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Library Leadership Development Institute

Grow our Own Area Librarians (GOAL) Program

                                             Librarian in Training Program

Library Core Competencies List

The Mentor and their Librarian in Training participant will identify 15 – 20 competencies that the Librarian in Training participant will work on during the 150 hour scholarship period.  List the selected competencies on the Learning Plan Progress Form.
Use the following list of Core Competencies as a guide in identifying competencies to include on the Learning Plan Progress Form.  The Mentor and Librarian in Training participant may add competencies of their own choosing if desired.
I. Public Services                                                                                               

A. Circulation & Paging:                                                                                                                                                                     
1. Organization of library material, inventory control, security and theft prevention   
2. Automated and manual circulation systems                                                                                              
3. Borrower registration and related issues (fines, blocks, privacy, etc.)               
4. Reserves/holds and interlibrary loan                                                                                                                                            
5. Special collections and reference use only material                                                  
6. Retrieving, discharging, sorting, shelving of returned materials, and sorting for return to other library locations              
B. Reference, Referral and Reader Advisory:                                                      
1. Reference interview (approachability, interpreting question correctly, search strategies, follow up and referral         

2. Reader advisory interview (clarifying patron’s interests)                                                                                                                                                                                                          

3. Choice and use of information resources (print, digital, and other             
formats) for general reference and specialized reference in the humanities, business/science and technology, social science/history, government publications, special collections, etc.

4. Instruction of patrons in use of library materials and equipment                 
5. Use of reserves/holds and interlibrary loan to obtain materials 
C. Programming/Publicity                                                                                 
1. Planning, execution and evaluation of programs (adult, children, young adult, family, special groups, etc.)           

2. Program sources (staff generated, free, library sponsored, outside            sponsors, partnerships/cooperative efforts, grants, etc.)                                                                    
3. Publicize programs (fliers, posters, banners, calendars, newsletters, newspapers, radio, television, etc.)                              
4. Learn community programs wants and needs (surveys,            questionnaires, community contacts, word of mouth, etc.) 
D. Community outreach, contacts, collaborations, and partnerships                                                
1. External contacts (neighborhood groups/associations, schools             churches, merchants, other libraries, governmental agencies,             private organizations/businesses, etc.)
2. Internal contacts (departments and other service units            within the same library, friends groups, etc.) 
II. Materials & Collection                                                                            
A. Collection Management                                                                                             
1. Development/maintenance of collections (inventory, collection assessment, collection development statement, weeding, bindery, repair, etc.)

2. Policies and procedures for selection, acquisition, circulation,                  maintenance, weeding, and repair of library materials 

3. Professional ethics and laws relating to collection management (censorship, intellectual freedom issues, etc.)
B. Selection                                                                                                     
1. Principles and techniques of selecting information resources of all types
2. Evaluation of materials in all formats (review sources, publisher’s catalogs, etc.)

3. National and trade bibliographies
4. Trends in traditional and digital publishing (professional                publications libraries/publishing, publishers information, etc.)

C. Budget/Funds                                                                                            

1. Allocation/assignment 

2. Budget time-frame 

3. Track/monitor encumbrances and expenditures (monitor cancellation and fill rates)


III. Technical Services                                                                                       

A. Acquisitions  

1. Publishing industry and vendors from which libraries acquire materials (books, periodicals/continuations, digital resources, and other formats)                                                                                                                                                      

2. Procedures for placing orders, tracking orders, receiving orders,              resolving problems, encumbering and disencumbering funds
B. Cataloging and Classification                                                                   
1. Organization, function and use of catalogs and classification systems                                                                             
2. Standard manual and automated methods used in the organization of collections
3. Cataloging and classification schemes (Dewey Decimal, Library of Congress)          

4. Sources and forms of subject headings, their purposes, and terminology (Sears, Library of Congress)  

5. Anglo-American cataloging rules (parts of the cataloging record, types of entries, descriptive information and record format, data entry into library catalog)
6. Original and copy cataloging (MARC records)
7. Catalog/database maintenance
C. Processing                                                                                                
1. Physical processing to facilitate the patron’s access to materials        

2. Methods and techniques for physical preparation of materials in various formats
3. Methods and techniques for storage and preservation of materials
4. Bindery or repair                  
5. Disaster preparedness
IV. Technology                                                                                          
A. Computers and Library Equipment                                                                                   
1. Knowledge of computer hardware and common software             

2. Knowledge of business machines used in libraries (fax,              photocopier, etc.)

B. Systems/Networking                                                                                                                 

1. Parts of a computer network                                                           

2. Difference between a LAN and a WAN                                        

3. Equipment such as cabling, routers, network cards                  

4. Wireless technology 

C. Troubleshooting/Maintenance                                                           

1. Identify problems with hardware, software, and networks (communicate problems effectively to support/repair personnel)

2. Identify problems with basic library business equipment (communicate problems effectively to support/repair personnel) 

3. Use manuals, FAQs, telephone and online help services to identify and solve problems
D. Security/Privacy                                                                                 
1. Use security tools and backup strategies  

2. Privacy and intellectual property issues that relate to              library technology (filtering software, etc.)
E. Library Systems Automation                                                                                                    
1. Data base technology, structure, and design 

2. Overview of  various automated library systems available    

3. Operation of the various modules of the library’s automated             system (OPAC, circulation, acquisitions, cataloging, etc.)
4. Design and use reports from the automated system for             management of library operations 

5. Work with vendors to maintain an automated system and upgrade or replace when necessary

F. Internet                                                                                                                                                                                          

1. Development and structure of the Internet 

2. World Wide Web and web page structure, design and maintenance    
3. Digital communication tools (email, electronic discussion            lists and web conferencing) 

4. Digital distance learning opportunities 

5. Internet use policy for the library 

6. E-rate and other technology discount programs        

V. Library Administration                                                                            
A. Management                                                                                            
1. Providing effective leadership 

2. Making decisions 
3. Problem solving

4. Creative Thinking

5. Preparing Budgets 

6. Conducting meetings  
7. Scheduling library staff (work, vacation, leaves of absence, etc.) 
8. Preparing Report    
B. Personnel                                                                                                 
1. Familiarity with relevant state and federal laws governing             employment and personnel practices 

2. Recruit, select, train, mentor/supervise, and evaluate paid and volunteer staff
3. Knowledge of disciplinary procedures including documentation and termination 

4. Maintenance of policy and procedures manual 

5. Delegating responsibilities clearly and effectively 
6. Practice of interpersonal and communication skills                           

a) Negotiating agreements 

b) Using participatory management skills 

c) Understanding and applying basic techniques of mediation
d) Defusing volatile situations

7. Acquaintance with and encouragement of continuing education and staff development opportunities  
8. Professional development
C. Policies and Procedures                                                                           

1. Difference between policies and procedures        

2. Standard components of library policies
3. Review policy documents and revising on a regular basis 

4. Identify problem areas where policies are needed 

5. Lead the process of local library policy development to meet              community needs
D. Finance and Funding                                                                                

1. Principal means of funding for different types of libraries 
2. Prepare, justify, administer, and evaluate a budget based on long and short range goals 

3. Balance budget goals with estimates of potential income 

4. Implement accepted accounting practices and procedures,         comply with state and city audit requirements and file            necessary fiscal reports 

5. Identify potential additional sources of income (grants, awards, gifts, etc.) 
6. Expend and track various budget allocations (books, periodicals/continuations, supplies, furniture, equipment, programs, etc.)                

E. Buildings                                                                                              
1. Relate physical layout of the library space to library goals, activities, and functions 
2. Work with appropriate agencies responsible for maintenance, repairs, and capital improvements to ensure that the library building is maintained in good repair, meets required codes, and is accessible to the entire community
3. Assess impact of ADA requirements on library building             and services

F. Planning                                                                                                                                                                                         

1. Implement planning processes relative to: 
a) Long range plans 

b) Short range plans 
c) Emergency and disaster preparedness plans 

d) Technology plans 
e) Strategic plans
2. Develop short range and long range planning documents which include measurable goals and objectives 

3. Implement standard assessment processes, including gathering and reporting relevant and required data, to assess library performance and progress toward achieving set goals and objectives 

4. Implement a community analysis using formal and/or informal techniques that can lead to the implementation of community oriented library service (involve stakeholders in the planning process)

G. Cooperation, Collaboration, Partnering                                                       
1. Develop and maintain library support groups (friends, foundations, program sponsors, etc.) 

2. Initiate and maintain community contacts 

3. Participate in regional, state, and national library programs, cooperative information systems and networks, and other collaborative/partnering relationships (museums, zoos, etc.)
H. Advocacy, Communication, Public Relations, and Marketing                           

1. Communicating and promoting the library’s values, services, accomplishments, and needs to library users, funding agencies, and the community at large
2. Working with elected officials, other public officials, and            community leaders 

3. Influencing public officials and decision-makers (lobbying, strategic use of trustees, friends groups, community support, etc.) 
4. Creating a welcoming, useful, responsive library environment           to encourage use of and strengthen support of the library by            the community 

5. Developing effective communication, interpersonal, and customer service skills to negotiate with staff, volunteers, and patrons

VI. Foundations of Library Service

A. History, roles, and scope of the information professions
B. Types of libraries and information providers (public, school, academic, special, media centers, resource centers, etc.)

C. Philosophy and Ethics
1. Right to privacy 

2. Right to access of information 

3. Diversity 

4. Intellectual freedom 

5. Censorship 

6. Information literacy 

7. ALA Statement of Professional Ethics 
D. Laws, Standards, and Governance 
E. Current and Emerging Trends 

F. Professional publications and organizations 

G. Reference books and databases for librarians  
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