Job descriptions (shortly)

d of the Departmen

. olnikka (2)  overall

archive - counter

AV - processing - counter

Pegay (2)

Assistant

Thembela (1) processing - counter - AV
Post (2)

processing - counter - AV

Bongani(1,2) AV - counter - processing

counter
counter

-counter
counter

Dineo (2)
Tshepo (1)
Andrie (1)
Toronto (2)

William (1)

- processing - AY
- processing - AV
- processing - AY
- processing - AY

counter - processing
counter - processing
counter - processing

Stuart (2)
- Joe (2)

Saturday and evening shifts
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'JOB DESCRIPTIONS

1) The

d Librarian

The Head Librarian will act as the Head of the Library
Department at Mazimbu and as the head of the ANC
libraries and the Archive Section of Mazimbu.

The duties will be as follows:

responsibility for the overall functioning of
the ANC libraries

liaison with the Centre’s administration
cooperation with other ANC libraries .
cooperation with other libraries (Tanzanian,
African, overseas)

planning the present and future functions of the
library

supervision of the work of the library staff
participating in the daily routines of the
library when needed

other duties assigned by the ANC administration

2) The Archivist

The duties will be as follows:

3) Li

responsibility for the overall functioning of
the Archive Section
cooperation with other departments

planning the present and future funotions of the
Archive Section

supervision of the work of the archive staff

other duties assigned by the Head of the
Department

ria

The duties will be as follows:

—

!

supervision of the work of the assistants and
attendants

responsibility for the overall work of the
processing '
section ( or AV section)

pook and other material selection
classifying

cataloguing in the absence of other trained
personnel

career talks

class visits




- story hours, when needed

- readers’ advisory work: literature search,

. | | information retrieval

. -~ preparing book and other library material lists

e - — preparing work schemes for the staff

o - asslsting in cooperation with other libraries

B | - responsibility of the archives in the absence of
the Archivist

- other duties assigned by the head of Department
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Wtpe - The duties will be as follows:

s B — supervision of the library routines in the

o Rt absence of librarians

- e miies - cataloguing books and other material

- Buggesting titles for acquisition

- preparing orders for library acquisition

- receiving new books, comparing the titles

. , ~against orders and existing stock

LA - filing catalogue cards '

- S e ; - searching for information, with the help of

andeee ‘librarians, when needed

- - advising readers in finding library material

I - charging and discharging library material

e - recovering overdue library material

B - recording statistics

. - checking the arrangement of the daily issue

b A - shelving books and periodicals

- checking shelf arrangement

- participating in preparing exhibitions and
information material

- oonduocting story hours | e,

- other duties assigned by the librarians '

5) Temporary Library Assistants

The duties will be as follows:

- participating in book processing by i

| A | - stamping the library stamp on the title pages of
e ' the books -

L S | - attaching datelabels to the books

SN . - attaching bookpockets and bookcards to the books
e SO | ' - Writing spinelabels and attaching them to the books
o . | - putting plastic covers on the books P
R R - repairing books and other library material

e - charging and discharging library material

N, = ; - . I. l- ‘.
Kot vale r: < l - iy |
. _:.‘u-- . il o 3
I o % - - } - r_.
i ;'_ il ; _:a . : £ I
-:|:- -'_-"I i L I- .h] __‘i -\.:‘ Py : I_-.! F o= - ! Lr
o et 1 - ! b=~ o= i = . : .
._ Ty - - ._. _:. r.‘; i p" 1'% . 3 \ y r
e y L-l'h'-.-". : -1 % ‘ ( : -
S e Bl ki g . it
L — e n | - 1 !‘ - \ AR
._:." Ly .;: - - ol A | ;
- -..iT: : 2 = ® 3 .,'*"- o
-.:Tr.“. ; o » B . J i
| :-':-."- : - . L] I"
.. I-:-.. : s P, s ' »

L1
LY

=
=

&




sl 0 ......_._.H th.. B e
a wil 1 A P [’ e -
1 I i [

.*_.-.t_-.__T. -1.1._.. :
: s 2
.

-

¥ P ..... .H

....1.. i - L 1.,....._.1. - u.”.

s ._.__..r .._...." -...-..-M.._..__.- 2
g il .“..—“ “.“.UFL.._..?..._._--:_...,.J.._.__.L-

. I e e

(L]

Ka]
-

3
Ll
B

r'l"'-'-f' 4

¥
L

L
[

(L

=
.

)
3R

5 ¥
O ”fq....fm_.. AL

L - L8 = “
Ll H L -
" e it S P + g oot R 4 ;
L Ivig, 3 _ : o ¥ ;
< Fop i L ¥ ity et . = B i ] )
bl S i e | o b 0 i . st m i ; Q
B S Dot S 1 RN
. J k. ' .- 1.

oy e o . o Y L
R R R
k i : £ 1k - =i R "
ue Akl Wi iy DR Ly VO 2 e : i
Tk b X e b AL ol i 5 ... a 1 _. ! . ¥, . b L
_#n;...y ] i J... -.nl...- J"q. .1..._. w nu.-H. __1“;_.__- ..._”“...__._L.qﬁ.ur.” ....._l_” n..q.... o - ..ﬂ”.r_..*_.u 2 __.I. .-
g ___.N. g R 8 T P S S o i - -~
3 . 4 - Y ol PR & X R o .
= 1 ek - = - s ¥ 4 " -
.IW o e it Lk .-.-.......h T e L 1 .
= ; L LA T ¥4 \._-ﬁ . oy . ] iy |
- o & e [] N i ]
S AT PR e P e L T
n.”_._.. Ay - Teulewd 4 STy % # " o
i e
! r -
L] . - 1

&
o
"

in

3
| =
L

-
2
)
-~
O
o |
3 P _ . : _ ; _
w0 — . | : .
. rh .
© 0 . +
; wn v .
0§ O , |
o o0.q — | |
: P 4 P . .
5§26 .
i & - _ : : | . .
TEE:
. A 83
3 , ._ _ _
(O P
. ~ © ‘ ; | | p
W O . - ” 4 _ |
4 0 Sy LE: | _
®® O } o~ ; _
- d c ' _. ” 4." :
« © . : Jeaei |

ders in rout

ing re

d

ing an

"
a
1
.
=
B
=
g
B
®
.
i
®
i
=
»
7
" i
8
i
i
kil TR - -

il s -
=a

for requ

i
-
-
'
R — . e
- '
E
-
m——

]
%

ising rea

gis
- look

ter
1ng

188Uue

B

< N

& 7 -
F i’ i ! g . t.r B o+ E . E ® a .-J = - L i } i
& L " o ' i LT S s g ® ” W > i - g - =" P
i " f . . = B = .. Fl ] " _. = - e L ..__. i A ¥y L r g = I ! . E - .l...-. T . i o - Py ] y " =
| | £ - - R e B _ , . LB N e O - - b o e e B SR A . . .,
' " - b | ' - F ;e E s = - - ' = - ' il 3 3 ' | f g & " ¥ .r .. ! 2 N .
. J i - W [~ ® i N ’ g = ..- - - k. Es - il El TR L T P . = -
! o LT i g | ¥ 3 r F B " r . w " ...—.....q.u.. k _ g ¥ - .__u......_ L - -.- 4 ® 3 m .q.-.-.-u”.....w h.-.-. ._..._._. ] ..._. L i = 0 ¥ ra.3 e 1 ] ' I
= N a L 5 . L. i a L] i F x W oy
¥ i it ¥ o £ # 1.| | ... _ : A - - - L™ . L " ' e .....J.,..”u L Es .. .Hm.u t - : i J B ..-.I.l.. o |..-. i l-..l = [ RS - 1+ i 2 .‘ =1 L_ = l ¥ g by = B I e |." . » . '
- e & ‘. ] = iy r [ T g b g i L Iy i AR, S " T & - i - N ®
4 ) - F il : ey + # = b AT L s 4 i 3 ik i - T i - Ay - i : 4
i - ' " w - ] 4 L i ¥ s .-._mi.. 3 Al .lr.......-.m _1._..].._. E b ¥ - ] .-.._...._.q.__l.. .-.._r..._._._.. - & | '...H. [ 1 " ._ ¥ - . - » . " ¥ 5 i
F ' ’ L& s S ;. - ¥ L - L = h ] i ¥ . o E = = e . J..r.ﬂ 1 - b . : B t : - _.__ ..*I.. " d
| - ¥ - N = ¥ - L . - - 1 # ' g 'n o -
W . ..__ . e i 2 - .._.....1.. - § 5 q_r.. . 1 = . . W ] ¥ - L ) i i : ; . 4 = r i ¥ L ol l...... ' I
o i ciar - B [ i w 2 ] e . 2 - e Hh & #* | ’
- e " 1 i . w L - -1 A ¥ . s it | S X Iy W y
i 1 L . . 1
L] L] y = i " " i -
u i i ¥
. . aj, w ] s L =
.. ; L p f . - 1.1 . & ¥ ._ L 8 & i I ¥ 5 G .._u. ;
N F Ty A Fall o ik e I IR ¥ F L3 o T K X ) ! kg . 1-._ iy . a I ¥ - gy ¥ e i - @ ; . TN - . - 5Ly T . g "or ' x ! !
-...um h g E .- ..l.rﬂ-.-.'-.n i v - , E ' j e . ...' L. “..... .. i I il ; “ﬂ ._ | 1 . a - . L) X i l.-.. & x wﬁ;.l‘ . .|n.+ - .-... 1 (] N - : = 1.1 AL | S ! > _ ' 1.. - ._l.
o ad 4T .-H..u. __.I.l a7 -..—.. 3 ek e ak ] - ik ¢ s - = i L ¥ TR =1 =*F T e | L - b : e, My 3 i . : . J & i -
! W wfe = . - sl g i g L r o ' . i - . e : 5 - Pt L |
.1:. .r__...q:A1 ¥, .”..”-._ WK l.”....._._. = P i - L - L ™ L ...”.n. .._..__. . i & ey Y o, gl - . 4 I i 4 N | ] i ! .i.... = IR .....l. . ¥
1 SR . ¥ v T | ¥ ok vl " _-.._...... __.1- N . a, 5 . T 3 . J ¥ p e 3
.J. i .-..W.I r: t.r..l. _."J‘. . A r ] " f h-..I _r_..q__.ﬂ. e ® E. . _..H - ._.lf = F { il _1 poially o ¥ .. . ' P gl LF " - i i .lu. . W F ”...
! - ol gy R L ] L g . g R Ry i y i . L5 R - | : Tl ®
&r rl_..dl_ .._ll_-w.... .-.-..-..._. ..!...r... _.._._-..‘__.-ul__r...'. AT .....n.l.- ] " .H i b o T ks Tl W, .._.....ul.. .u_. - .......-._.. L] y i . L) ._r-. i AT T " ¥ i —_— P T e, '
! ol e 1 Ay s L Ay A o g N p ARl el Ry P el BV ; b A Jr S : o arpa o v
e SR o b U A N e e B R S N R BT T e L e i, o P SR S R N R L T (b D - :
- l.f 1.._ ‘.h -.i.ﬂ...%!.i“...’.._.. .‘rlu._m.rﬁ . == .ﬁ.:.?ﬁ “.h..._l.- e uﬁ+r-l.1w‘. hqwm%-._rr._ ! E LT |._l.-.n. ...r ] o F B +..1 i " ¥ oy i - 1 im .“_n-r |M.... .‘._ 5
; 4 5 ¥ i i . IR SRR e ] o el e ) ¥ Ay, P 4
W SRR RSP OR e R L EAD A DO IR N e S Il e AR 2
...._T.n._ L.r_w...r.___r ..ﬁ'_ P ek Al s o o I ._m_. [ B A L | ! N A o e il i E
¥ - | d . ) :
L LT et = AT i d
> e _.ww.... y iy
" i I : L " - F 4 ; - : 2 ] ; , " - o % - Ta, 1
. / - i Y

o
£40 BT,

LEF
L

- - R | ~ 'y
' - . ’ S T . i -
! .. . 3 ... y .-. iy # & } - . I -.. - . ’
¥ L - | L T - i i b ¥ b N 4 &
; i b 1 5 1 i F il o ¥
= " " - " - - - &
¥ b e IV RF # ' i i o o
; w . : v s e L ] - 1 . i a3 e w -
gl i o s PN o . Ju 5 i e .. = by i J -
. - * 1 9 il i 3 ;. & . 5 i - ] Eis 0T ; ﬂ
i . | - = - 1 ..1 - s = = L . = i ¥ 0 o ST I
__.... ...n.. §h i ] i [ 3 .._...... -q e F F _ i . “ .._..-l_ . § 3 1 H e 0 A
o - L 1 - f |. PR A F .H._.—. .. [ i ¥ ...| i | -_._. s . a ¥ a | _L...“ i __|1-... .-.. F . :
o " e ] .||| h. ..-. 1 all - ﬂ i h " ... = L - 3 '3 1 .‘i.l ; ﬁ- -
: s LR, -k K . Y = - ik +a . AP " ¥ i L
: 73 . o N P, _ vl ang S
e 4 i T 4 L | [} i L gl T s ﬂ -
i A TT i ¥l .
-




