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Introduction

During the 1960's when a manpower shortage existdd in the field

of librarianship; various ways of...,..ut-i4izing professional librar-

ians more efficiently were suggested. One of the. most enduring

of these suggestions was that a new staff level, above the

clerk but below the professional, be established. This level

is that of the Library Technical Assistant, or LTA.* The

American Library Association has defined an LTA (more recently,

Library/Media Technical Assistant) as "a person with certain

specifically library-related skills. . . The task

..)

performed

as supportive staff to Associates and higher rank follow

established rules and procedures, and include, atthe top

level, supervision of such tasks.fq Sister M. Chrysantha

Rudnik, past president of COLT (Council on Library Technical-

A,ssistants) defines an LTA as "a library worker who has had

specialized preparation (either through a formal two-year

undergraduate program or through in-service training) for assum-

ing such tasks and responsibilities in a media center as will

allow him to utilize a knowledge of library techniques and

procedures without exercising professional4udgment or.decision-

making. 2

I.

*The term "Library Media Technical Assistarit (LMTA)" is

a term often used.in describing the paraprofessional level of
librarianship, but for this paper the term "Library Technical
Assistant (LTA)" will be employed.
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This present study seeks to gain a total.view of the

Library Technical Assistant in Illinois, sorthat the LTA's

position in the library world may be more fully understood.

The study explores problems related to the training and employ-
,

mentof the LTA and provides a'general description of the LTA.

Phase I consists of identification of the programs available

in Illinois for training Library Technical Assistants at the

time of the study. These programs are described and comparisons

between the various programs drawn, as well as comparisons with

the ALA's recommended 'standards.

PhaSe II of the study describes the LTA as student and

graduate, including such factors as age, sex, experience,

education and reasons for entering the program. An examination

of employment patterns of LTA program graduates is also made.

4. -

4
+.
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PHASE I

Introduction

The special training an LTA'receives may comefrOm a'
.

formal program,in a junior college,(ah in-service training

program, or a combination of these. Junior college programs

are,gaining acceptance as the way to train LTA's, and the ALA

criteria are directed, specifically to such a program. Since

these criteria began to .evolve; several suggested curricula

And program guidelines have appeared.

Junior colleges May !offer either a one-xear certificate'

program consisting of all the LTA courses offered at the

college plus a few.general education courses, or they may

offer a two-year associate degree program, which may include

the LTA courses, related courses in media, business procedures,

data processing, etc.,/and the general education courses which

are required by.the college before any associate degree is

awarded.

The first detailed study of LTA programs was done by

John Martinson in 1965:3 Martinson studied 24 LTA programs

in varying types of junior colleges throughout the United

States. Since then articles have frequently appeared idscrib-

ipg individual programs or comparing several programs in a

region. COLT also publishes a directory of LTA programs, which

includes a great deal of information about individual programs.

After a literature search to determine what information was

available on library technology programs particularly in Illinois,
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the LTA programs in the state were identified. This was

done by examining the college catalogs of all two-year colleges

in Illinois. Because of variations in scheduling of new
4

editions of the catalogs, the 1972-73 catalogs were used when

available. Catalogs for the academic year 1971-72 were used

for the remainder of the colleges.

After identifying the programg, questionnaires were sent

to the directors. Follow up letters and telephone calls went

to those who did not respond to the original questionnaire or

gave incomplete information. In this way completed responses

were received from all but two programs, whose directors

explained thattheir programs were two-year programs in library

science, and thus hbt applical3le to our study.

By comparing current programs with those listed by other

studies, we found that some programs had beer} discontinued,

or if ,there were anyamsto institute new programs.

Ott
General Characteristics of the LTA Programs and the Parent

Institutions.

There are 20 two-year colleges in Illinois which have

offered a program in some forth of library science (see

Appendix A for a listing of these colleges). The earliest

began in 1963 and Sias discontinued in 1968. The oldest exist-

ing program was established in the academic year 1967/68, and

the newest began in the fall of 1972. Of these programs,

three have been discontinued, and one will not be offered in

1973/74. Two new programs will begin in 1974.
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Among the 17 existing programs there are four types which

can be seen: the in-service program, the two-year library

science degree for_school libraries, the educational media

program which concentrates exclusively on audio-visual

techniques, and the general library/media technology program.

The in-service program, a co-operative project between

a city junior college and the Chicago Public Library, is

designed to develop the skills of city library employees.

It is intended to provide essential library skills and an

overview of large metropolitan library systems to people

already employed by the Chicago Public Library.- Students

learn the Dewey Decimal classification and cataloging, the use

of reference materials, the use of bibliographies and indexes,

planning and'organization of library services for children,
0

young'adults, and schools, and the use of audio-visual materials.

Two courses are offered each semester to approximately50

students.

There are two private junior colleges, both in Chicago,

which offer programs leading to associate degrees in library

science. They are oriented toward school librarianship and

are designed to be either an introduction to the field or to

help school librarians working in the areas near the junior

colleges. One states in its 1972-74 catalog that the program

"is offered to those who desire an introduction to the field

of school librarianship; to those who wish .to explore the field
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before entering degree programs in graduate likrary'schools;

to those who possess all other qualification'S for teacher-

librarians but need courses to fulfill the library science

requirements for specialization."4 Most courses at these

schools are intended specifically for work in school libraries.

While several programs which we will describe offer

courses in audio visual materials, their o zation, and

their use, one college' (College N) offers a program in edu-

cational media technology which deals only with audio-visual

material. Its curriculum includes such courses as: Introduction

to education media, Educational media production techniques,

Television production, and Special techniques of photographic

production. No courses in library science are required, al-

though the college has a library science department which offers

three courses, but no degree or certificate.

The remaining-13 colleges offering library-related courses

are of the type generally resembling those described by the

American Library Association as Library/Media Technology pro

grams.5 In these programs training is given to prepare students

to work as supportive personnel in various types of libraries.

Each of these programs offers courses in most 'or all phases of

library work. Students completing these programs receive

associate degrees, certificates, or bOth.

Twelve of the 13 schools offering LTA'programs are public

junior colleges; the thirteenth is a vocational-technical
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institute connected with a state university. Thes4 colleges

serve populations ranging from 120,000 to that of the entire

state. Only college L, serving a populations of 120,000 draws

primarily upon a rural area for its enrollment. Four other

colleges draw their enrollments from both rural and urban areas,

and the remainder serve.urban communities. The locations of

the programs in the state are shown in Figure 1.

As Table 1 shows, all of the 4nior colleges which have
A]b

curricula in library-technology offer courses during the,. regular

academic year. In addition, five of the thirteen colleges

offer courses during the summer. The evening hours are the

most popular for holding these courses with one college

scheduling classes only during the day. Four colleges schedule

LTA classes both during the day and in the evening, while

eight z!tmodule them during the evening hours only. Three

offer classes on Saturday.

Staffixl terns

The ALA criteria for Library Technical Assistant program

state that an LEA program should have its own full-time director

other than the administrator of the college library learning

resovce center.6 It also suggests that %n addition to a

r full-time program director (department head), who should teach

at least one course, there should be one full-time faculty

member as a minimum. Part-time faculty who bring a needed

expertness and teaching ability are expected to supplement
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G,P,Q (Chicago)
,C,D,F,N,11(suburbg)

Figure 1

/

GEOGRAPHIC DISTRIBUTION OF LTA PROGRAMS TN ILLINOIS*

*See appendix B for coding key
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TABLE 1.

TIMES WHEN COURSES ARE OFFERED INILIBRARY/MEDIA PROGRAMS

9

Program

B'

C

D

E

F

G

I

J

K

M

During!

Academic . Day Evenings
Year Summer M - F' M - F SlIturday

/

X . X / X X X

i-X
- - X -

X - )C

,

X - - 'X

X _
i

_ X -

X X X X X

X X - X -

X

X

X
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the regular teaching staff."7 Table 2 shows that few programs

in the state meet either bf these criteria. Only one, program

10

J, meets both standards: it has two full-time instructors,

one of whom is director of the prowgraii The others have full2

time directors only; one has no other personnel and the other

ha's five part7time instructors. Three of these part-time

people work in School libraries, while the other two are not .

employed elsewhere. Of the remaining programs, four have

directors who are also the director of the College learning
1.0--

resource center, ne director is head of the reference depart-

ment of the col -ge learningiresource center, and five directors

are also direc rs of.other\departments or divisions within the

college.

Staffi g appears to be inadequate in all of tke LTA programs

in the sta e. ilbm, or 76.9 percent, of the programs ave

director with other responsibilities. All but,one of the

program. 4epend,,upon part-time instructors who have other libla

respo ibilities.

ComparingTables 2 and 3, one sees ,that there is little

cor hation between the size of the teaching staff and the
\

ollment in the program. While college A, with the largest

enrol ment\Chas a full-lime director/instructor and five part-
\

time i str4tors for its LTA program:college E, with the

Second 4rgest enrollment 'has only a.p4rt-time instructor whqt

is also piogr

merits and

director. It is obvioui'that both sm enroll

1 teaching staffs must limit the quality and

4

/
/
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clfritula of these programs.

4

Enrollment f

12

In fall, 1972, there were 65 fUll-time'students and 247.

part-time students enrolled in LTA programs in the state.

As Table,3 Walows, the m(j'Crity wete enrolled in associate

degree programs, although very large enrollments or part-time

studentsin two schools brought up the numbers enrolled as
-

candidates for certificates or aA nondegree students. Those

programs which offer both an associate degree and a certificate

have more students enr led in the latter p'rogram, A similar

situation exists in grams E and I, which have large numbers

enrolled as non-degree students,. This indicates that students

tend to enroll in LTA courses but A number are not interested

in fulfilling the requ rements for a degree.

Tale 4 shows enrlpllment by sex irl. all types 'of LTA

curricula in Illinois n the fall Of 19 2: Approximately

enrolled at t at time are 'women.90 percent of the student

If the enrollment is divided into full-time and part-time

students, the prbportion'changes. Womep account for 94 percent

of the part-time students and 78 percehtof the full-time stu-

dents. The enrollment by sex in the various degree programs

shows a similar pattern. Women account for 88 percent of the
flow

instudents enrolled in programs for associate degrees and 93 per-

cent for those enrolled in the one -year certificate program.

Therefore, a higher percentage of women were enrolled as part-

11

0
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*TABLE 4

14

ENROLLMENT BY ,SEX ALL ,LMTA CURRICULA IN
-0. FALL OF 1972

Full-time

4 Program M

A

B

E

Part -time Total
M F M' F

0' 6 57. 0 63

0 0 1 10 1 10

1, a , 0 11 1 11

2 3 4 11 6 14

0 0 2 .56 2 56

0. 1 1 5 1 6

G No Data No Data No Data

..,

H 0 . 0

I 1 .6

J . 10 28
.

.

K 0 3

L 0 '4

Ni
m

_2. 0

Total
Number 14 51

Percent 22% 78%

0 22 0"

.., 2: 14 2

6 f1

.0 0

0 5 0

0 9.-

7

10

0

16 231 30

6% 94% 10%

14

37

28

8

13

282

90%

I
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-time students, and in the one-year certificate program than

were. enrolled in the total program.

Because of the high percentage of part-time students and

the large numbers of non-degree students at acme schools, thl

--number of degrees and certificates is low. compared to total

enrollment. Table,j5 'Shows the numbek of degrees and-certifi-

. caws awarded in 1972 and 1973, and the total awarded since

1.

41

the beginning of each program? Program H is the only one which

has not been in operation long enough to award degrees, although
4

they plan to award three certificates in. 1973. The number of

deices and certificates awarded each year has grown, ?however,

there.is not enough data to give a rate of growth. If a pro-

gram has been'in operation long enough to have graduates at

all, there is no relation between length of operation and

number of graduates. It is interesting that college C with

one of the older prograMs, reports having awarded no degrees

or certificates.

Placement of Graduates

Although several respondents mention some difficulty in /

_placing their graduates, answers to our question concerning

placement indicate great success in this area.- However,- for

1971/72 there were more placements than there were graduates,

as can be seen by comparing Tables 5 and 6. Programs ,C and E

indicate that they include any student who has been enrolled,

graduates and non-graduates, on their placement lists. The
I
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TABLE 6

PLACEMENT OF GRADUATES AND NON-GRADUATES OF
THE LTA PROGRAM FROM 1969/70 THROUGH 1971/72

Program 1969/70 1970/71 1971/72 Total

4 24 28

B no graduates till 1973

C** 4 8 12

D - 1 1 2

E** 3 2 . 4 9

F - - 1 1

G 0 3 3 6

0

H no graduates

I 0 0 1 1

J 0 0 8 8

K 0 0 ,1
c

L 2 2i '1 5

M no graduates

Estimate

** Students placed asa result of the program;
not necessarily graduates.
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others did not indicate what their totals include., Program L

is the only one listed as havi?nyier placements than

graduates. This does not mean that -all-the. others placed all

,

their graduates, since some of the total could be students

(not graduating) who got jobs while in the program., or they

could be'graduates from previous years who got, a-job during

1971/72,

When one considers the placement by geographiscal area,

the data show that eleven of the colleges with DITA programs

placed 4tudents only within the .geographical area served' by

1,
the cO1104e. Two programs (A and J) placed students outside

the geogrAphical area served by the college. Program A is

located La college near Chicago where 22 of its students

found work. Since Program J draws its students fiom the

entire state it is not tpecifically tied to a local ,level.

It placed six students throughout the state and two outside

the state.

Table '7 shows placement by type of library. This indi-I

cates that comparatively few people obtained jobs in public

or specia libraries. Seventy-two percent of the placements' e°

were in school libraries, and 18 percent in academic libraries.

However,.over half of the'placements in school libraries were.

from one school, which placed almost all o? its graduates in

this type of library.

J1
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Several programs report having difficulty placing graduates.'

Reasons for this include a general shortage of money; lack of

an item line for LTA's in library budgets; desire of LTA'

to remgin in the area, even when suitable jobs are not avai ble;

and desire of many people for part-time rather than ful
0 1

jobs. One director comments that although there is a demand

for technicians, they isn't enough money to hire them.

Other directors of LTA programs report little diffi?

culty in placing their students. The programs in which;intern-
,

ships were a part of the curriculum appear to have an tasier

time placing their students. Many students were hired by the

libraries where thy did their internship. Program 7..7 also

requires its students to conduct audiovisual workshops for

the librarians of the area. There practices contribute to

the visibility of the LTA programs and their products.

Curricula of the LTA Programs

The LTA programs in Illinois vary cOns,idera;1;'in the

number of courses offered and in the subjeCts covered in each

program. Based on course descriptions in the college catalogs,

we have arranged courses into categories and constructed a

table of curricula (Table 8).

There are six areas which are covered by most of the pro-

gram..s5. These.are: introduction to library service (1.0); .

.

acquisition or selection (2.1 and 2.2); cataloging and/or pro-

cpssing (2.3 and 2.4); reference (3:I-and'1.2); introduction's
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KEY TO COURSE NUMBERS IN TABLE 8

1.0 Introduction to Library Service

1.1 Library and Society

2.0 Technical-ProcessingNI-

2.1 Acquisitions

2.2 SElection

2.3 Processing

2-.4 Cataloging

- 7 3.0 Public Services
U.

3".1 Basic Tools

3:2 Basic Reference

3.3 Circulation

4.0 School Libraries

4.1 Children's Literature

5.0 Audiovisual Materials

5.1 Processing Audiovisual Mateals'

5.2 Administration of an Audiovidual Department

5.3 Production of Audiovisual Materials

6.0 Practicum and Seminar
?

5.4 Audiovisual Equipment

6.1'Practicum

6.2 Seiinar

7.0 Library'Administration

7.1 Library Laws

22
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to audiovisual material (5.0), and practical work experience

(6.0 and 6.1).

All but one of the programs have a course introducing the

student to libraries and librarianship: This'course covers

the history of libraries and the types of libraries and library

service. All programs recommendlitatthis courslrbe taken

during the student's, first semester. t

There are seven programs having an acquisitions course.

These courses discuss reviewing sources, searching bibliographic

tools, the use of jobbers, and maintenance of acquisition files.

Two more programs have courses on the principles of sepection'

and evaluation. The course at program C covers aspects of both
r\

selection and acquisitions. .

Ten programs have a cataloging course. These programs

concentrate on simple cataloging, particularly classification,

assigning subject headings'and typing atlog cards from pre-

pared copy. The Dewey Decimal Classific tion and the Sears List

,of Subject Headings are used in most cour es, however the courses

introduce the student to the Library of Congress classification

system.

Besides the nine programs with cataloging courses there

are two with processing courses. These are similar to the

cataloging' courses in,the other schools, but they add in-,

struction in preparing books for shelves. Typing rather than

preparing copy for catalog cards is emphasized.
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Program B doeS not have a cataloging or p cess,ing course

per se, but combi+ it wit acquisitions ip course called

"Processing o Lib :ry Reso rces." It coVer the acquisition

and processing of library - terials. /The mphasis is not upon

routines as is the .ase of t e courses 1 ted in 2.3.

Program K also has a c

technical services. \It

acquisition and cataloging a

se covering several

ements K'$ other cour

s'ca]/led, appropriatelyr
/

."Technical Services." The e mse description says tnle is "a

course designed to enble th istudent to organize library

materials and to proviOe for tfieir efficient circulation."

The most commonly offere '/bourse in the public. services
J

/-

arebasic reference, whic \is offered at seven schools.

This course is similar to intr

taught elsewhere. It covers

uctory basic reference_courses
\\ (

theiMest Commonly used tools as

/

well as all the basic types f refer ce-books,

4

however, says its course introduces =the Stu

. basic reference tool's in specific subject area

general tools being covered by its pub

Program M,

to the,. use of,

the.most

Ciourse.

The courses we have designated as:IBasic Tools"'somewhat

:introduce

eluding the

different, according to catalog descriptions. The

the student to the useof the library resources,

card cataloger &certain types of reference books.

- has both courses. '

No sehool,
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Two programs have a course in circulation procedures.

Theae,deal with circulation systems, loan procedures, fine

notices, and maintenance of circulation files. Program I calls.

s course "Problems and Procedures Of Circulation and Acquisi-

ons" and ttincludes acquisitions by purchase and gifts,

! cir .and related services, conservation of-materials,

repOrts and records, and special services to library users.

Six, programs have courses dealing with the intioduction

to public' services. Three of these have no other course in the

area. These inthree courses deal with tasks done in reference

-/
departmenti and in circulation departments. Program D says

topics include records, forms, circulation systems, special

materials, and public relations. It emphasizes catalogs,

I indexeg and bibliographies. Prog M calls its course "Support
J

for Pgblic Services," and teaches the student public relations,

4, eitroulation controls, and soiebasic reference tools. Program H
a

.
includes children's services, interlibrary loan and basic in-

formational reference work, although the main thrust of the

coukse is circulation niques.

Program A has th0 basic library tools course and an in-

trOductory uubl service course. The description of the

public service course runs as follows", "Role of the library_

technical assistant in user assistapce such As circulation,.

'registration of borrowers,'in all phases of public relations

such as displays*, new releases, in special areas such as

storytelling, compiling reports."

Sy
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Four-programs offer a course in children's literature; -&

three others offer one in school library prooedureos. The

children's liter9.ture courses vary oMewhat in content.

Program C titles its course "Children's Services." Its descripa

tion reads: "Study of children's classics in all media, with w

emphastS On material fOr the pre-schooler through°sixth grad*.

Basic reference tools are reviewed. Group activities and ,

storytelling techniques, including the use of finger pla s

will be stressed. Methods of discipline in the library for

this age level are covered." Program I's course in called

"Materials Selection--Children and Young Adults" and is described

thus: '"The intent of this course fs to familiar.ze tie student

with book trade channels and selection aids which will give

him an in'iight into the interests and needs of children, young

adults, and adults. This course is not designed for book

selection and evaluation." Program L has a course titled

"Children's'Literature." It is "An exploration ofreading

A

materials commonly enjoyed by yourn people ranging in age from

.two to ten.. Students paiticipate in storytelling and read

widely in the field of children's books. Book Content and

illustrations of these books are evaluated, and ability to

determine,a book's worth is developed." program M has a course
AAA

called " Children's Library Services" which includes "Books for

4A,

Children, Classical titles for the age group, including out-

standing authors and* illustrations including various categories
.

41
N.....

in, literature, reading, programmed story hours."

4
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/4
P

According to the course desoriptions, the three courses

in'tschool library, procedures are sipidar.. They emphasize the

clerical skills needed in sch 1 libraries. 40rograms E and G

emphasize those ptrE6rmed by volunteer library workers and

itemize the procedures which are "taking attendance, filing,

circulating books, gathering and recording room collections,

reading shelves, collecting fines, keeping overdue records,

helping with inventories, mending typeing cards, and general

'library housekeeping." Program D gears its courseto the li-
, 4

..;,

brary technich assistant-and summarizes the content by saying

"The student learnbook circulation procedures and how to'

assist in establjtshing and organizing circulation room collec-
._

tions.: Other responsibilities that increase school library

efficiency are also learned. "

There are three courses, excluding A-V courses, which are

offered by only one' school each. Prograin 1.1 offers a course 'in

library law, which covers "federal, state and local laws,

ordinances and rdiulations-of libraries and learning resource

material, 'foundations an, grants, contractual dhd tort rights

and liabillity of personnel." Program I has a course in Library

Administration which "is designed to give the student an associa-

tion with planning, organizing, administering, staffing, hous-

ing, and publicizing a lib4ary materials center for an effective

program of service., Standards for library programs and their

impact on library development are explored."

'if.31) &
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Program.J has a seminar on current and future trends in

library and audiovisual technologies. Students search library

literature on topics related to these objectives, and report

on their findings.

'Audio:visual training is, important for 'the library technical

assistant and this is".reflected in the number of programs which

offer media courses. -.Eleven p4ograms offer an introductory

audiovistial course.' All of these courses teach the student how

to use A=V' equipment. Other areas covered are repair of equip-
v
ment, selection and acquisition of equipment and materials,'

o

production of audiovisual'materials,%apd supervisory duties in-

." audiovisual' department. Programs C anti F also add a course

li

,

of theory or Of future trends. . The course in Prdpgram:C explor

communicatibn-tbeory and the place of the media center, as well

as use of equipment and acquisition Of eiapment and materials.

The course,of Program F introduces the'students tQ madly trends

in techniques and equipment, as well as production of some audio,-

.

visual materials and'a survey of various manufacturers', equip-

ment.

Program A does not have an introductory course, but re-

quires its-students to. take five hours in the media department.

Program M requires no audio'!isual course.

Thellextpost common audiovisual course deals with the

gt>duction Of audiovisual materials. Four program's have such

a course. Programs,B and M call ttkir. courses "Production of

30
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Library Materials" and instruct students in production of

transparencies, tapes, slides, charts.antil other audiovisual
'

aids. B's course also teaches the preparation of booklists and

information sheeti. PrograMs L and J have courses in

phdtography, in which students learn theory and practical

skillb in photography. Program J has another course, "Prepara-

tion of media materials," which is divided into two parts,

covering two quarters. The first quarter is on preparation of

non-projected materials, the second on preparation of projected

materials.

10
Some programs offer other audiovisual courses. Program A'

offers a course in processing, audiovisual material. C has a

course called "Production of Multi-Media," which gives students

experience in planpiw the use of media, evaluating media

forms, and cataloging and classification of media. Program I

has a course whicheteachesthe basics of organi%ing and ad-

ministering anaudiovisual program.

Program.] has the most audioNtisual courses. 'Bettides the

introductory course and the two production cours , J has a

course in cataloging non-book materials and on in the pro-

duction of Multi-media presentations.

at 2
0-
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All but two programs (B and have some kind of super-

vised work experience. Program M requires three hours work

experience during its iritroductorl, course. The other programs

have separate courses devoted topractical experience. Th4se

courses may be called practicums, internships oc field projects,

but they all involve supervised work experience in at least

one type of library. Most 'also involve a number of hours of

seminar discustion of problems.

Program A's internship course is not-listed in its college

catalog, but is required of all students receiving a degree.

A minimum of three hours credit.is,-,required and a maximum of

six is allowed. Interns work for nine hours per lo.4ek for eleven

weeks in one of a number of libraries in the area. 'there are

also three seminars.

Program C's practicum involves ten hours of work pair week.

The student meets with the teacher periodically. Work is atone

within a library or media center.' The practicum is taken only

once, during the.itudent's last semester of work:

Program F requires a practi umsduring each semester the

student is enrolled, assuming the student is enrolled full-time.-!

During the first year, the student does two hours of work per

week. (This work shOuld be "an orderly Sequence of library

'32
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,

experiences planned to famil.iarize students with probedares.",

During the .second year the student works four hours leek week.

This work concentrates on acquisition,' bibliography,- preparation,
!

processing, retrieval ,and circulation Work, is done in the .

Learning Resources-Center.
--.

.
-,

. -
. . ',..

ePrograms E and G have two a Library PradtiCum:

and a Library Practicum Seminar. Both are thkep during the

.
,j. ,..6-q-._ ,

student's last semester and each inlolvesthree periods per week.

Students-are placed in "librarYsittions" bulnothiri it said

,

about how many librariei"re involved. . '',,

Program D requires the completion of the LTA sequence of

coursesiDefore students can enroll in' its practicuirk, The

students are placed in the various. libraries iri%the area fdr.
LN

the practice work and are given three'hours of.credit:-
%-

Program H require6-apracticum dilrinc;\t-he student's last

t

tVao'seme'sters. The' student may be placed in a.gliblic,.school

or-special library; The courses involve one'hour of lectures
.

and 18 hourS'of work per, week,.

The practicum at Program is the, most unusual offered at

any program.%StudenWwork in the type of library mast suited

to their career interests. Those In rested in' library work

33
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do their internship in a university library, audiovisual students

work in a media center and those interested in combining the

two work in a Learning INeseurce Service Center. Students com-

plete four credit hours'work in one such area, and may have up

to twelve credit hours if they work in all three. All students

meet with the instructor for periodic discussions. Weekly

reports and a term report are required. ,Twenty credit hours of

media courses are required for enrollment.

in addition to the conventional internship course, Pro-

gram J requires its students to conduct or participate in work-

shops concerning continuing professional' educatiOn for school

personnel in the area. Students teach participants how to

operatiegyipment and how to prepare audiovisudl teaching aids.,

These workshops are conducted throughout the school year.

Program K calls its practicum a field project. Students

work in a variety of library situations. Four hours week

is spent in the field and one hour on campus. The co se is

taken during the second semester of the student's last year.

At Program L, students do their practicum during their

last semester and are assigned to a library in the college

district. Students spend ten hours per week working and one

hour in lecture. Six hours credit is given for this course.

34
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At most schools, practical work-experience is considered

important, as is group discussion of the work experience.

The practicum is usually, taken at the end of the student's LTA

sequence, although Program F requires it throughout the sequence -

H and J a11oW or require it to be extended thrclughout

the student's last year. Hours of work vary considerably.

The administrators of the LTA programs believe that the

practicums aid in the placement of graduates. Librarians iri

an area become aware of LTA's and the work they can perfoup

through students4 doing practice work i0 their libraries.

The first section of Table 9 indicates the required hours

,
in various subject areas by-each program based, on course descrip=

tions in their catalogs. Obviously there. is a great degree of

variation in exact number of hours in each category, and in

distribution among the categories. The second section of this

table compares the criteria recommended by the Library Educa-

tion Division of the American Library Associati with thoseiof'

the individual programs. The ALA policy statement divides"LTA

program courses into three gener41 areas: 1) Library/Media

Technical Courses (LTA) which give an introductionto

shiphaEnd types and forms of materials, and instruction in

support operations for technical and public services (25 percent);
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2) appropriate specialized courses related to the library/media

technical courses, e.g., data proCessing or office management

.(25 percent); and 3) general education courses (50 percent).

The course descriptions and recommendations for the individual

programs are analyzed and fitted into the framework of these three

,broad are soa comparison can be made with the ALA recommen

tions. As can be seen, only two programs, B and E, approach

the ALA recommended course distribution. The others vary widely.

ea

Ne,

A
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PHASE II.

Description of the project

The first phase of this examination of the Library Tech-

nical Assistant in Illinois consists of identification of the

existing college programs in Illinois for training Library Tech-

nical Assistant (LTA's) and 'description of these programs, cover-

ing such areas as curriculum, class scheduling and composition

of faculty. The LTA programs identified in Illinois colleges

are compared to the standards for such programs recommended

by the American Library Association.

This second phase of the study seeks to gain a total picture-

of the Library Technical Assistant - as student, and then as

library employee. In,order to obtain a composite view of the

student in the LTA program (age, sex, work experience, reasons

for entering the program) directors of existing programs were

contacted and asked to distribUie,,survey questionnaires to

students in the program or those enrolled 'in library technology

classes. One program director refused-ti:7 distribute this question-

naire to his students, for reasons unstated. The Research Center

received 151 usable student responsesi. In most cases unusable

responses were eliminated because either they were too late to
/1.

be included in the tab&lation of data or the student had already

graduated andwas empldyed in a library, negating the relevance

of many of the questiokis. It would be difficult to calculate
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a definite-response rate for several reasons: directors estimated

how many questionnaires they would need, usually on the generous

side, extra questionnaires were sent for each progri and in

some cases not all of the questionnaires were distributed.

Taking all of these factors into account, response rate for t

student questionnaire was approximately 50%.

During the first phase of the project, colleges were asked

if---provide lists of stmdents who had completed their LTA programs.

The Research Center sent'guestionnaires to those graduat

identified'on the lists. Additional questionnaires were sent

to students identified by the schools during the:first phase of

the study on the possibility that some of these studenti might

have graduated ddring the time interval between the two phases

of the study. `Of the latter,group of questionnaire, only 5 of

those returned were usablea The others were returned by students

11- still in the LTA programs. A total of 35 usable responses were

om received from those who had completed an LTA program. In phase
&

I offthe study, 102 graduates of LTA programs were indicated.

Unfortunately, some of the programs .ie-re unable, to suppllists

ief
graduates, and some would do so only for the year in which

phase I of the study was constructed. The number of graduates

also includes projected graduatipns, compriting 44 of the total,

estimated by the college. The number of graduates' names sup-

"Ws

plied tO the Center was 51.
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Data

Although several respondents neglected to indicate their
, *

sex on the questionnaire*, it can be easily seen in(Table 10

that the overwhelming majority of the LTA studenp are, emaig.-

Of the students and graduates combined, 95.3 percent are women.

This figure corresponds closely to that given by William E.

Woods in describing the Chicago City College Library Technical

Assistant liro4ram, where he notes that 95% of those who'have

completed a course. in that program are female.8 Chisholm and

Anderson, however, in a study of library personnel (in the

Washington, D.C. area) ound that only 63% of the LTA's are

women.,9 This differen in male-female ratio may be'due, in

part to a possible tendency for more females to enroll in a

formal education program in this area.,

r
It

*In all Cases, where sections of the questionnaire were
left blank, percentages'were calculated by using the number of
pe4gons responding to each question.

4

A
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TABLE 10

Age and Sex of Students 4nd Graduates in
LTA Program.in Illinois during 1973

N*=131. .

39

Students Graduates To 1

% N % N %
M 6 . 4.3 2 6.1 8 4.7

SEX E' 133 95.7 31 '93.9 164 95.3
iipal 139 99.9 33 100.0 . 172 100.0

17-20 15 10.0 1 2.8 16 8.7
.21-25 .. 13 8.7 7 10.0 20 10.9

'.4 26-30 10 4' 6.7 0 0.0 ' 10 5.4
AGE 31-35 15 10.1 3 8.6 ' 18 9.8

direr 40'
30
66

20.1
44.3

3

21
8.6
60.0 V

33
87

17.9
47.3

Tptal 149 99.9** 35 100.0 184 100.0

*N=no. respondents- answering question
**Total may not equal 100% because of rounding o

numbers..

31.
r

4.
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'The largest concentration of students and,graduates falls

in the over7/0 age group--47.3% of the total respondents;

65.2 percent of the total are over 35. A very small percent-

age of the person's in the programs are under 30. This may in-

dicate that the under 35 age group do not see the paraprofessional

level of librarianihip as a promising field to enter. The dis-

cussion of salary and advancement forLTA's adds credence to

this theory. The older age of partic s in the programa"
.-1. A

also corresponds to the large number already employed in libraries.
x

Woods and'Chisholm in their studies both note the high age

ldtrel- of LTA's, but Chisholm4Teels that these age levels are

now being lowered somewhat, possibly due to increased effort

in the areas of certification of LTA's and job structuring

in terms of definition of positions.
// .

Over half of the LTA students and graduatdt'have had some

college education outside of courses in the LTA program. Table

U shows that of the 59.6% of those with other college courses;

30.1% have either a-BaChelor of Arts or Bachelor of:Sdience-C.
. ..., .

degree.*. 141fise.degrees are in a wide 'range-CT fields, .from
,I,

... .

--,.,.,,_ 1.---,chem.i.a.t,6,y CCLIIII-er,REsate.:it....musha.E..at-degrees_ar.t..h.e.l.d....ist.,,,,
, ,.

,

English (10) and Education (), but, as may be expected, a

.large number of subject fields are represented. Most Of,those

*This is 21.0% of the total students represented.1

<
42
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TABLE 11

College Education of1LTA Students and. Graduates
in Illinois Colleges During 1973

A

Students
(N=151)

Graduates .
(N =35)

Total
(N=186)

Previ us College
ork .

N
89

22

111

58.-9

62.9

59.7

No Previous
College Work

N
62

75

41.1

37.1

40.3

/

B , Under*
10 Hrs.

10-50
Hrs.-

50790
Ard:

over 90
Hrs.

N N N N

A.A.
Degree
N

Students
(N=83)

Graduates
(N=20)

Total'
(N=103)

10

r2

12

19

1L7

28

6

34

27.2

S8

33.0

8

6

14

7.8

136

4

2

6

3.9

1.9

5,8

2

1.9

1.9

3.9

BS or
BA

1M.,A.or

M.S.
N

29 25.2 2 1.9

2 1.9 /0 0.0

31. 31:11' 1 1.0

'*No distinCtion was made between semester, And quarter hours.

43

1K.
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entering the program, enter. the LTA program not-as a first

career; but rather as a second career choice, this may be'a

course of study taken up as children grow' up and leave the home,

or:as'a means of advancement in a present'job. The time lapse

between the original degree received and enrollment in the LTA

program follows two patterns. By far the greatest number of

B.S. or B.A. degrees were received over twenty years ago, duringa-

the Forties and early Fifties. The second concerntration of

degrees falls.within the last Veyears. Some of these people

may be entering an LTA program bebause family,circumstances,

r--

location, and tightening job markets .prohibit then from finding
i

V

employment in .their original,fields.of study.
z

The second major group oftTA students are thOse having,.
1

lips than 50 hours of previous college:Credit. They represent

44.7% of the studentsHaving had some college 'Course. work.

This number_of hours mould ordinarily represent 1 year or, less

Of full-time,college work. These persons, as may be expected,-

come from nearly every area of Study, as do those with more

hours. of college work completed.

Two of th iidM1role LTA programiaster'S-'-'

degrees -J'one,in. Hindi language and one in Counselingand Guid-

-ance. In both ,cases, circumstanoes prevented 'the person from

working in "his. original,area of study.

44.
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Work Experience

Tables 12 and13 provides breakdown of the library work

r-7--
Arexperience pf LTA students and graduates prior to their enroll-

ment in the LTA programs by type of library. As'shown in Table 3,

a large majority (73.7%) of the students and graudates responding

, to the questionnaire had worked in a library in some capacity

before enrolling in the LTA program. This experience is in d.,

many forms, ranging from the high schOolstudent working as a

student aide to the full time librarian of a special library.

Of all of those with experience, however, only 26 persons (19%)

have nothing beyond volunteer experience. The rest have been

employed in a salaried library position at some time. Several

have-worked in more than one type of library.\\Of those who

indicate their dates of employment, 67%_have worked in one

or several libraries for over two years, 38.5% have over 4

years of library experience, and 16.5% have spent over seven

-years working in libraries. Froffi these figures it may be con-

cluded that many persons entering the Library Technical Assistant

training program already havea great deal.of familiarity with

library policies and procedures.
WAY, C.,

It may be seen in Table 12 that the largest number of positions

in previous work experience were held .in the school library - 53.1%.

This number includes volunteer student aides-ard alunteer-mothers

working at the school library, so the pre-dominanZe 15f this- typt"

of library in previous work experience -may not be as great in
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TABLE 12

Library EXperience of LTA St
Entering LTA Program (1973)

fi

i

44

and Graduates Prior to

Library
W/Experience

, Library
WO/Experience Total

N %

Students 111 73.5 40 26.5 151 100%

Graduates 26 74.3 9 25.7 35- lams'

Total 137 73.7 49 26.3 186 100%

d -46

ti
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,prior Work Experience Of LTA Students ar0 Graduates
By Type of Library (1973)

Type of
Library

.

STUDENTS GRADUATES

..

N=113* N=30 ;=
FullTtime Part-time ,Full-4me Part-time Total

N, A N % 7' N
,%

'N % N %

Public

School

College

Special

12

23 10.4

8

2

10.6

7.1

1.8

20

35

11

2

17.7

31.0

9.7

1.8

.2

6

1

1

6.7

20.0

3.3

3.3

5

12

2

1

16.7

40.0

6.7

3.3

39

76

22

6

27.3

53.1

15.3

4.2

Total 45 39.9 68 60.2 10 33.3 20 66.7 143 9.9

*Each type of library is included for students and graduates having
experience in more than.bne type of library.
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terms of salaried po tions. The smallest number of positions

(4.2%) were held in sp4ciaL librarie's; in'it9st cases these posi-

tions were in hospital\ libaries. Sixty-one
,
and seven-tenths per

cent of the positions held ',were part-time as opposed to 38.3%

. full-time.

John E. James, in a nationwide study of graduates of Library

Technical Assistant programs conducted -in 197110, presents similar

pre-program employment patterns. He found that 45% of the.grad-

uates surveyed had worked in a school library before beginning the

program.

Students and graudates had a large variety of job titles

before entering the'LTA program. By far, the most common job

titles for this group are Library Clerk, Library Aide; Library

Assistant, Librarian and Student Aide. Other titles held include

Secretary, Clerk-typist, Co-ordinator, library Technician,

Library Technical Assistant and Cataloger.,

Yearly salary levels were computed for the jobs held by

respondents prior to entry to the LTA pro4ram. The average salary

for this group was $5,143/year, the median salary $4,888. There

,---wer4k.r.e-wax-al-Ivig14-%saZarice-paia-t-e-;bheae-c-lica-dirts--..treaelaers-Gert-i

ficates, since they are paid on a teacher's pay scale, but these

are balanced by a few exceptionally low salaries.

James cites an average annual salary figure of $4,089 before

LTA training. Allowing for three years of cost of living
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increases at 5% Swhich May be overly generous to the national

economy) James' figure ries to $4,734,'coriesponding cl6sely

: .

to the median'salary of t$41 8882eported in the present stud.

Respondents were aske to indicatelibrary activities in

which they were,involvedld ring library employment prior to entry .

of the LTA program. Tabpt 4 presents an analysis of the activities

making up this experience.

The first percentage figure is the percentage of students

or graduates with library work experience who have participated

in the activity. The second percentage figure is the percentage

of the total number in the program who have had work experience

in a particular area. It can be seen, in Table 14 that the 44ea

of experience most common to those participating,in the LTA

program is circulation. This would be the activity most likely

to be performed.by a volunteer worker. It also seems that this

is the one area in library work which employs the least professional

or least trained workers. After circulation, the other activities

are fairly equally represented, except for the understandably low
.00

. figures indicating experience in administrative work and data

enerally, work experience listed under "other" reflects

more s ecialized work situations, Working with interlibrary loan

requests was the activity most frequently mentioned, including

bibliographic searching and filling out and typing TWZreqUests.

Working with children, in particular storytelling; and helping
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Areas of-Work Experience Prior to Entering LTA Program

.

Students
(N=111) '

Graduates
(N= 6)

Total
(N=p7)

%

(N=186
% of
total

Types of
Activities

.

.N %**

(N =151)

% of total
Students N %

% of total
Students

,

N

Circulatiqn 88 79.3 58.3 21 80..8 60.0 109 79.6 58.6
Secretarial or
Clerical 59 53.2 39.1 15 57.7 42.9 74 54.0 29.0

Refereke 58 52.3 38.4 13 50.0 37.1 .. 71 51.8 38.2
Periodicals 53 47.7 35.1 12 46.2 34.3 65 47.4 34.9
Cataloging & ,.

Classification 46 41.4 30.5 10 38.5 28.6 56 40.9 30.1
A-V materials -42 37.8 27.8 10 38.5 28.6 52 38.0 28.0
Acquisitions 41 36.9- 27.1 11 42.3 31.4 52 38.0 28.0
Administration 13' 11.7 8.6 5 19.2 14.3 18 13.1 9.7
Data Processing 5- Ti 3.3

_

1 3.8 2.9
.

6 4.4 3.2

Other* 27 24.3 17.9 4 15.4 11.4 31 22.6 16.7,

*For explanation of activities'included in "other" see text.
**Percent of those with work experience.
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students find bibliographic citations and materials were activities

performed by several respondents. The other tasks mentioned

were done by only one or two persons each. These include plan-

ning iibrary progra0ms:teaching library science, weeding gift

materials; total, care 'of classroom libraries, bookkeeping, and

abstracting scientific journal articles for an indexing service.

Students were asked to indicate the asons for enrolling

in the program. The most common reason fo entering is, as

might be expected, the desire to obtain employment in a library.

A significant number of these persons are older woien who want

to work outside the home. Some indicate that their reason for

entering this field is the necessity of taking at least a part-

job because of the high cost of living, These people feel

that library work Mould be more, desirable and rewarding than

office work. ;Other people in this category have already been

doing volunteer' work-in libraries and seek a means of obtaining

a paying position. Another group of persons seeking first library

employment is comprised Of those who want to work in a library

without the necessity ofobtaining the B.S. or M.A. to receive
.-T _

a better paying positio. "I wanted to work in a library, but

didn't want to go through years of college for/it."
, 00'

Although a large number of persons see the LTA training as

an entry into library work, and almost equally large number al-

ready employed in-libraries state that they are taking the-LTA

training as a means of bettering their work skillsby increased
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underStanding of library procedures and practices. Some of the

)persOns in this group are thoSe who have reslibnsible library posi-

tions without adequate training or background, as in the oase of

a teacher with a subject degree who is put in charge of the

school library, or an untrained person in chatge of a special

library. In some cases, the dedision to,enroll in library tech-

nology courses came at the suggestion or specific request of a-

supervisor,/ \usually in the!forM of the School Board, Library Board,

or employer.' These persons who express:an interest in obtaining'

a better understanding of :library procedures or improved job.-skills

do not specifically menti4 job advancement or increased salaries,

but it might be assumed that in many cases this is a factor in,

their decision to ehroll.r There is a fairly large group who do

specifically state thAt tiney are taking courses to advance in

their present situation, iin preparation foriseekinga new position,

and, in general, to make !more money.

It may be seen from'the large number of persons in the last

two Categories, that many students work in:a library during their

enrollment in a library technology program4 Of the students

tedpMering-t5tntqffe&tionna/M 3ik-34t-r-rerstrrttkrat

rently employed in a library; of these 13.0 are doing volunteer

work. It may be hpothesized that these Students come from

libraries where no formal inservice training program; or practice

of promotion from within the ranks is pre4ent. This situation

would be most'likely to occur in smaller libraries.

r
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Other reasons for entering the LTA progr'am are of a sounding-

out nature. Students enroll in LTA courses.to see if they

'might be interested in this type of work As a career option,'or,

in a couple of cases, the student.expressei a desire for a

broader background before going on to enroll in a, Master's program.

Enrollment information
e

Table 15 gives the breakbwn of,enrollment data for students

in the LTA programs who responded to the questionnaire. As can

be seen, a large majority of the students (86%) attend.the program.

on a part-time basis, while only 14% are enrolled as full-time

students. Almost all of those enrolled full-time are working- to-

ward an Associate Degree, while among the part time students the

distribution is almost even betwee those, working for the* Asso4ate

Degree and those working for LT :_Certificate. Also, as may be

expected, there is a greater percentage of part -time than full-time

students in the "notrdegree" and "other" categories. The total

enrollment figures show that the greatest number of students are

working for Associate Degrees. The largest percentage'of part-time

--_, lIudents,take oalx...dp....ecoureeRer semester. Consequently, it must

be expected that it may take many LTA students several years to

finish course requriements for their. Associate degrees.

Tables 16 and 17 show the years in which students in LTA pro-

grams at the time of this survey intend to complete-their- study
. _

and in what types of-library situations they intend-to seek employ-
,

F

q3'1
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TABLE 15;

52

Data on Enrollment of Students in LTA Programs During1973

Program
Objective

,Enrolled (N=143) .

Total
.No.

taken`.
on part7time

2

of

3

classes
(N=121)*

4

basis
5

Full time Part time

N
% of

full time N
% of

part time 'N

% of
Total 1

..;--"
Associate
Degree 16 , 80.0 . 48 39.0 : '64 44.8 28 13 '3 1 1

Certificate 2 10:0 4,6 37.4 48 33.6 39 7 0 0 O.\

Non-degree 1 5.0
,

1,8- 14.6 19 , '13.2 14 4 0 0 0 \ 1

- V
Other ** 1 5.0 11 8.9 . 12 8.4 9 1 0 1 0 .---'---

Total 20 100.0 123 99.9 143 100.0 90 25 3- 2 1

. r

A of total
Students 14%

,

86% .

*Not/all students indicating their program objective in4cated how many
courses they were taking.

A
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ment. Corresponding to the high percentage (51.3%) of students

with work experience in school libraries, a high percentage

(46.8%) of LTA students wish paraprofessional employment in a

school library. As can be seen in Table 6, 34.8% of those desiring

an LTA position in a school library a ad have a position in

this type of library. Overall, 31.9 the students hold_posi7

tionsi c°in thd type of library they sh to workif after completion

of the program. Many of these individuals state that they wish

either to keep their present position in the library in which

they are presently employed or be advanced in the same library.

A few, though, did indicate that they would be willing to leave

the library where they are working even though it is the type of

library in which they deisre employment, for a position

financially rewarding. The high percentage of non-degree studentw

already having employment in the desired type of library reflects

those persons who,armme attending the program solely to improve

their work skills. In school libraries, most of this non-degree

group are taking courses to fulfill local Board of Education re-

quirements.

Although these two tables reflect the first stated preference

of the student, many give more than one acceptable type of library

for flItule employMent and some state that they would work in any

type of library. When second and third choices ofthe 2e students

indicating multiple preferences are taken in to account, the pert--
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centages of desired employment for both school and public libraries

rise, whil,e those for the other typeS of libraries fall slightly.

The percentages for school and public become 30.8% and 50.3%,

respeltively, being indicative of the large number of persons

preferring either of these types of libraries.
, It appears,

that the LTA student, especially those not desiring to stay in

their present fob situation, will remain flexible in choiCe of

libraries entered after the completion of the LTA program.

Graduates of LTA programs

Of the 35 graduates responding to the questionnaire, 9, or

25.7% are not employed in a library. Of this number, six are

not actively seeking a library position. Two of these are women

recently married and not planning to work, two have taken secre-

tarial positions and two are working as volunteer librarians.

Two of the three graduates looking for library work desires part-
A

time positions and are having difficulty for this reason. The

other does not indicate her JOIcific problems in finding employ-

Of those not employed in librar(*s, only one indicatesmeet.

that the LTA training is of no value in her present situation;

the others are using their background to do such things as setting

up a research collection for a company or organizing-files

music, in the case of a housewife/music teacher.

of

'Among. those employed in library positions, only two state

that they had any difficulty in finding library work, but others
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Mention tihat the job market for this job classification level

is very tight in their geographic areas, and feel themselves

lucky that they found jobs. Three persons state that although

they had no trouble in finding employment, their positions are

not really LTA positions, especially in reference to the salary

paid,* Unexpectedly, there does not-seem-to be-any relationthlp

between the areaof the state the person is in and difficulty

In finding employment. One might suppose that it would be easier
Ty

to obtain an LTA job in the larger metropolitan areas, where the

larger libraries have a more complex breakdown of staff positions

than in smaller libraries. This hypothesis, however, was not

borne out by the data received in this survey, but since the

number of returns is small, it is difficult to make any sort of

1

valid generalizations. It may be that the tend ncy for smaller

libraries to hire the LTA in the capacity of a rofessional

accounts..for the lack of difficulty in finding jobs in the smaller

,communities.

Contrary to these expressions of-no difficulty in finding

employment, the Research Center found j.n Phase I of the study

'that programs in Illinois were being shut down because of lack

of job opportunities in the alp Birkheimer, in an article in

Illinois Libraries in 1970, during the period of the shOrtage of

manpower in library positions, questioned even then that the avail-
- .

ability of employment opportunities foi 'the library para-professional



www.manaraa.com

47

58

was as great as one might be led to believe from the profes-

sional literaturell. The problem most prbably, is not a lack of

employment opportunities, pef se, but a lack of opportunities

with clas ifica.tion, skills required, and salary commensurate

with ing of the LTA. Mrs. Hannah McCauley, the Head Librarian

at Ohio university, expands upon this observation by noting that
\ ... -, _ ...

,

"viherever library programs exist, there is a need for the library

technician, 'There always has been such a need, and it is only

now that LT 's are becoming available to fill this need. The
--..

major problem that of achieving recognition of the library

technician by the profession as part of the library career ladder,

i.e. recognizing the role they are trained to fulfill and paying

them /according to',their training and skills."12 This type of

employment problem would seem to indicate the need for some type

of standardization and delineation of both the training of the

LTA and his job classification after such training.

Employment

Tablel8 gives a breakdown of the types of libraries in which

those completing the LTA program found employment. School libraries

#
are by far the largest grapp employing these LTA's with 16,or

57.7%,finding employment in this type of library. Only one graduate

found employment in a special library. This dOminance of the

school library in actual emplorent,figures corresponds closely to

those figure*given for work experience in and -job preference for

school libraries - 53.1% and 46.8%,respectively.

kre-'41
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Table 18 alsO' indicates the salaries paid to LTA's by type of

library. The salary amounts p show no major differences be-

tween types of libraries for this group, but the sample size is

really too small for,the types other than school to make any

sound comparison. The combined mean salary for the 23 of the 26

employed persons reporting salary figures is $6,079: The average

,, starting salary of a Master's graudate for the same year was

$9,423 overall, $9,404 in the Midwest13 While the figure of $6,079

falls within the range ($5,500-$7,200) suggested as feasible at

a Council on Library, Technology worshop in 197014, this salary

range would now be raised commensurate with the cost of living

and the mean salary-paid to this group considited too low. is

salary level may seem adequate for the person supplementing

%. another family income, but as a sole supporting salary, it is

inadequate. Until such time as salary levels are improved for the

paraplofessional library worker, it would seem of great importance

for LTA programs to be expecially conscientious in counseling

prospective students as to what type of salaries they may expect

to-receive.

In the comparison of pre-training and post-training salaries

shown in.Table 19, one can see that the mean adjusted change in

salary for this group was a gain of $1,571 in annual salarY. ThEe

adjusted change was calculated 'by allowing a 5% cost Of/living

increase in the salary before training for each year- elapsing
A

between the last paid eTployment and employthent after the com-

pletion of the LTA. program, and adding this amount onto the
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TABLE 18

Employment and Salaries* of LTS's in Illinois by Type of Library, 1973

Type of
Library

Employed Mean
Salary

High
Salary

Low
Salary

Median
SalaryN %

Public 4 15.4 $6,413 $7,280 $5,096 . $6,864

School 16
..,

61.5 $6,066 $7,488 $4,100- ,$6,396

Special 1 3.8 $5,741

College 5 19.2 $5,754 $6,800 14,596- $5,810

Total 26 99.9 $6,079 $7,488 $4,100 $6,400

*Salaries converted to annual salaries
**Mean computed from salary figures given. Not all respondents

supplied salary f,igureg.

vr .

6-)

1'
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TABLE 19

Comparison of Library Salaries-Befoke-
and After LTA Training for Individual Cases, 3

Salary/yr: Salary/yr. Raw Adjusted (No. yrs. since
Before After Change/yr. Change/yr.* Employment)

$3,300 $5,440 +$2,140 +$1,975 (1 yr.) :

At g
$3,248 $6,760 +$3,512 +$2,189 (6 yrs.)

$4,160 $6,240 +$2,080 +$1,872 (1 yr.)

$5,200 : $5,720 +$ 520 +$ 359 (1 yr.)
.

$3,640 $6,884. +$3,224 +$,647 (3 yrs.)

$4,368 $5,200 +$ 832 +$ 384 , (2 yrs.)
Mean Mean -v--/
Raw Adjusted

AL Change Change
-110 +$2,051 +$1,571

*Adjusted_ change in-annual salary figured allowing 5% coat of living
increase in pre-training salary for each year lapse between last
pre-training salary and post-training salary.

(dp
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firsts lary figure, thus making the two salaries comparable.

James his study, notes an increase in salary after the

Technician program of $1,262.39.15 If'the salary figures for

the currently employed LTA students in theepresent-Study are

compared, the increase drops to $935, or, adding 1 year cost

of living at 5%, to +672.72. These increases do not seem

commensurate with the amount of training received by the LTA '

student. Several of the graduates mentionfon their questionnaire

that they do not think the salary paid 'to them is reasonable.

In some cases, it is at, or just above, that salary paid to

is

the regular clerical staff. The e graduates believed that the

salary paid to them would be m re in line with their training.

Again, these situations point to the necessity of thorough

counseling of the potential LTA - student prior to entry in the

LTA program

Of the library positions held by these LTA's, 6, or 23.1%
A

are prt-time. These part-time positions are evenly divided

between the school and public libraries. (Three of the'four
_ .

pu 'c library positions are part-time.) The graduates have

IIemployed in their positions an average of,almost 2 years,
.

b everal have held their LTA jobs for 3 years. Only one

person reports having switched jobs, perhaps attesting to the

newness of the LTA on the library scene.

sition titles vary widely, as shown in Table 20, but it..
t

-heartening to note the frequency of use of the titles

Af

4
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"Library Technician" and "Library Technical AiSsistant" although

it must be noted that without proper qualifications are sometimes

given these same job. titles.

TABLE 20

Job Titles of Those Completing LTA Programs, 1973

Title Frequency
Library Technician 5

Library Clerk 5

Library Technical AssAtant 4

Library Learning Center Aide 1
Media Technician' 1
Librarian' 1

Learning Resources Specialist 1

Head of Technical Processing 1

Assistant°'Librarian 1

Cataloger 1

Children's'Librarian 1
'Librarian 1
Secretary 1

Only one graduate of a program does not feel that his

training has adequately prepared him for the position he holdsi

but, this comment must' be taken in the context of the position

that Of a person working solely with A-V materials. All of

the other LTA's feel that they have' received adequate training.

'However, both employed and unemployed gradUStes are able to

. :offer areas whiCh they thirik are particularly well-covered

in their LTA programs and t osenthey think ars'neglected. Of

' coutse it must be reme ed that these areas, shown in Table 21

differ with each program arid with the illividual library situation
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TABLE 21

Evaluation by Graduates of'Adequacy
of Traiping in Specific Areas; 1973

Y.

Tasks Mentioned
Not/

Emeloyed Employed Total

Most adequately prepared -

Reference .

Cataloging
Selection
Processing
Acquisitons
A-V Materials
Working with
Public,

Record-Keeping
Other 1

3

2

-1
-

. 2

1

3

1

/

9

- 5

5

6

3

a

1

7

12
7

6

6

5

4

4

-. -

.
4,7

Least adequately pOgpared-

A-V Materials
Cataloging ,

Administration
Referehbe ' r -

Working with .

Public
.

Clerical -

Data Processing . 4.

Other

.

Or

--

3

1,

-,

1

-

1
-

6.

3

2

3

1
'2

-
4

.

6

6

'3

3

2

2

1

4

1'
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of the graduate.,'Among those tasks that are designated as least

adequately prepared, work with.A-V materials elicits the most

comment\ "I feel that LTA programs whould have a better AV

program because in the

librarian\ this falls

asked to illdicte the

least competence and what factors they attricute to affecting

this performance. In very few cases did the tasks mentioned

as "best prepared" and "worst prepared" correspond to those chosen

as performfd with most and least competence. 'In the latter set

of tasks, more personal factors'are cited, sudh as interest or

personal aptitude, with very little mention of the effect of

training .o ir

smaller schools where there is no ,head
1 /

on the LTA.!' Employed graduates were also
P

/

lobs they think they perform with most and

As.shown in Table 22, only about orVf-fagrth of the persons

who completed the LTA program flatly reject the possibility of

urther education in library science. For some, (22.9%), this

in olves the pursuit of another library science degre7 It is

,yin resting to note, though, that all except one-of these people

fall in the over-40 age category. In most cases, those indicated

by the "other category are the orbs who wish to, take more courses

to broaden their knowledge, but have no desire to obtain another

degree.' he largest single category, slightly over.onethird of

the totals is made up, of individuals taho are undecided aboutfurther

(1;
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TABLE 22

ExpeAations of LTA Graduates for Further Education
in Libiary Sci ce

Further education
in library science

Employed
Graduates -

N %

Non nployed
Gra4uatesk Total
N -, 1 % N %

1.

No 5 19.2 4 c::'44.4 9 25.7
1

Yes 11 42.3 2 22%2 13 31,7.1

B.S. in L.S. 5 19.2 0° ,5 14.3"
M.L.S. 2**-7.7 1 11.1 3 8.6J
Other* 4 15.4 1 11.1 '5 14.3

a
Don't Know 10 38.5 0 3 33.3 13 37.1

Total 26 100% 9 99.9% 35 .99.9%

.

*Usually more courses - no degree intended,
* *One expressed interest in working for doctorate in area

iof archives.
;

\,4 .

6si

j
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education in's-library science., One..inight hypothesize that enthu-
.

siasm_for.librariwork, dissatisfidion with present.jobjevel,

and family sltuatval will be the m4jor factors affecting this

. . . a
.

decision.,
.

.. ,

Eleven of the gradu et, or 42.3% indicate. on the question:-
,

-. -.,

na.ire that they have soeNsu visory responsibilities. The :.4
number of persOns superyiied rabl'es froni one: to thirty with

opleven being- the mean number of subordinates. Th4ersons being

pervised consist almOg-t entirely of three groups wiloth the first

two groups * student aides and volunteers, being the largest.

The finah,,and much.smaller-group supervised is made up of clerical

pdisecretarisl workers. The other fifteen graduates q57.7%)

dm.o,q s71.tVihg on the ddb.

Of thdie persons-who had worked in a libr prior to,enter-,

ing an LTA program, the majority (76,4%)-indicat thatthey have

.*More respO 'lay in their presentAitipn than th 'r previous
&

one. Two per ons -(11.8%) say they now have less responsibility,

and two $disons. (11.8%) now have the sae amount of respOnSibility.
g, - , ,

..
. -

.

4

6 .....

, eer,

.

i.

,

S "`
.1%

IL

ei

"

4

6

a

*

4
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Task Analysis

-Since the library .technical assistant appear on the'library

scene, one of theAajor concerns of the profelpiOnal librarians-
, .

17

has been, and remains, ,tat the division betweeh the professional

and the paraprofessfonal-will 'disappearl.and with many professional

jobs there is concern that economics will force the library employer

to hire an LTA in place of a professional, replacing the higher-paid

positions with lower paid, less trained personnel.

Major organizations (COLT, ALA, CLA) involved with the LTA

and his training agree thallit is necessary for the technician

to be employed in a situation where he has 4 professional librarian.
. .

supervising his work. Both the ALA's "CriteT3:.7 for Programs to

Prepare Libfary/Media Technical Assistants" and its Library and

Education and Manpower Statement of 197016 emphasize the supportive

nature of the library technician. John Marshall made the fol-

lowirig statement at a workshop held by the Canadian Library
4 W

Association, "A must be absolute -clear and insist on the neces-

sity for the library technician. 6- be'adeguatZsui)eivised by a

librarian"17. IH view of-this-pnanimous insistence of supervision

by a 14ofessiona1 librarian, it is disheartening to note that,

in the present study, seven of the LTA's,or 30.4% of those pro-

viding.a personnel breakdown for their library situation, have no

profeisional librarian Ivd,k't.hem.. Of this group, three are being

supervised by a teacher/librarian, while the other,four (2-public,

school) 1aye no Supervision at all-. This lowers the total percent-

Al

ti

A.
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age of those without any type of professional supervision to 17.4%,

but this remains an undesirable situation. Woods, reporting on a

survey of LTA's done An the Chicago,area, notes a similar 15% of

those\aurveyed working without the direction of a professional

`librarianl?.. It seems:then, that sbme of the librarian's fears -in

this area may be -founded upon-actual practice. The-librarian also

might be made uneasy by some of the LTA course descriptions contained

in the 1973/74 college,catalogs. Some *programs are still offering

courses entitled "Selection of materials" and "Cataloging and Clas-
,

sification", areas which are generally considered to be-professional

activities.

Three of the graduates express dissatisfaction (on their

questionnaires) with the accepted supportive status of the.LTA.

One person states that since the LTA has, two years of training in

what phe feela7is approximately the same type of training as the

Master'S' program, except in the area of administration,-she can not

see why the status of the two. shOuld;be so different. Another'

graudate does, not understand why a teacher/librarian should have

supervisory power over her, since she has had more library-related

training. The final student flatly refused to give a personnel,

breakdown, saying ,the differendebetween classifications receive

far too much emphasi . These three examples point rather clearly-

to. the need-for the staff Of LTA, programs to counsel them prospec-

tive,students as to exactly what the nature and terms of their

employment will''be; the salary
4
they may expect, their position in

71.
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the library hierarchy. It is at this point that the student should

be able to clearly see the difference and make the choice between

the role of the professional and the paraprOfessional librarian.

Several structured job descriptions exist for the LTA ,position.

Some of these include the U.S. government's GS -1411 Classification,19

several individual description from smaller libraries contained in
a

the Canadian Library Association Workshop on LTA' s2° and the

SERD library task classifications21 used in the task analysis portion

of this study. AudiovisUal tasks are contained in the JIMS task

descriptions22. These job descriptions all include the same type

of tasks at the paraprofessional level, tasks which, in the words

of Fritz Veit "...are more complex; require a more extensive knowledge

of Policies and-procedures, require a full understanding of the

organization, and entail a larger area of responsibility with less

supervision" than tasks performed by the library aide or clerk23.

At the same time, as Veit explains in a different source, these

tasks are distinguished from professional level tasks, the latter

,
requiring a more thorough grounding in libraky science, involving

the establishment of general policies and requiring independent

functioning in making policy, decisions and giving direction to

\Others24.

In the final section of the present study, employed LTA

graduates wire asked to check of$ on a list of 99 task items,

those tasks that they perform in their job) indicating on a scale

of one to-five, with .onekbeing the least time consumingand five

the most time consuming, the relative time consumed by eaoh task.

79,

AIN
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Theses tasks were selected and adapted from the SERD Library Task

Analysis mentioned earlier in this paper. The recommended personnel

level for each task-was accepted, although not all of the tasks

indicated under any level were used. Appendix B (page 83 displays

both the tasks used, their designated level, and the complete results.

of the survey, including the number indicating performance of the

taskithe mean time spent on the task by those performing It, and

the mean time spent on the task by the total number of employed

graduates. A comparison of some -of the task levels shows that the-

line diliiding the clerical and technician tasks is very finely drawn

and is subject to.some overlapping. This is especially true in

small libraries.

While'the number of respondents in the/sample is not,really

large enough to make geneializations concerning patterns f job

functioning in different situations, one can note oblem and

specific employment patterns contained within the saD111.r. The most

obvious finding of this section is that the LTA does engage in many

tasks that are considered the domain of the professional librarian.

The mean number of tasks performed on all three levels is 48.62

or 49.1% of the total tasks included on the'list. As might be

expected, the total number of tasks peiformed shows a negative

correlation to the total number of persons employed in the library

See scatter diagram.I). Of the 28 professional level tasks pre-

sented, a mean number of 12,96, or 46.3% of the total librarian

tasks included were performed. This large number of librarian-
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level tasks performed, combined with the'number of LTA's, lacking

professional stipervision might be construed to represent a threat

to the emplop6t of'the professional,librarian,'.but it might be

more profitably interpreted to representan ignoiance on the part

of 'the employing library concernipg the intended role and most

effective use of the library paraprofessional. In a comparison of

the number of 14rarian level tasks and time, spent in these tasks '

between the group of persons having one mater's level professional

librarian ove them and the group'having,no supervisory professional
i7

s -4

librarian, no, Terence was found. Table-23 displays the results

of this comparison`.

TABLE 23

ti

Comparison of Librit ian Level Tasks Bet'een Those LTA's
With and Without Professional Supervision

mean no. i mean % of index
type of libn. tasks main time time spent in of
rou erformed er libn. task libn. tasks validit

ith professional
supervision (1 person)
(N=11)

ithout professional
supervision
4N77)

14.7 2.71 26.8%. 150

16.6 2.78 27.1% 170

*This figure is an absolut total amount f ime spent-on the job.
It should be reasonably- table between roues compai-ed, and is in
this ease.
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Al can be seen, the presence or absence of professional stiper-

vi5ion male almost no difference in' the number of librarian-level

tasks performed and the time spent in performance of these tasks.

These results would seem to indicateone of two possible causes -

the questionnaire was grossly misinterpreted, which seems unlikely

from the index of validity figures, (explained in footnote,to Table
ti

14), or -that mismanagement and inadequate job planning is evident

in the work assignments in these situations.

In the task section (not included here) where the task structure

of each LTA's job as displayed, several individual job situations

are represented which illustrate, in some Cases, situations which

the LTA and those concerned with the LTA wish to avoia, and in others,

job descriptions of more specialized library situations. -One.of the

examples of job situations to be avoided is the case of a Perscin who

reports performing only six tasks, five-of which are clerical.

In a large library situation, this LTA is doing only clerical work -

a waste of training and skills which might be better utilized.

Thy other extreme of this continum is shown by the person who is

completely in charge of a small sdhool library. \This person reports
%

sx,

performi g a total of 89 of the 99 tasks. She writes in a note that

since s e is the only one responsible for the library, she perforps
I

most 91f the tasks lj,sted.

Specialized library Situations are reflected in the task'

'structures of some of the respondents. One person does mainly

ti

.

iss s

v4;

Ae.
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cataloging, consequently the large majority of her tasks fall

within this division. Persons with central- processing in their

libraries do no cataloging tasks. One person works only with A-V

materials;-the majority of tasks he performs are very specialized

and not included on the list. Another works almost completely with-

in the areas of circulation and reference., It isthe occurrence
I

of these specialized.library situations, that lead ALA to recommend

in its "Criteria for Programs to Prepare Libray Media Technical

Assistants" that 25% of the LTA curriculum be left open to special-

ized courses: This, of course, would be.most effective when the LTA

program coordinators have, through communication with the community,

a knowledge of which specialized skills will be required in the

employment opportunities available. '

I
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Summary and Conclusions

The two Phases of this study of the Library Technical Assistant
. .

in Illinois examine the LTA training programs available in Illinois

and the LTA himself, as student and as employee. The LTA programs

in Illinois vary widely in size, number of'courses offered and

subjects covered. Few conform closely to the ALA's recommended

course area distribution, and only one employs the minimum recommended

staff, including a full-time director and at least one full-time

instructor. An effort should be made to bring the remaining LTA

programs up to these minimum standards, thereby making more meaning-
,

ful the concept of formal Library Technjocian training.

An important step in solving the problems of recognition of

the validity of formal LTA training, salary inequalities and job

level standardization may lie in.the area of state certification

of LTA's and LTA training programs. Although it is recognized, and

desirable, that there are many paths of entry into the paraprofes-

sional level of librarianship - through an undergraduate subject

degree, in-servic training, communi* college programs - a certain

\ stated qualifica on level, perhaps an interplay between typei of

\education and years of experience would aid. in achieving recognition
1 , w
lof the status of,ariLTA and realization of the types of activities

/
..

he or shee is and'as not qualified.to do. This is, of,course, ac-

CePting the premi.se that it is. desirable to have as college-prepared

intermediate level paraprofessional. This,Would help eliminate

18
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situation where the technician is left with responsibilities beyond

his level of preparation and eliminate uneasiness of the part of

some librarians about possible encroachment of the LTA into pro-

fessional positions. In any case, an effort should be made to pro-

vide some liwe of education in the use of LTA's, not only for the

already structured civil service position, large public and uniVbr-'

sity libraries, but also, perhaps where it is needed most, in the

small and medium-sized libraries not already acquainted with this

position level.

The unrealistic expectations expressed by some students and

graduates in the second phase of the study also point up the neces-

sity of thorough councseling of potential LTA students before

entrance into the program, acquainting them completely with the

differences between the professional and the paraprofessional in

the areas of salary, duties and status.

Also, the school contemplating the development of a library

technology program should make sure that there will be jobs available

111)

in the community for its graduates. This is especially important 4

since most graduates seek employment in the geographic area served

by the college. An idea ofwjob availability may be gained through

interaction witha community.advisOry group composed of potential

employers and/or some sort of survey questionnaire to guage job

possibilitiei. The foimer technique of an advisery group .will

particularly aid in planning the curriculum to correspond to actual

employment situations, suggesting specialized courses which will
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be most useful.

The Library Technician has a place in the library employment

hierarchy, especially in this age of shrinking library budgets.

However, care must be taken that the LTA performs tasks suitable

to his training and abilities, and is not used as cheap replace-

ment where a professional librarian is needed. Means o'f reaching

this end may include more standardized and better equipped

training programs, -more formal delineation of job duties in job

descriptions, and a basic understanding on the part of library

administrators of the proper realm of duties of the Library

Technical Assistant.

4

t.
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APPENDIX A

ILLINOIS COLLEGES OFFERING LIBRARY
,'.TECHNICAL ASSISTANT PROGRAMS je.
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Loop College"
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An in7servi.ol&ITaining program for jmployees of
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.

science
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program,

Mallinckrodt College
ORilmette)

. A program designed specifically to aid schobl
librarians ih gavining-ceitification.avd in
performance of library di.itips_t

V. ,
Morton College

(Cicero)

Prairie State'
(Chicago

.44
0

C011ege
Heights;

Sauk Valleii°College
(Dixon) ,

.
*../
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- APPEN1IX A (cont'd.)
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Southern Illinois University-
(Carbondale)

Vocational-Techn 1 Institute

Southwest Coil
Chicago)

Thornton Community College
(South Holland)

(RivekGrove)

Wright College
(Chicago)

.
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Appendix B

Total**
No. Mean* Mean

-`'Task Performing Time Time
Level Task Spentt Spent

LIBRARY TASKS

Levels:
L=Librarian
T=Technician
C=Clerk

A. ACQUISITIONS
Ma.

83

1.

2.

3.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

i

,..

L 15

L. 15

L 15

T 21

T 19

T 17

L 9

C 20

C 10

C. 12

C 16'

C 18

T 18

C 15

C 11

T 12

-

T 8

,

C '11

sT ) 10

L 9

, .

other - list

.

.

2.13
2.66

2.0§

2.52

.

2.63

l

3.23

3.00
2.90
2.30

. 2.33

2.75

42:33
2.55

o

2.46
240
2.25

2.37

2.09

2.20

2.44

1.23

1.54

1.19

2.04

1.92

_ -
.2.12

1.04

2.23

0.88

1.08

1.69

1.62 I

1.77

1..42-

1.23

1.04

.73

.88

.85

..85

.

1.

2.

3.

4.

5.

-

6.

7.

8.

9.

10.

11.

12..

13.

14.

15.

16.

17.

18.

19.

20.

21.

0
,

Identify na re of user needs and interests.
Select print a non-print materials for.

library collection tb sleet needs of users.
Prepare lists of materials needed in

specific subject areas.
Search catalog and order files to detfikine

if materials to be 'ordered are already in
collection or on order.

Check standard tools for bibliographic data
_fox °rearing
Assemble data for preftration of orders, in-

cldding name of dealer, fund to which pur-
chase is to be charged, number of copies -

and their distribution.
Make final approval of all orders.
Type order-forms. .

, (

Type ford letters to accompany order 'format
Send toftcataloging copies of completed order

forms.
File order slips and forms. .

Open and sort materials received.
Check materials received against original order",

identifying discrepancies; and taking steps,
to correct the discrepancies.

Keep record of materials added to collection.
Assign accession numbers to all new materials.
Periodically produce lidts of serials

acquired by library.
Examine requests for serialtback issues and

replacements and prabr materials following
specific guidelines.

Mehra record of all serials added to
c lection. _

. -0N
Ch ck lists of damaged and worn material-LIR

see if they are still in print.
Iiecide on permanent *tit rawl of materials

from the library's col ,ction.
OTHER

*Mean time = includes only those performing task
.**includes all respondents .

ton a 1 to 5 scales with 1 representing least time-consuming tasks, and 5 representing most
time consuming, tasks. ep

1 li
' 85

Ity
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, No.

Task Performing

Level Task

Total
Mean Mean
Time Time
Spent Spent

= 84

B. CATALOGING AND CLASSIFKATION

22. L 9 3.00 1.04 . 22 Determine cataloging and claisification
policies for the library.

23. T 12 .3.00 1.38 23. Assist cataloger with routine and uninvolved
clad6ification of materials.

24. T 16 3.19 1.96 24. Perfeerm descriptive catalogin of matAials for
which LC cards or MARC tapes are not
available.

25. T 14 2.93 1.58 25. Catalog fictip.
;6. L 13 3.46 1.73 fib.' Assign classification notation to non-fiction.

materials.
27. C 14 3.07 1.t5 27. 'Assign book numbers (author notation).
28. T. 13 - 2.69 1.35 28. EstOlish form of author's name by checking

catalog or'reference tools.
(\7,...29. L 17 3.12 2.04 29. Assign subject headings to materials.

30. L 14 3.43 1.85 30. Determine number and type of added entry cards.
31. ' T 3 5 .58 31. Translate materials from foreign languages

into English.
32. T 8 3.38 1:04 32. Annotate audio-visual materials.
33. T 11 3.45 2.31 33.0 Prepare for typist copy to be type for catalog

cards.
34. .4 17 3.53 2.31

A

34. Type cardS of all types for catalogs shelf
list and other files from copy provided.

35. T. 18 3.28 2.27 3. Process added copies ajd new editions.
36.1 T 19 2.79 2.04 361: Remove from catalog and shelf list all records

of' materills which have been lost or withd awn.
37. T . 16 2.31 1.42 37. Change all appropriate records whematerial

are transferred within the.library.
38. 'C 15 .3.00 L.73 38. FileFile shelf list cards.
39. }..,T, 15 3.00 1.75 39 File catalog-cards:
40. other 40. OTHER
41. other 41. OTHER

1 4

C. PREPARATION AND-MAINTENANCE OF THE COLLECTION

42. L 13 3.85 1.92
_

42: Supervise entire upkeep procei, organize .
. %

43. C 16 2.00 1.23

N -work flow, assign work to staff and stipervise
work bein one. . 6 1.,

43. Add marks to neiwLMAttrials4,

44. C 12 2.50 1.15

.owhership

44. numbers 9n mliatCH.als. " ,lace ca
45. C 14 2.50 1135 45. a And lyfIX,. pldtes, pockets, cards and

labels to .new4or rebound mat, ials.

46. T 13 2.62 1.31 46. Inspect newly processed materiali to make \

171,: certain -necegOary procedures have been
properly completed.
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.
Total

No. - Mean' Mean
Task Performing Time Time y.

Level Task Spent Spent

47. L 6 2.67 .62 47. Approve binding specifications.
48: .A. 7 2.43 .65 48. Send materials to bindery, with complete in-

structionsas to fabric, color, identification,
etc.

49. 10 '.00 ..77 49. Cfieck materials returned from bindery
against original order, taking steps to
remedy any problems.

50. -T 2.43 .65 50. Note gaps in journal and periodical collections
and recommend microfilming or purchase of

_ 4? back issues.
,

51. L '15 2.67 1.54 51. Plan shelving arrangements and procedures. . ....

52. L 17 2.59 1.69 52. Plan shelf reading and inventroy procedures
, .

and assign work to staff.
53. C 17 2.12 1.38 53. Shelve materials by information on spine or

label.
54. Cr '. 18 2.11 1.46 54. Periodically check to make su materials'on

shelves are in order.
55. T 15 - 2.67 1.19. 55. 'Make routine and spot inspections of shelves

and files.
56. lf 18 2.39 1.65 '56. Periodically inventroy the collection.
57. T 15 , 2.40 1.38' 57. Search charge records, shelf lists and other

files to trace missing materials. / ,,,,

58',4, other

59.

60.

61.

62.*'

'63.

64.

65:

_
66.

67

68.

69.

70'.\

71.
,,

.1. 13

T -11
C,

1.,

T 13

T '15

T - 16

T' -.16

,-
L .12

T 8 1.63 .500 69.- Sort all interlibrary loan requests and
.4 ,

6 .

.

_

T 7

58. OTHER

/D. CIRCULATIO , /

2.69 1.35 59. Est bli circulation Policiea/and procedures. 4(

3.64 1.54 60. Sup i e circulation and registration routines.
2.50 1.92 '61. ,Char , renew and dischar e circulating mat :'

_

erials.
1.92 .. .88 . 62.. Decide what atatisti are to be kept on

circulation. *-

. -
63. Supervise painte nce snd compilation of

circulation tatilittcs.
. 64. Keepeircul ion.records:

2.20 1.27- i, 65. 'Respond t user complaints.
22.13 1.31 66. DEte e when materials UnersearchrMay be

cl sified.as lost. .

1.94 '1.19 67. De mine amount to charge borrower for'inst
or damaged materials'. '

1;92- .88 68 Supervise interlibrary,loan policies and
_procedures. --..

assign to appropriftte staff.
2.00 .46 70. Approve interlibrary loan orders for dfterials

to leave unit.
. t . .

2.29 '71. Call in materials on loah wheniequired efie.-
. . where. -

N
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No.

Task Performing
Level Task

Mean
Time
Spent

Total
Mein
Time
Spent

72. L 11 2.45 1.04 72. Supervise eStablishpent and operation of
reserve collections.

73. other 73. 'OTHER

E. INTERPREPARATION AND USE OF COLLECTION
74. L 13 2.54 1.27 74. Determine what user groups are to be served

and the extent and kind of service -to be -

4given.

75. 20 2.55 1.96 75. Guideide users.to departments and locations Where
required services can be proVided.

76. T 19 2.16 1.58' 76. Answer questions regarding types of library:

services provided. 4 4

77. . T 21 2.86 2.31 77. Answer simple reference questions.
7&. L 17 3.59 2.35 78. Answer all types of reference questions.
79. L 18 2.72 1.88 79. Provide instruction to users and/or staff in

use of bibliographic pools._
80. T 17 2.82 1.85 80. Prepare, with review by librarian, siMple'and

specific bibliographies. 4.

81. L 20 3.25 2.50 Aid user in selection of materials.
82. L 16 3.13 '1.92 04! Acquaint school .facult7 of- resources available

ih library. ' 4 , .

83. L 12 3.00 1.38 83: Aid faculty in planning library-related
"adtivities.

84. T 6 3.17 .73 84. Conduct story hours for children by reading -

4 or telling stories:, ;

85. T 12 2.75 1.27 85. Review standard reference tools for information
requested by,staff.

86. L 7 2.57 .69 - 86. Develop new-services and programs for user

0
groups.-.

87. other
...e.

87 OTHER_ -,---
.. , ._ - .

88. T 46 2.63 1.62 88. Select theme for and plan library displays.
89. T 14 3.43 1.85 89. Review vertical files and keep them up to -

date. . **

90.

--91-.

T

T

-9

10

'3.43

2.60

1.85'

1.00

90. Manage AV center. in terms of overallitechnical
responsibility. II ,

91. Recommend purchase of AV materials. - z_

'12., T 9 3:11 t.08 92. Upon request select appropriate AV materials-
. 4P-on particular topic.,. 1

95. T '9 3.67 " 1.27 93. Establish maintenance,guidilines and pro-
.- , .

ki.: cedures for AV equipment.'
94% T-

O
8 3.00 .92 94. ,Produce AV materials for the library's col-

' lection.
95. . T 14 ' 2:57 1.38,, 95. instruet others the use of AV equipment.
96) L 4 5 2.te- ..500 96. Prepase- and administer library's 'budget.

,:

97. T .6 - 3.33 .77
. 97. Alinhin library's 'accounting system.'

98. T -- 10 ;.5 2.00 4 i38 .98. -Interview applicants for non - professional
position. e

.

4

a..
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99-.

,:100.

101.

102.

103.

104.

105.

106.

Task- Performing
Level Task....

N.

Mean
Time
Spent

Total

Mean
Time

Spent

L 2 2.00 .38 99. InterView and make final evaluation of qualifi-
cations of all applicants for library jobs.

I. ,. 5 1.40 .27 100. Prepare job descriptions for all positions
in the library. >

L

T

'6

7

2.33

3.00

5,54

.41

101.

102.

Evaluate performance-of.othei-members of the
_

library staff.
,

_

Supervise one or-more members of the staff in
own department.

- C 14 2.00 1.08 103. Type letters for other members of the staff/
T 4 3.25 .50 104. Coordinate activities of entire staff, adjust-

ing work hours and transferring employees
rom:one division to another in order to
give more effective service.

T 5. 3.00 .58 105. Schedule staff work hours in own department.
other 106. OTHER

V

0

1

e

. ,


