· Help library patrons use the following forms:

     


Pedigree Charts and Family Group Sheets




Salt Lake Requests for Photocopies (both kinds)




Reference Questionnaire

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

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

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

· 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.    

VIII.  CARE OF LIBRARY MATERIALSPRIVATE 

BOOKS
Shelving:
Books should not be shelved too tightly or too loosely.  Generally speaking, if a book is difficult to withdraw from the shelf, it is shelved too tightly.  When this occurs, the books should be shifted on the shelves to allow for ease of use.  When there are too few books to fill a shelf, a bookend should be used.
A book should not be shelved on its fore-edge (that is, with the lettering on the "spine" facing the ceiling).  If a book is shelved on its fore-edge for a long period of time, the pages will tend to separate from the binding.  Books which are too tall to be shelved in the usual manner are marked "oversize" on the first line of the book's call number and should be shelved on the cart for oversize books.

Our books are shelved by a modified Dewey Decimal number.  This means they are put in order first by Dewey Decimal number (top line), and then all books with the same number, are put in order by the record classification code found on the second line (letters and numbers).  For a description of this system see page C-1.

Reading The Shelves:

The bookshelves should be checked every week to be sure the books are in the correct sequence.  This is called "reading the shelves."  The call number on each book should be read and the order of the books adjusted on the shelf to the proper sequence.  Some staff members have been assigned sections of the bookshelves to "read."  Be sure you understand the information on page A - 15 and do the exercise on page A - 16 before doing this.  After a section is checked, the chart should be signed and dated so we know which shelves have been read.  The bookshelves should also occasionally be dusted as they are checked.
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