra r y  t echn i c i an  o r  hfèdical
L i b ra r y  Supe rv i so r  who i s
respons ib l e  f o r  the adm in i s t r a t i ve
and t echn i ca l  se r v i ces  f o r  the
hosp i t a l  l i b ra r y .
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Besides being a " jack of a I
trades", and the IVbdical Library
Supervisor maintains good working
relationships i n  commun i cat ing wi  t h
physicians, s t a f f ,  department heads
other l ib rar ies  and agencies. The
l ib ra ry  technician's t ra in ing  has
provided me wi  t h  the technical
sk i l l ,  however, I have also obtained
additional t ra in ing  i n  courses i n
anatomy, physiology, medical
terminology, ccnmuni cat ions and
management that have helped i n  being
able to  perform to  the best o f  my
ab i l i t y .

ThelVbdical L ibrary Supervisor i s
responsible for the development of
po l i c ies ,  budgets, operating plan
for the l i b ra r y ,  and ensures that
the highest level of service i s
of fered to a l l  users. ThelVbdical
Library Supervisor reports to the
Associate Executive Director and
part ic ipates i n  middle management
functions.

The pos i t ion  i s  broken down into
various categories, but essential ly
the pos i t ion i s  a one-person
operation. Seme o f  the
responsîbi I i t i e s  are as f o l  lows:

Administration
-prepares budget, and ensures
adequate resource information
i s  avai lable to a l  I users
-Dual i t y  Assurance reporting
-reviews po l ic ies  and
procedures
-attend management meetings
-Liaison to  IVbdical Records
and Library Ccrwittee

Helen Hyvarinen has passed on the y
job descriptions for the two l ib ra ry
technician posit ions at  the LFH -
the Library Technician and the
Library Technician Assistant . F i r s t
" job" to  be described i s  the Library
Technician's ro le .

This posi t ion requires an
experienced Library Technician i n
charge of the equivalent of a large
Branch I ibrary who works under
general d i rec t ion o f  the Director of
Educational Services. They provide
d i rec t ion to  one Assistant Library
Technician and one Clerk,  and summer
and f i e l d  placement students as

-required. They also provide a f u l l
range of l ib rary  service exercising
considerable freedom of act ion
w i t h i n  an estab I ished fraraAork of
pol icy and regulations. This person
also spends a s ign i f icant  port ion of
time providing reference and
research services i n  the area of

IVtental Health.

Reference
-assist staff/physicians i n
the use of  CD-FtMIVbdl ine
- in ter  I ibrary loans
-or ientat ion of users to
I ibrary

Library Control
-maintains c i rcu la t ion  system

Technical Services
-select ion and acquisi t ion of
books/journals
-order i ng/ receiving books or
journals, e tc .
-cataloguing using National
Library of Medicine
-c lass i fy ing using MM
-process i ng/ reg i ster i ng
journals
-shelving
-photocopying - I We're

Nn.
1
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- ma in ta in ing  and up- to-date
au tho r / t i t l e  and subject  card
catalogue
- prepar ing pe r i od i ca l s  fo r  b ind ing

ensuring tha t  pe r i od i ca l  Kardex
f i l e  i s  up- to-date
- ma in ta in ing  an up- to-date  r ep r i n t
f i l e
- v\eeding I i b ra r y ' s  co l  l e c t  i on
pe r i od i ca l l y .
- ma in ta in ing  a bi-annual  inventory
o f  the l i b ra r y ' s  co l l ec t i on
- p rov id ing  I i b ra r y  o r  i en ta t  i on  t o
naw s ta f f ,  students and patrons f rom
the ccnmrunity and ou t l y i ng  reg ion.
- prepar ing l i b ra r y ' s  annual r epo r t .
- p rov id ing  technical  superv is ion to
l i b ra r y  s ta f f  and f i e l d  placement
students.
- p lanning and d i r ec t i ng  the da i l y
opera t ion  o f  the patnent l i b ra r y .

The purpose o f  t h i s  pos i t i on  i s  t o
p lan ,  organize and d i r ec t  the
opera t ion  o f  a S ta f f  l i b ra r y
serv i ce ,  to  ma in ta i n  a co l l ec t i on  o f
su f f i c i en t  books, pe r i od i ca l s ,  and
audio v i sua l  resources to  meet the
needs o f  a l l  d i sc i p l i nes  o f  Lakehead
Psych i a t  r i c Hosp i t a  I . They must
a l so  supervise,  develop and ma i n ta  i n
the pa t i en t s '  l i b ra r y  i n  keeping
w i t h  acc red i t a t i on  standards.

JusTwtatfvJrXi
«xfve» \

Duties and related tasks \
1 .  Assure respons ib i l i t y  f o r  the
opera t ion  o f  the s t a f f  l i b ra r y ,
developing and ma in ta in ing  a
conrp r ehens ive  up- to-date  co l l ec t i on
o f  resources i n  the s ta f f  l i b ra r y
by:
- acqu i r i ng books , pe r i od i ca l s  and
audio v i sua l  resources appropr iate
to  s ta f f  and pa t i en t  l i b ra r y  needs,
- b i  b l  iographic checking o f  books
and pe r i od i ca l s  and forvverding
b ib l i og raph i c  informat ion to  l i b ra r y
c l e r k  t o  process order ing  o f  new
resources.
- reviewing per i od i ca l  subscr ip t ion
renewals i n  consul t a t  ion wi  t h
department heads before renewals are
submi t t t ed .
- p repar ing  newmater ia l  fo r  pat ron
use by c l ass i f y i ng ,  cata loguing,
processing and typ ing  catalogue
cards .
- ma in ta in ing  an up- to-date
co l l ec t i on  o f  government acts  and
parph le ts ,  d i s t r i bu t i ng  requested
copies t o  in te res ted  departments and
admin is t râ t  ion .
2 prepar ing and submi t t ing annual
budget est imates i n  consulat ion wi  t h
the D i rec to r  o f  Educational
Services  .
- ma in ta in ing  budgetary con t ro l s  on
the po r t i on  o f  Educational Services
budget a l  l o t t ed  to  S ta f f  and Pat ien t
L i b ra r y ,

2 .  Expands the qua I i t y  and d i ve rs i t y
o f  reference and research serv ices
and resources ava i l ab le  t o  f ac i l i t y
s ta f f  and region serv iced by:
- es tab l i sh ing  and ma in ta in ing  an
ongoing l i a i son  w i t h  hosp i ta l  s t a f f ,
community I i b ra r i es .
- compi l ing recent acqu is i t i ons
l i s t s  o f  new books, v ideo casset tes,
e t c .
- f o l l ow ing  up reference questions
using the l i b ra r y ' s  resources, »
contac t ing  other  l i b ra r i es  and £
sources as necessary.
- p rov id ing  manua I and on - l i ne  g l
l i t e ra tu re  searches requested by
patrons.  I
- informing s ta f f  o f  newmater ialsC
pe r t i nen t  to t he i r  f i e l d  o f  wxk .
- prepar ing b ib l i og raph ies  and l i s t s
o f  recommended reading as requested.
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The other  techn ic ian  pos i t i on  a t  the
Lakehead Psych i a t  r i c  Hospi t a  I i s
described as an Assistant Library
Technician. The purpose o f  t h i s
pos i t i on  i s  t o  ass i s t  the L i b ra r y
Technician i n  ma in ta in ing  the s ta f f
and pa t i en t  l i b ra r y  co l l ec t i on  and
to  prov ide audio-v isual  serv ices to
the hospi t a  I .

3 .  IVbinta ins con t ro l  o f  audio-v isual
hardware and sof tware by:
- cata logu ing and c l ass i f y i ng
- keeping an inventory record
- budgeting f o r  equipment and
sof tware
- i ns t r uc t i on  s ta f f  i n  proper use o f
equipment and ma te r i a l s .
- showing f i lms ,  videotapes e t c .  as
requested.
- ac t i ng  as resource person fo r  a l t
i nqu i r i es  regarding aud io-v isua l
co l  l e c t i on .
- ma in ta in ing  a booking system fo r
sof tware.

Duties and related tasks
Ass is t s  the L i b ra r y  Technician i n
acqu i r i ng  resources f o r  the s ta f f
and pa t i en t  l i b ra r i es  by:
- b i b l i og raph i c  checking o f  books
and pe r i od i ca l s  before order ing .
- forwarding t h i s  in format ion to
l i b ra r y  c l e r k  f o r  o rder ing .
- ass i s t i ng  i n  cata loguing,
c l ass i f y i ng ,  processing and typ ing
catalogue cards as requested.

4 .  per fo rm re la ted  du t i es  such as:
- cha i r i ng  L i b ra r y  Caimi t tee
meet ings.
- a t tend ing  monthly Educational
Services department meetings.
- as assigned (Have to love t h i s
statement 111). 2 .  Ass i s t s  L i b ra r y  Technician to

ma in ta in  a comprehensive, up- to-dat
ecol l ec t  ion by:
- f i I ing  catalogue cards.
- ass i s t i ng  i n  the preparat ion o f
pe r i od i ca l s  f o r  b ind ing .
- removing and so r t i ng  back issues
o f  journa ls .
- ass i s t i ng  i n  recording cur rent
journal issues i n to  kardex f i l e .
- f i l i ng  repr i n t  a r t  i c l es .
- reshelv ing books.

ass i s t i ng  i n  processing new books,
ass i s t i ng  w i t h  bi-annual

inventory.
- ass i s t  ing wi  t h  pat ron serv ice .

Sk i l l s  and knowl edge requ i red
Good knowledge o f  I i b ra r y  sk i  I I s  and
too l s  normal ly  acquired through a
combinat ion o f  formal t r a i n i ng  f rom
an accred i ted l i b ra r y  technology
program and re l a ted  experience; good
o ra l  and wr  i t t en  conmunicat ion
sk i l l s ,  good knowledge o f  audio-
v i sua l  hard/\are and sof tware;
ab i l i t y  t o  determine p r i o r i t i e s  and
meet deadl ines;  good organ izat iona l
sk i l l s ;  ab i l i t y  t o  conmrun i ca te
tac t f u l  I y and diplomat i ca l  l y  wi  t h  a
va r i e t y  o f  f ac i  I i ty s t a f  f , a l so
members o f  comrunity groups,
agencies and i ns t i t u t i ons .

3 .  Provides audio-v isual  services to
the hosp i t a l  by :
- i ns t r uc t i ng  and demonstrating use
o f  audio-v isual  equipment t o
c l i n i ca l  and support s t a f f .
- arranging bookings f o r  audio-
v i sua l  hardware and sof tware.
- ass i s t i ng  i n  cata loguing,
c l ass i f y i ng  and processing o f
sof tware.
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Examining the func t ion ing  o f  a l l
audio-v isual  hardware; ma in ta in ing
where appropr ia te ,  and
requ i s i t i on ing  as necessary more
advanced repa i rs  to  rraintenance
department .
- inspect i ng a l  I audio-v isual
equipment upon re tu rn  t o  the
I i b ra r y .
- arranging showings o f  videotapes
and f i lms  i n  the s ta f f  I i b ra r y  or  i n
the Educational Services t r a i n i ng
rooms.
- ass i s t i ng  i n  requesting f i lms  f rcm
local I i b ra r y  system fo r  s t a f f .
- v\hen requested t ranspor t ing  audio-
v i sua l  equipment wi  t h i n  the
hosp i ta l  .
- ass i s t i ng  i n  the v ideotaping o f
educa t i ona I wo r kshops and c l i n i ca l
demonstrations.

Sk i l l s  and knowledge requi red
Good knowledge o f  l i b ra r y  procedures
and too l s  normal ly  acquired through
formal t r a i n i ng  f rom an accred i ted
L ib ra r y  Technician Program and
re la ted  experience. Sound work ing
knowledge o f  audio-v isual  hard/\are
and sof tware;  ab i l i t y  t o  i ns t r uc t
o thers  i n  the use o f  the same. Good
organ izat iona l  s k i l l s ;  ab i l i t y  t o
ccrnnunicate t ac t f u l l y  and
d ip lomat ica l  l y  w i t h  a wide va r i e t y
o f  patrons.

ft»

4. Ass i s t s  the L i b ra r y  technician i n
prov id ing  reference serv ices t o
s ta f f  and the surrounding d i s t r i c t
by:
- ass i s t i ng  i n  the corrpi I a t  ion o f
recent acqu i s i t i on  l i s t s .
- ca r r y i ng  out manual and on- I ine
I i t e ra tu re  searches.
- processing i n t e r - l i b ra r y  loans.

Carol Steadwel I a t  MbKel I a r  General
Hosp i ta l  has wr i t t en  our l as t  job
descr i p t  ion.

The fo l l ow ing  de f i n i t i on  i s  intended
to  c l a r i f y  the ro l e  and
respons i b i t i t i es and key tasks o f
the L i b ra r y  Technician a t  IVbKel I ar
General Hosp i ta l  .

Hea l th  Sciences L i b ra r y  Technicians,
because o f  t he i r  corbined educat ion,
t r a i n i ng  and experience, a re
uniquely quai i f ied t o  ob ta in ,
i n t e rp re t ,  organize and disseminate
informat ion i n  the hea l t h  care
environment. Thei r  knowledge o f  the
s t ruc tu re  o f  the hea l t h  sciences
I i t e ra tu re  and databases, as we 1 1 as
of  in format ion technology, makes
them an invaluable resource to a l l
hea l t h  care professions.

5 .  Ass is ts  the L i b ra r y  Technician n
the Pa t i en t s '  L i b ra r y  by:
- organiz ing the co l l ec t i on  i n  the
stacks .
- processing books, audiotapes.
- cata loguing and c l ass i f y i ng  the
co l  l e c t i on .
- i n  conjunct  ion wi  th  the Volunteer
Co-ord inator ,  assigning p ro j ec t s  f o r
volunteers work ing i n  the I i b ra r y .

6 .  Performs re l a ted  du t ies  such as:
- ass i s t i ng  i n  general l i b ra r y
du t i es  i n  the absence o f  L i b ra r y
Technician o r  L i b ra r y  C le r k .
- as assigned.
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-Ci  r cu l a t  i on  du t i es

Carol concludes her job desc r i p t i on
w i t h  her m iss ion  statement.

The L i b ra r y  shal I be
organized, administered
and evaluated i n  a cost
e f f ec t  i ve  manner to  meet
the in format ional  needs
o f  the Admin is t ra t i ve
andh/tedical S ta f f ,
Pa t ien ts  and Af  f i I i a ted
Hea l th  Profess iona ls .
W i l l i ng  to adapt t o  the
changing needs o f  the
c l i en t ,  the L i b ra r y  wi  1 1
support pa t i en t  care ,
education, management,
and research ac t i v i t i e s
fos te r  ing a work
environment consis tent
w i t h  the m iss ion
statement o f  h/bKel I a r
l-bspi t a  I .

Hope t h i s  se r ies  has been
en l igh ten ing  and i n te res t i ng  to  long
t ime grads as we I I as students.

Va 1er i e  \Aél sch

The respons ib i l i t i e s  o f  the hea l t h
sciences L i b ra r y  Technician include
se lec t i ng  resources tha t  wi  I I meet
the in format ion  needs o f  the
i ns t i t u t i on ' s  personnel,  ca r r y i ng
out l i t e ra tu re  searches and
ins t ruc t i ng  hea l t h  profess ionals  i n
the use o f  l i b ra r y  t oo l s ,  inc lud ing
conrputers. As managers, L i b ra r y
Technicians set  goa ls ,  es tab l i sh
po l i c i es ,  prepare budgets and
organize personnel ,  again i n  order
to  meet the in format ion  needs o f  the
organ iza t ion .  I n  seme s i t ua t i ons
the L i b ra r y  Technic ian ass i s t s  the
hea l t h  care team, a t tend ing  rounds
and p rov id ing  pat  i en t  -spec i f i c
hea l t h  in fo rmat ion .

Key Tasks
-Assess in format ion  needs
-Develop and inp lament ne/v
technologies and serv ices
-Develop po l  i c i  es and
procedures
-Se t t i ng  goals and ob jec t ives
fo r  I i b ra r y  serv ices
-Evaluate I i b ra r y  goals
-H i re  and d i sc i p l i ne  s ta f f
-Plan and organize
-Prepare and administer
budgets
-Provide in-depth reference
and on - l i ne  searching
-Select  in format ion resources
-Promote I i b ra r y  services
-Provide user education

Technical Services
-Acqu i s i t i ons
-Audiovisual maintenance
- I n te r  I i b ra r y  loans
-Se r i a l s  con t ro l
-Cataloguing
-Ci r cu l a t  i on
-Bookkeeping

Cler ica l  Tasks
-Shelv ing
-Typing '
-F i  I ing
-Photocopying
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