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VJOB DESCRI PTI ONS

NW

The Head Librarian will act as the Head of the Library
Departnment at Mazinbu and as the head of the ANC
l'ibraries and the Archive Section of Mazi nbu.
The duties will be as follows:

- responsibility for the overall functioning of
the ANC libraries

- liaison with the Centre’s adm nistration

- cooperation with other ANC libraries g

- cooperation with other libraries (Tanzani an
African, overseas)

- planning the present and future functions of the
ilibrary’

- supervision of the work of the library staff

- participating in the daily routines of the

i brary when needed

- other duties assigned by the ANC admini stration
2) 1he_Ar2hixi et

The duties will be as foll ows:

- responsibility for the overall functioning of
the Archive Section

- cooperation with-other departnents

- planning the present and future functions of the
Archi ve Section

- supervision of the work of the archive staff

- other duties assigned by the Head of the
Depart nment

3) Li hmuuhh

The duties will be as follows:

- supervision of the work of the assistants and
attendant s

- responsibility for the overall work of the
processing 7 . '’

section (' or AV section)

- book and other material selection

- classifying

- catal oguing in the absence of other trained
per sonne

2, Oareer tal ks

- class visits



- story hours, when needed

- readers’ advisory work: literature search
information retrieva
, - preparing book and other library nmaterial lists

- preparing work schenes for the staff

- assisting in cooperation with other libraries

- responsibility of the archives in the absence of
the Archivi st

-ot her duties assigned by the head of Departnent
Qt- idki M_(. Wiqg , Xxi yxeoj)

4) Tgai ned Libragy Assigtantg

The duties will be as follows:

- supervision of the library routines in the
absence of librarians

- catal ogui ng books and other materia

- suggesting titles for acquisition

- preparing orders for library acquisition

- receiving new books, conparing the titles

agai nst orders and existing stock

- filing catal ogue cards

- searching for information, with the help of

l'i brarians, when needed

- advising readers in finding library nateria

; charging and discharging library materia

- recovering overdue library materia

- recording statistics ’

- checking the arrangenent of the daily issue

- shel ving books and periodicals

- checki ng shel f arrangenent

- participating in preparing exhibitions and
information materia

- conducting story hours

- other duties assigned by the librarians

5) Tengeorggz; Lyman Assigtggtg

The duties will be as follows:

- participating in book prooessing by

- stamping the library stanmp on the title pages of
the books

- attaching datel abels to the books

- attachi ng bookpockets and bookoards to the books
- writing spinelabels and attaching themto the books
- putting plastic covers on the books

- repairing books and other library nateria

- charging and di soharg-ing library materia



- '-'" advising readers in routine matters

- .- pegistering readers, preparing reader’
7' - locking for requested

' issue



