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The Library
cemafce
9 September 1984

Cde Principal
Re: Request for mere manpewer,

As you know the functions of a library in our community, we feward you with
this leteer with the hope of receiving some assistance from you.

Fer the library te achieve its aims, it is ebvious that it requires a cert-
ain degree of organization. The primary requirement for the achievement ef
proper organization of the libeary is the proper erganization eof the library
staff. This, we have to emphasise, is a prerequisite, which when met satisf-
ied, wil! lead to improper processing, handling, leanigg and retuning of books.
We have experienced this situation here and are still contending with it.

Booeks are lent out and some are never returned while some are returned months

la‘.‘ than the stipudated dates of return.

We have a system of lending books out but it has preved quite difficult te
ensure the return of each and every book; not due to faulty recerds but due te
inadequate time allocated for such a task by the staff.

It is a well-knoewn fact that we recieve becks, journals, periedicals etcynow
and again. On their arrival our attention has to be diverted te their proc-
essing =2nd shelving. This work requires experienced hands as there are cla-
ssification and cataloeguing rules te be followed. Besides these,there are
certain book tags, slips and cards to be made., Mest of this work has te be
typed. An 1ndex card system has to be erganized to facilitate proper record-
ing. dJeurnals have to be recorded and requisitions for more boeoks have to be
made. The cleanliness and orderliness of the library have to be constantly
checked.

We haven't forgotten also that this room presently used for the library is only
fer temperary convenience., The completion ef the real library building is in
sighte This development thus, of necessity, erientates eur predent work te
priratins for a transfer. The transfer sheuld come at a time when all or
mest of tﬁa-fw@k processing is completed se as to avoid unnecessary disorgani-
zation at the epening peried of this library. The shortage of library personn-
el has drastically slewed down the processing of books and this is not desira-
ble as they cannoet be used by anybody. This, therefore, calls for an increazse
in the number of library persoennel and the allocation of specified duties to

eaCho '

After considering this issue, we concluded that the consumate structure for the
present is the fellowings

HEAD LIBRARIANG:.
a) Te head the library- 1. Te be answerable for the daily running of the librar;
2e¢ To consult with the various departments en issues
pertaining to the library.
) Te supervise and give direction to all people working in the library.
c) Te be in charge of the processing and to actually do the processing ef the
boeks as a technician and qualified person.

d) Te be in charge of the organization ef the index system.

e) Te be recponsible for the erdering of and requisitioning for necessary libr-
ary material.




DEPUTY LIBRARIAN:

a) Te act in a supervisory capacity in the absence of the librarian.
®) To assist in the processing and shelving of books.

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

ATTENDANT s

a) To assist readers in the library.

») Te keep daily, quarterly and annual records of the inflow and autflow ef
library books.

¢) Te record and file periodicals, journals, reference books etc.

@) Te make lists of needed material.

FLPLOT T ,

a) To type all necessary material for the library e.g. book-cards, readers'cards
index cards etc.

B) Te be in chagpge of library correspondence and to do all secret:rial work.




