FAMILY HISTORY CENTER STAFF DUTIES

Each staff member usually serves at least a weekly shift of four hours in the family History Center.  His/her duties may include:

1. Reshelve books, microfilm and microfiche. Put books and film that need repair in the respective repair bins.

2. Check books, microfilm and microfiche to be sure they are in the proper order.  This is called "reading the shelves." A - 15

3. Maintain library security by ensuring that patrons do not remove books, microfilm or microfiche from the premises.

4. Clean and dust equipment and reading areas.  (Supplies are under the sink in back, brushes and glass cleaners are in bottom drawer by main desk)

5. Answer the telephone and give assistance.

6. Sell genealogical supplies and receive fees for film orders and copies. Properly record transactions on the Daily Finance sheet.  (Fees are on desk and folder by phone)

7. Be familiar with microfilm and microfiche ordering procedures, and instruct patrons on how to properly complete order form.

8. Assist patrons to use the film and fiche readers.

9. Attend monthly staff meetings to learn and upgrade knowledge and skills and learn about new acquisitions.

10. Instruct patrons in the use of our Family History Center Card Catalog and help them to locate library materials.

11. Assist patrons in using the Salt Lake Family History Library Catalog (FHLC) on computer to locate additional resources.

12. Help patrons to use indexes, including the International Genealogical Index (IGI) and Census Indexes (books, fiche, computer and computer CDs).

13. Assist patrons to use the Family Search data bases on the computers, including the IGI, Ancestral File, Pedigree Resource File and Social Security Death Index.

14. Help library patrons use the following forms:

· Pedigree Charts and Family Group Sheets

· Salt Lake Requests for Photocopies (both kinds)

· Reference Questionnaire
15. Become familiar with the reference materials in the collection and with new acquisitions.  Assist patrons in their use.

16. Study the Staff Training Manual, Standard Operating Procedures Manual and reference guides.  Specific areas of specialization may be assigned by the Director.

17. Help patrons with research problems, giving suggestions to help them achieve their research goals.  Refer patrons to sources available in the library.

18. Perform technical services as assigned.

By studying this manual, attending staff meetings and completing assignments, you can become competent in your duties.  The more you learn, the more you can help others, and the happier you will be helping in our center.  JUST REMEMBER THAT EVERYBODY DOESN’T HAVE TO KNOW EVERYTHING ALL AT ONE TIME.  It’s a learning process.
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