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The Library

Semaf ce

9 Septenber 1984

Cde Princi pal

Re: Request for nore nanpower.

As you know the functions sf 3 library in our community, we feward you with
this letter with the hope of receiving some assistance from yeu.

For the library to achieve its aims, it is ebvious that it requires a cert-

ain degree ef organization. The primary requirenent for the achi evenent of
proper organizatiun of the library is the proper organization of the library
staff. This, we have to enphasise, is a prerequisite, which when not sati sf-
ied, will lead ta inproper processing, handling, |oanigg and retuning of beoks.
We have experience& this situation here and are still contending with it.

Beaks are lent out and some are never returned while some are returned menths
la. than the stipulated dates sf return

We have a system of |ending books out but it has proved quite difficult to
ensure the return of each and every book; not due to faulty records but due to
i nai equate time allocated for such a task by the staaf.

It is a well-knewn fact that we recieve books, journals, periodicals etcynow
and again. On their arrival our attention has to be diverted te their proc-
essing and shelving. This work requires experienced hands as there are cl a-
ssification and catal oguing rules to be foll owed. Besides these.there are
certain book tags, slips and cards to be nade. Mdst of this work has to be
typed. An index card system has to be organized to facilitate proper record-
ing. Journals have to be recorded and requisitions for nore books have to be
made. The cl eanliness and orderliaess of the library have to be constantly
checked.

We haven't forgotten also that this roompresently used for the library is only
for tenporary conveni ence. The conpletion of the real library building is in

si t. This devel opment thus, of necessity, erientates our present work ts
pr$rations for a transfer. The transfer sheuld cone at a time when all or

mes of tkanbook pracessing is conpleted 39 as to avoid unnecessary di sorgania
zation at the epening period of this library. The shortage of |ibrary personn-
el has drastically slowed down the processing of books and this is not desira-
bl e as they cannot be used by anybody. This, therefore, calls for an increase
in the nunmber of library personnel and the allocation of specified duties to
each. ’

After considering this issue, we concluded that the consumate structure fer the
present is the foll ow ng:

HEAD LI BRARLAE: A

EV-Te head the library- 1. To be answerable for the daily running of the Iibrar-
2. To consult with the various departnments en issues

pertaining to the library.

b) To supervise and give direction to all people working in the library.

c) To be in charge of the processing and to actually do the processing of the
books as a technician and qualified persen

i) To be in charge of the organization ef the index system

e) To be responsible for the erdering of and requisitioning for necessary libr-
ary materi al



DEPUTY LI BRARI AN:

35 To act in a supervisory capacity in the absence of the librarian

b) To assist in the processing and shel ving of books.

0) To be in charge of the daily time-table of the library.

ATTENDANT:

85 To assist readers in the library.

3) Ta keep aaily, quarterly and annual records of the,inflow and nutfl ow ef
i brary baoks.

c) To record and file perioaicals, journals, reference books etc.

) To make lists of needed materi al

TYPI ST:

a5 T9 ?ype all necessary nmaterial for the library e.g. book-cards, readers’cardh
i ndex cards etc.

b) Ta be in chagge of library correspondence and to do all secretarial work.



