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PREFACE
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OURS IS AN age of information. Each and every day, more and more information becomes available, and the management of this information—from its accumulation to its categorization to its storage to its dissemination—becomes more and more challenging. Imagine manipulating the data not only of days, weeks, or decades past, but of centuries—to the beginning of recorded history and beyond! The task is mammoth, yet librarians and information professionals do it all the time.

To help people get the variety of information they need quickly and easily, today’s librarians and information specialists must be both knowledgeable about where and how to find the desired information and proficient in the ways of accessing it. This means that in many instances they will need prior knowledge about the information being looked for, and they will have to have the expertise necessary to locate it in whatever forms it exists, be it book, tape, microfiche, CD-ROM, journals, the Internet, and so on.

The choices are many. You can choose to be a generalist or specialist, work with children or doctoral candidates, deal with rare books or musical compilations. The disciplines in which you can work are limited only in the kind and variety of information that exists.

Because of its very nature, library and information science is a field that will continue to grow and evolve. Consequently, it will need talented, intelligent, innovative, and determined individuals to keep pace with it and to adapt to new ways of managing and organizing information. For such individuals, the rewards of this profession are great.
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1
EVOLUTION OF LIBRARIES
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AS STEWARDS OF information, librarians and information science professionals preserve, organize, and disseminate information. Today, the ways they accomplish this vary more and more as technology, education, and information expand while the computer and communications industries grow more complex. Careers in information science and librarianship are based on skills in the organization and retrieval of recorded knowledge. Professionals design and implement systems of categorizing and classifying documents to facilitate their use.

The variety of career opportunities for the individual educated in the library and information sciences expands every day. Typical careers include the following:

• Information specialist in the petrochemical industry

• Director of a multicounty library system

• Archivist in a governmental agency or museum

• Database searcher for a nuclear regulatory agency

• Coordinator of children’s services for an urban library

• Media specialist at an elementary or secondary school

• Systems analyst for a bibliographic utility

• Cataloger of classical language material at an academic library

Any work that requires organizing, analyzing, and disseminating information falls into the domain of the librarian and information scientist. Traditionally, this work has been with printed materials, but these organizational skills are increasingly being applied to electronic, visual, audio, and digital formats. In addition to assembling the material, information professionals manipulate it for diverse and specialized audiences.

Information Professionals and What They Do

The term information professional is broader than either librarian or information scientist: it designates individuals who have been educated to organize, retrieve, and disseminate information. This education typically consists of a bachelor’s degree in the liberal arts or sciences and a master’s degree in library and information science. Similar to education for law, the professional credential for information work builds upon undergraduate specialization. For example, an undergraduate degree in history or literature, coupled with the master’s degree in library and information science, is ideal for public service work in an academic or public library; and an undergraduate degree in biology or chemical engineering, coupled with the master’s degree in library and information science, is appropriate for technical information work in an industrial research center.

Librarians who work with young children—generally called media specialists—in elementary or secondary school settings may have undergraduate preparation in education or social welfare. Those who work with special language collections may have prepared by taking linguistic studies at the undergraduate level. Generally, any undergraduate study complemented with master’s level work in library and information science can be tailored to a unique specialty.

Information professionals work in every kind of organization. Public institutions such as colleges and universities, public libraries, schools, and government agencies all require individuals skilled in organizing information. Corporations, advertising agencies, trade associations, and nonprofit institutions such as museums and zoos require the talents of professionals who can manage their records, retrieve data, and assemble facts for analysis.

Salaries of information professionals vary depending upon specialization, geographical region, and size and type of organization. While small public libraries may start new graduates with annual salaries in the low twenties, corporate headquarters or pharmaceutical firms often offer beginning salaries in the mid-thirties or higher. Directors of large academic libraries or technical information centers can earn more than $100,000 per year. The information professions are so diverse that broad generalizations are difficult to make. Suffice it to say that individual ability and initiative can result in salary levels comparable to those in any field. (See Chapter 4 for additional salary information.)

Careers in information science often require mobility. Most positions are advertised nationally, and advancement can take place either within one institution or from one to another. The director of information services at a medium-sized public library can become its director or move on to departmental duties at an urban library. The database searcher at an agricultural library may move on to coordinate online information services for a large system. A media specialist at a high school library may become a state consultant for media and instructional technology.

Typical affiliations with professional associations include the American Association of Law Librarians, American Library Association, American Society for Information Science, Medical Library Association, Society of American Archivists, or the Special Libraries Association. These organizations provide placement services and hold frequent conferences for continuing education.

Historical Note

The profession of library and information science has strong traditions. The discipline works with cultural records and thought and should be examined against this background. Perhaps the first individual in ancient times who had the idea of sorting, collecting, and making the Mesopotamian clay tablets or Egyptian papyrus scrolls more accessible should be recognized as the first librarian. By scanning many centuries, we can see that the status of the librarian—that is, the person responsible for maintaining a collection of information materials for use by others—rose when the need for records became recognized as important. The librarian was probably first seen as an organizer of materials—not of books as we know them today but of bulky rolls or tablets that had to be preserved if they were to be useful to others.

The Middle Ages

The value of the materials varied at different times because of their relative availability. For example, in the Middle Ages, when links with earlier cultures were few, the people concerned with records preservation attached an exceptionally great value to their work. Today their work remains essential to our understanding of those early times, although it still has received little recognition. The determination and the development of skills for the preservation of materials remain the significant work of librarians.

Centuries before anyone dreamed of special education for librarians, it was customary for leaders of church and state to appoint a few well-read, well-organized individuals to collect materials and arrange them so that the leaders and their colleagues could find what they wanted. These individuals were probably the first people who consciously thought of themselves as librarians. In almost every Indo-European language, the words for library and librarian are closely related to those for books. In French, Danish, German, and other European languages, the root biblio is found in words for libraries and librarians. The same letter combination appears in ancient terms for books and in such English words as bibliography and bible. The English word librarian derives from the Latin word for book, liber. In many languages, the term designating the people who work with these materials is similar to the term for the materials themselves.

The 1600s and 1700s

In the mid-1600s, Gabriel Naudé, librarian to Cardinal Mazarin of France, wrote his now-famous book Advice on Establishing a Library as a practical guide for others to use in organizing collections of materials and encouraging their use. He may be considered the first known professional librarian.

Libraries became more essential as universities and colleges developed. The technological development of printing encouraged the proliferation of new works and new copies of materials, which increased the number of literate people. Librarians’ subsequent gatherings in universities required the development of a way for them to share their materials and to make knowledge more readily available to students. Faculties—usually a group of scholars studying in the same general area—shared their information materials and selected someone, often one from their own group, to be responsible for this new collection. This individual consulted them about adding to the collection and offered such appropriate services as might be required. Depending on the size, tradition, and other characteristics of the university, these collections were combined into larger, more general collections. This made accessibility of the information more equitable and provided a program of general services.

The 1800s and Early 1900s

Although early libraries in the United States functioned as public libraries, they were often limited to members of a certain society or students in a Sunday school.

One of the most long-lasting benefits to public libraries was the series of grants Andrew Carnegie and the Carnegie Corporation made for public library buildings in the late 1800s and early 1900s. Each community had to promise to maintain its library, but the prospect of receiving such funds encouraged many communities to plan public library service.

Public libraries were important in the task of helping the many immigrants who came to this country in the 1800s and early 1900s to become a part of American society. There were special problems in working with people whose language and background differed from those of their neighbors, and public libraries attempted to serve them. They reached parents through their children and expanded the library’s traditional schedule to provide times when the immigrants, who often worked long hours, could come to the library. Expanded collections of foreign language materials and programs that provided citizenship classes were important features of this effort.

In the last quarter of the 1800s, two developments helped change the character of libraries and librarians. A key figure in both was Melvil Dewey, who developed the Dewey Decimal Classification that is used in many libraries today. He was the vocal leader in the founding of the American Library Association and in the establishment of a formal educational program for librarians. Both of these developments were significant for the professionalization of librarianship. Librarians came to know each other through annual American Library Association conferences. Through shared experiences and formal discussions, they began to express themselves as a group on such issues as library cooperation and development, public relations, censorship, copyright policy and law, and library management.

Dewey’s school, first located at Columbia College and later at Albany, New York, provided an opportunity for librarians to prepare themselves with a formal course of study. They learned classification, binding of books, and use of reference materials, as well as library history. Other schools, at universities or colleges and public libraries, were founded in the first quarter of the 1900s. Then, in response to recognition given to librarianship as a profession and the need for standardization of library education, the American Library Association recommended that library education programs be established only in institutions of higher learning.

If higher scholarship demanded access to more materials, there was no such tradition in lower-level schools until much later. Blab schools, so named from the practice of having children recite out loud, heavily emphasized memory usage and made little use of such scarce and expensive learning materials as books. Obviously, they were hardly places where libraries were likely to be established. Blab schools existed throughout the United States until the early 1900s.

As the twentieth century progressed, the push for libraries in elementary and secondary schools began with the recognition that high school students and faculties required organized resource materials. Once established, library use had to be encouraged, so dynamic high school libraries developed. Elementary schools have a shorter history, coming to the fore primarily after World War II. School library media specialists often came from the ranks of teachers, although the number of school libraries and the need for librarians in recent years have encouraged more people to train for this specialty as a first career. Today, most U.S. school systems employ full-time media specialists.

As the profession matured, special libraries developed. Special libraries are often associated with particular industries or businesses; but collections of special materials such as maps or special subjects such as art often form special libraries, too.

The Special Libraries Association, founded in the first decade of the 1900s, fosters the continuing education of its members and assists in development of techniques for greater service and efficiency. Special librarians are located in major population centers like Boston, Chicago, and Washington, DC, as well as in research centers, corporate headquarters, and research and development laboratories throughout the world.

Development of Information Science

The field of information science, which has grown rapidly during the past fifty years, is very closely allied to library science. The American Society for Information Science, founded in 1937, is an association whose diverse membership continues to reflect the frontiers and horizons of the dynamic field of information science and technology.

The information profession is concerned with the ways people create, collect, organize, store, retrieve, send, analyze, and use information. The subject discipline that forms the basis for this field is called information science, the study of the characteristics of information and how information is transferred or handled. The field of information science emerged in the 1950s from several other disciplines, including computer science, library science, communications, business administration, mathematics, engineering, psychology, philosophy, and language arts. Information science emphasizes the application of modern technologies—joining together processes and systems, computers, satellites, and other technologies, and human resources—to provide information and information services.

Those who work to disseminate information in a variety of formats, whether they ally themselves with library associations or information associations, aim at a common goal of getting information to people who need it. What stands out about the library and information field is the diversity of the types of work and the locations in which this work is carried on.

The history of information agencies and the responsibilities of information professionals have always been closely tied to technological developments and advances. A suggestion made by the librarian at the surgeon general’s office led to the development of mechanical card sorters, the predecessors of today’s computers. The development of microfilm was a response to the need to store large amounts of textual information. Libraries and other information agencies were among the first large-scale users of computers, and many advances in the use and design of computer systems have come about as a result of the needs of libraries and information centers. Some of today’s most challenging problems of computer programming and computer systems design are related to the needs of libraries and information systems.

Libraries Today

Today librarians and information science professionals face important, exciting challenges and a broad array of opportunities. Examining some of the key roles of the library, as identified by the American Library Association, make it is possible to gain a sense of the scope.

• Librarians and information professionals preserve, organize, and disseminate the resources of the library so that citizens can make informed decisions. A democracy requires the active participation of its citizenry, and libraries play a vital role in making knowledge and ideas available to everyone. The relationship of democracy and libraries is fundamental, and the stronger the library services are, the more powerful informed citizens’ voices will be.

• Libraries break down barriers. Literacy outreach programs that teach reading, provide bilingual materials, serve the home-bound, and work with the elderly continue to be a priority for librarians in order to reach segments of the population that others are failing to reach. The barriers to those who are illiterate, low-literate, and non-English-speaking are enormous, and the loss to society as a whole can have far-reaching effects.

• Libraries level the playing field. As the income inequities in this country grow, the library is one public institution that provides equality of information to all. As technology and the Internet converge, the need for librarians and information professionals to provide equity to information becomes crucial.

• Libraries value the individual. For many authors, scientists, and politicians a librarian provided the encouragement and support needed to learn and grow. Testimonies from many successful citizens credit librarians and information professionals with opening the door to the storehouse of the world’s knowledge.

• Libraries nourish creativity. Librarians and information professionals make it possible for learners to gain access to the books, Web pages, and digitized collections that lead to new scholarship, poetry, and scientific achievement.

• Libraries open children’s minds. Story hours for preschoolers, stories told with wonder and magic, support for schoolwork, and individualized attention by librarians provide expansion of the world to young minds.

• Libraries return high dividends. Economic development for the small business and other community enterprises is found through the collaboration with librarians and other information professionals to assist in the development of business plans, the collection of data for public relations and marketing, and other crucial resources for business development.

• Libraries build communities. Meeting rooms at libraries provide a chance for communities to gather together and learn from one another. Librarians provide support to groups as diverse as investors and clowns. Together the community and the staff of library and information professionals help make a world where people care about each other and their future.

• Libraries make families stronger. Librarians support families in learning together through home schooling support, story hours, support for science projects, intergenerational reading programs, and the like.

• Libraries make you think. Librarians work to balance opinions and ideas within the collections they maintain. Challenges to old ways and ideas that make us think are brought together by the thoughtful work of librarians and information professionals who gather together collections for the community to read and ponder.

• Libraries offer sanctuary. Librarians ensure that the wise words of scholars and scientists and artists from the past are available in a manner that is accessible to all.

• Libraries preserve the past. Librarians sift through the onslaught of media to save and preserve our cultural heritage. In addition to its selection, preserving this heritage, whether archival or digital, is the role of the librarians.

These roles of libraries appeared in the December 1995 issue of the official journal of the American Library Association, American Libraries. Although these roles are timeless, their implementation will continue to change in the future.

Number of Libraries in the United States

The American Library Association estimates that there are 123,291 libraries of all kinds in the United States today. No annual survey provides statistics on all types of libraries. The counts that follow for public, academic, and school libraries come from the most recent versions of three different surveys by the National Center for Education Statistics. Figures for special libraries, armed forces libraries, and government libraries are taken from the American Library Association Fact Sheet 1.

Number of Public, Academic, School, and Special Libraries in the United States


	Public Libraries—Administrative Units

	9,198



	(Central buildings* 9,040)

	 



	(Branches 7,503)

	 



	(Buildings 16,543)

	 



	Academic Libraries

	3,653



	(Less than four-year 1,436)

	 



	(Four-year and above 2,217)

	 



	School Libraries

	99,783



	(Public schools 82,569)

	 



	(Private schools 17,054)

	 



	Special Libraries‡

	9,181



	Armed Forces Libraries

	302



	Government Libraries

	1,174



	Total

	123,291





* The number of central buildings is different from the number of public libraries because some public library systems have no central building and some have more than one.

‡ Libraries considered “special libraries” are those with a particular focus such as corporate, law, medical, religious, and so forth.
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INFORMATION PROFESSIONALS ON THE JOB
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WHERE ARE TODAY’S information professionals working? Though more and more might exclaim “cyberspace!” the new information professionals are still likely to be affiliated with an institution. What are their institutions like? Envision a new academic library containing acres of space and rare manuscripts. Or a university’s library system that includes a central library that performs many services, while a small staff manages departmental libraries. The degree of a departmental librarian’s independence from the library system may vary, but the point is that both the departmental librarian and the librarian in the large central library work for the same system. Thus, while departmental librarians may exercise special skills in the management of a Slavic literature collection or a Far Eastern studies collection, they are usually tied to the central library through common governance, computer systems, and centralized processing.

Similarly, in a public library system there may be librarians in a downtown central library whose work is highly specialized in the kinds of assistance they provide to users, such as business information, literacy education, exhibits development, or humanities programming. In the same system’s neighborhood branch libraries, a small staff may deal with all ages and kinds of readers and coordinate programs with community organizations and schools. However, many information professionals, especially those in corporate or research institutes, focus on the retrieval of information from databases thousands of miles away. Vendors access large databases of legal or medical information through computer terminals to search for highly discrete facts. Information professionals manipulate numeric or full-text results in raw source material for corporate planning or scientific discoveries.

Some information professionals work independently, offering their services for a fee. Others have joined the growing numbers of companies that create and market information. Additionally, thousands of companies employ information specialists to provide primary and secondary information, custom search computer and manual sources, and provide information-support services.

Health science libraries employ professionals to develop collections, educate medical staff in medical informatics, and coordinate access to electronic resources. A hospital librarian may serve as a member of a health-care team or participate in patient education.

Bookmobiles, another place of employment for information professionals, bring books to isolated locations, often in rural areas. They may also service routes that include urban shopping centers or city neighborhoods and suburbs with difficult access to other library agencies. Some school systems provide bookmobile service to small schools that cannot employ a media specialist on a regular basis. Because bookmobiles are mobile, they are often used to demonstrate the resources of a community’s library at events that reach new segments of a community, like a city arts festival or a county fair.

Special corporate libraries, located in large companies such as Motorola, Mead Data Central, or pharmaceutical groups, provide access for employees. Newspapers employ online data searchers, photo archivists, and Web masters. Museum libraries hire information professionals to organize archives, catalogs, and research collections.

A special library may occupy a suite of offices in a corporation’s headquarters. It may occupy smaller areas in various regional offices, just as a library serving a sprawling research institute may have several different units located near the most relevant areas.

Legal firms and university libraries will employ astute information professionals to search multiple databases for case law and precedent.

Great strides in library cooperation have been made since the 1960s. Large regional libraries or systems employ consultant librarians who work with individual libraries in their areas to foster exchange of library materials, cooperative cataloging and acquisition, and electronic systems coordination.

Responsibilities of Information Professionals

If the locations of information employment vary so much, does the work that makes up the information professional’s day differ to the same degree? Three examples suggest that the work shows even more variety. There are similarities in the kinds of responsibilities and concerns that are part of the work of three different kinds of information professionals.

Information Broker

Lee Fox and Mary Raney met while they were graduate students in an information science program and decided to set up their own “information-on-demand” business upon graduation. On a typical morning, Fox stops at a government library to peruse legal reports for a client involved in personal injury litigation, while Raney goes directly to their office to conduct a computer search of environmental regulations for a firm that is seeking a municipal permit to develop a landfill.

Their office administrator notifies them of an emergency call from a small financial counseling firm that needs a search of the ABI/Inform database to assist a new account. While the computer runs off environmental data, Raney calls up the financial database to begin that search.

When Fox returns from the library with a list of legal citations, he passes them on to their word processing operators. He then assists another client who needs marketing data by analyzing census data from Standard Metropolitan Statistical Area block statistics. Throughout the day, Lee and Mary use printed and computer sources to retrieve and compile information needed by their many clients. Initially they billed $50 per hour for services, but their client load has become so large that they now have a list of those for whom they work on a contingency basis. They greatly decrease expenses for each of these clients by using skilled information brokers rather than employing a staff specialist full-time.

Public Library Director

The public library director of one county public library with twenty-seven neighborhood branches probably begins the day with a careful, though hurried, reading of the daily newspaper. This director needs to know what the county commission candidates are promising to voters, what the prospects are for new industries, whether zoning law changes may affect residential areas and the location of branch libraries, and any other information about the county that affects the library and the public it serves.

On the national scene, the director reviews legislation relating to telecommunications and to libraries, news of controversies elsewhere about library materials, and general information about the economy. She corresponds with members of Congress on legislation relating to library funding.

Later in the morning, the director attends at least a portion of a meeting of young adult librarians. This provides an opportunity to get acquainted with staff members from outlying neighborhood branches who may come to the central library only a few times a year.

The director’s other morning appointments include the library’s legal counsel, who is reporting on a case instigated by an employee injured while on duty. She meets with an architect to review plans for renovation of one of the older branch libraries and later asks the human resources department to inform her about progress in filling a position that will be vacated by an important staff member who is retiring. A staff committee, working with the human resources department, has much of the responsibility for that appointment, but the director requests information about their criteria and interviewing schedule. She then participates in those interviews or schedules a separate one with some candidates, especially since the position is an important one in the library system.

Lunch, which might be a respite from the several meetings, is more likely to be an extension of them. Perhaps the director will be invited to lunch with a community organization that is requesting expansion of the Asian-language collection for new citizens or with a committee from the school board that seeks to create homework centers in partnership with neighborhood branches.

In the afternoon, she spends several hours away from the library meeting with other county department heads to consider reductions to the county’s proposed budget. At this meeting she argues the need for investment in a regional cooperative library system that will benefit the county’s own library system.

At the end of the working day, the director reads correspondence that includes a request to serve on the state library task force on networking, a request from a social services agency about the need for a job center at a branch library, a letter from a former colleague recommending an applicant for an open position, and a questionnaire from a federal agency about the library’s services to the aging. She then dictates some answers. The end of the day finds the director heading home, briefcase full of annual departmental reports and professional journals that must be read to keep up with the latest developments in the field. That evening she attends a civic meeting where discussion is scheduled on a new facility that would serve as community clinic, day-care center, and library. These are just a few of her many responsibilities.

University Library Director

The day of a library director at a university has some similarities to that of the public library director. This director, too, needs to know the current concerns of the public, to meet with university vice presidents and deans to discuss the budget, to be alert to various specialists’ interests on the library staff, and to deal with a range of problems relating to the need for more storage space, new copyright laws, the cost of electronic reference services, and so on.

The academic library director’s correspondence may be similar to the public library director’s in amount and kind. The social obligations—perhaps attending a lecture by a professor of comparative literature who has just donated valuable manuscripts to the library’s special collections—have similarities.

Since scholarship is often an important aspect of academic librarianship, the director may spend an hour developing notes for a journal article about the cost-effectiveness of computerized acquisitions systems or evaluating the publication record of a staff member who is being considered for promotion.

Both directors probably started out in librarianship thinking that they wanted to work with books and with people. But at the administrative level, these professionals primarily organize, plan, and represent their institutions.

Specialization of Work by Type of Institution

Though many categories of institutions may be discussed, the main ones are public libraries, special libraries, academic libraries, school library media centers, and other information agencies. Each category contains positions that are quite similar to positions elsewhere, meaning that an individual may move without difficulty from one type to another.

Public Libraries

Probably most familiar are public libraries. These libraries are supported by public monies that come from the local community, county, state, federal government, or some mix of these agencies. Though private funds such as endowments may supplement the funding, public libraries are often closely tied to the economic situation of government support. Another major characteristic is that their programs and priorities usually are based on the general needs of the public as a whole.

In structure, it is more and more common for public libraries to be linked with others in some administrative pattern. Some systems stem from a strong central library that provides services to numerous smaller branch libraries. Others are composed of a number of independent or fairly independent libraries that have combined to share resources more effectively but that have considerable administrative freedom. Since the nature of the structure has considerable effect on the individual working in any one of the libraries, it is a good idea for any prospective employee to learn about the structure before applying for, and certainly before accepting, a position in a public library.

Public library services may extend considerably beyond the public library buildings. The public library often services and/or provides bookmobile service to jails, retirement homes, institutions for the mentally ill, and other similar places on a regular basis or through special programs.

Special Libraries and Information Centers

Often subdivided into many categories, special libraries and information centers might include medical, legal, hospital, commercial, and industrial categories. Their audience is usually carefully defined—the research staff of a chemical corporation, scholars who wish to use the library of a museum or art gallery, or patients of a hospital, for example. An important distinction should be made between medical and hospital libraries. The former are usually comprised of special collections of medical books and other media required by researchers and practitioners in a hospital, medical school, or similar institution; the latter are more like general libraries in the scope of their collections and are used by hospital patients, staff, and visitors. Medical librarians need background and information about medicine as a field of study. Hospital librarians provide more general materials, so that while information about various patients’ attitudes and disabilities may be useful, they do not always need the specific background in medical sources.

There is a growing trend for agencies with special libraries in various branch offices or regional headquarters to build them into networks for greater efficiency. Thus, a producer of agricultural equipment may have a library at its main Midwestern plant that includes materials on engineering, patents, and aspects of production and inventory control, while another information center in its corporate headquarters provides information about marketing, advertising, legal questions, and other matters that concern that staff. Yet it may be useful for each library to know about the work and the content of the other. This trend often results in computerized data banks, electronic communication, or exchange of personnel. Therefore, special libraries that may appear small in some aspects, in reality offer great diversity of experience and complexity of management.

Special libraries, which are not usually tied directly to the public economy, may offer more prospect of expansion than other kinds of libraries. The services that special library staffs provide their clientele, such as journal routing in specialized fields, new publications’ and productions’ awareness services, clipping services, quick reference, abstracts, Web pages, or bibliographic searches offer suggestions for those interested in developing valuable freelance library and information services. In many instances, it is hard to draw a sharp line between special librarians and information scientists. Even more than other librarians, special librarians often provide a direct link with the information sought, eliminating the need to refer the requester to another library or information agency. As noted earlier, they are likely to have a close link of interest and competence with the subject field. Law libraries, for example, are often headed by lawyers who later became librarians or by librarians who have some legal knowledge.

Academic Libraries

All accredited institutions of higher education in the United States have libraries. The library, since it exists to serve the goals of the institution, may be highly oriented to research or more directed to the information needs of students or some combination of the two. In the 1960s, major growth in the establishment of community colleges included development of library programs that incorporated many kinds of media. They were usually planned with the needs of the adult learner in mind and provided extended hours and locations of service to accommodate the schedules and sprawling campuses of the institutions.

Library programs in four-year colleges range in diversity as much as the colleges do in their programs, locations, and goals. While these libraries may be small, in recent years the recognized value of cooperation among libraries has led many to form formal or informal networks to make interlibrary loans, union lists of serials, and collection development more efficient.

University libraries tend to be more concerned with research than other academic libraries. This means that acquiring and providing access to a large and richly varied collection of library materials are of great importance. The services they provide to students, faculty members, and researchers call for library personnel who have enough knowledge of subject areas in which advanced degrees are offered.

Academic librarians are often involved with teaching. Government reports on education have underscored the need for Americans to become adept at information use. Academic librarians specialize in classes that teach skills to students at all levels. Many academic libraries hold faculty seminars and student seminars in the use of information resources, often focusing on electronic access.

Academic libraries, especially those serving large universities, are the repositories of many rare and specialized collections. Work in these collections may require extensive and specialized subject expertise on the part of employees. Government documents from Southeast Asia, oral histories of Native Americans, manuscript collections of public officials, and rare art prints and engravings are just a few of the types of materials collected in academic libraries that employ subject experts.

School Library Media Centers

On the whole, the development of school library media centers in the United States is relatively recent. Earlier service to schools from state education agencies or from public libraries has yielded to provisions for media centers within each school. In most school systems, the tradition of library service is usually older at the secondary level than at the elementary level. Both levels usually emphasize provision of materials and services that are closely related to the school’s curriculum. In recent years, the move toward provision of a range of instructional technology, CD-ROM, and hypermedia—films, videotapes, recordings, and graphic materials—has been strong in school library media centers. Today, Internet access and the provision of computers make media specialists among the most technically expert in school systems.

The close relation of the school library media center to the curriculum usually results in the media specialist actually teaching, especially in the areas of research and use of instructional technology. As teaching information retrieval skills is a central responsibility, there are many occasions when the school library media specialist conducts classes. Media personnel are expected to have teaching skills. Most who enter this specialization have come from the ranks of teachers.

School system library services may be more complex than those of public libraries, with technical services, networking and instructional technology, film loans, professional libraries for teachers, and other related services offered by system headquarters. Supervisors of such programs may evaluate the work of media specialists in individual schools as well as be responsible for providing services from the system.

It would be misleading to leave the impression that all school library media centers are in public schools and that all are parts of systems. Private, parochial, and other nonpublic schools share many characteristics of the school library media centers described, but each school tends to be more independent in setting its own program and priorities than is a public school within a system. These schools are less likely to have such specific requirements for personnel certification.

Certification is usually required of all teaching and administrative personnel in school systems. Librarians and media specialists may be required to hold certification in those specialties and to have certification as teachers. Since certification is administered by state education agencies, requirements vary from one state to another; however, some common patterns emerge. Academic work in education, with courses in teaching methods, psychology, the organization of schools, and related subjects, is usually a requirement. The individual is typically expected to provide some evidence of competence, either as a student teacher, media intern, or perhaps as a regularly employed teacher or librarian. This shows the individual has worked well in a situation similar to the one for which he or she will receive a certificate.

Many states have made reciprocity agreements to accept each other’s certificates. This is due to problems that result for individuals who move from one state to another and need to fulfill differing requirements and because of the problems of administering certification programs. Many states have made reciprocity agreements to accept each other’s certificates. A person with a teaching, library, or media certificate in one state may be eligible for certification in another state simply by presenting proof of previous certification. No assumptions should be made about certification, however, because programs change. It is important to realize the significance of employment certification in a school system and to take action to achieve it.

Other Information Agencies

So far we have discussed library and information employment along the lines of four major categories of institutions: public libraries, special libraries, academic libraries, and school library media centers. The previous examples of information brokers show that some professionals in this field are not tied to specific institutions in order to earn a living.

Many government agencies at the federal, state, or international level require the services of information professionals or consultants. The U.S. Congress or a state legislature, for instance, needs analysis of laws and precedents for its deliberations on public policy; an information analysis center, such as the Oak Ridge National Laboratory, requires organization of research, reports, regulations, and environmental impact studies; a national opinion research center must have its data tapes stored and organized for access. These varied agencies employ individuals who are competent in organization skills. As the nation’s output of information steadily increases, professional positions will expand in such areas.

Specialization by Professional Function

Though many information professionals can characterize their work by type of institution—such as academic librarians or information institute analysts—many types of positions exist in each institution. We will describe some of the primary functional job types to demonstrate the kinds of work that information professionals do within institutions that serve different publics.

Public Service

Providing service to a public is the object of most information-related work, though that public may be defined in different ways. Two challenges attract people to public service in the information profession: the search for information and the need to assist a public that may or may not know or be able to express what it wants. Yet even they—the children’s librarian who has a lively preschool story hour in the morning and a hectic two hours of reference assistance in the afternoon; the reference librarian who divides his or her time between assisting patrons at the online catalog and working at the telephone information desk; the bookmobile librarian who stands while assisting eager users at two three-hour stops during the day—have behind-the-scenes work that must be done. The children’s librarian must prepare a budget to rebind the many books that were new when the library opened and as a result, have all worn out at the same time. The reference librarian needs to scan review journals to select items for purchase, and the bookmobile librarian may spend time between stops catching up on the work of choosing new books. These are only a few of the tasks they perform, yet each of them is classified as a public service librarian. The following pages discuss varieties of public service work.

Information Services

There are several levels of information service provided in libraries and related agencies. These include “ready reference,” often by telephone or e-mail; basic assistance in answering complicated questions requiring several sources; and in-depth assistance.

Ready-reference queries include such questions as: “Who won the 2000 Nobel Peace Prize?” “What are the major novels of the author Manlio Argueta?” “Is the boiling point of mercury higher than that of bauxite?” “How many votes did Bill Clinton receive the second time he ran for president?” Academic, public, or community college librarians who provide this service may use common reference sources such as almanacs or encyclopedias to respond, but today they increasingly turn to electronic reference tools or the Internet.

The second level of information assistance may require several sources for an adequate answer. Examples include such questions as: “Can you help me identify key arguments on the abortion issue?” or “How have architects integrated ideas from modern art into their building facades?”

In research libraries or special libraries serving a demanding clientele, information professionals do more than advise on answers or sources. They execute online computer searches, retrieve cited documents, and even analyze their contents. At a law library, for instance, a legal scholar may need to prepare a paper on the validity of the pay equity argument. In response to this need, the law librarian may search databases such as LEXIS, then copy relevant citations from microformatted sources, and finally prepare a legislative history of pertinent laws.

In a health sciences library, the medical librarian asked to assist a surgeon on a cancer case will most likely search CANCERLIT online, MEDLARS, or even EIS (Digest of Environmental Impact Statements) to collect all relevant documents. Online searching provides quick and comprehensive data for the skilled searcher to apply to the problem at hand.

Closely allied to information services is the interlibrary or cooperative function. The capacity to search hundreds of electronic databases for bibliographic citations or full text creates a greater demand for the original sources. If the library does not hold these sources, then the information services librarian must access a computerized or manual listing of the serial or monographic holdings of other research collections to initiate document retrieval.

Information and Referral Services

Closely allied to information services is the information and referral (I&R) function. I&R centers, usually housed in public libraries or governmental agencies, put people together with resources that meet their needs for survival. An unemployed laborer whose child is in need of diabetic counseling can contact the I&R service to discover if there are any publicly provided health-counseling clinics. A retired grocer whose Social Security check has been stolen can contact the I&R service for information on the correct course of action. I&R professionals often have undergraduate preparation in social welfare in addition to graduate study in library and information science.

Readers’ Services

There is no single good term for the kinds of assistance provided in general readers’ services. In the 1940s, public libraries placed heavy emphasis on the guidance of readers, suggesting individually designed reading programs for enjoyment or educational value. Librarians who provided this kind of service were usually called readers’ advisers. The term is used less often today, but the service itself continues and, in some libraries, has expanded considerably. Though some libraries have continued the more personalized service, many others provide as much assistance as possible through “floor work” by staff members. Conversational guidance and assistance may be conducted in an informal way, but the purpose usually is to provide as much assistance as is available and useful to the library patron.

Many of a library’s services result from observations made by those providing readers’ services. Repeated inquiries about income tax information, for example, may make it clear that the collection on that topic needs to be considerably expanded or that a series of talks by accountants or representatives of the Internal Revenue Service would be a worthwhile public service for the library to provide. If many users seem unable to locate what they want on their own, the observant librarian who provides readers’ services in an academic library may realize the need to start a program of library skills instruction. Though most readers’ services work involves direct communication with the public, the work can be effectively extended through many other channels, such as providing bulletin boards for events within the school, college, or community. Other exhibits designed to increase public awareness of the library’s services and programs, such as a local history corner to point out extensive genealogical resources, are a logical part of the service provided to readers.

Special Categories Services

These types of services usually have developed from a library’s readers’ services programs. For example, categories by age are common enough in public libraries. Service to children probably has the longest tradition in this country. In recent years, service to the aging has been recognized as an important area. Knowing what materials are available as well as understanding the particular characteristics of each age group is necessary to fully serve these groups. But even understanding is not enough; your respect for the individual, in spite of the possible discipline problems that children may create or the querulousness of the senile, is essential.

Special librarians, including those in public or academic libraries’ science and technology departments, have a public selected for them. At least this is true to some extent, since their collections attract a certain kind of user. This applies to other specialties, as well; for example, when the homebound people in a community request library service through one librarian, who conducts an active telephone service and schedules deliveries by volunteers or other staff members. Service to the blind and people with other disabilities may be specifically assigned to one person or to a team whose skills are appropriate to that work.

Many additional examples of public service specialization for certain groups exist. In large urban areas, librarians with fluency in the dominant languages of various ethnic communities may be in demand to provide public services or to tell stories to children. Prison library service usually requires an individual with some social service background who has skills in coping with the special problems of those who are institutionalized. Librarians in rural county libraries best serve their agricultural publics if they have some background in the information needs of the farming community. Information professionals who choose to work with these specific types of publics usually supplement their general library skills with continuing education so as to provide better service, unless they have a previous background in that particular field.

Other Aspects of Public Services

It should be clear from this discussion that a number of kinds of public service exist. Some cut across other categories to include public service as part of their responsibilities. Additionally, many members of library and information center staffs think of their work or specialization as being a certain subject (art or chemistry) or a format or media (films or musical recordings). They are actually important members of the public service staff, as are the bookmobile staff members and those who provide service to the home-bound, give book talks or storytelling programs in schools or at camps, or are on call or provide programs for adult service clubs and similar groups.

Technical Services

The effectiveness of public service personnel is no better than the quality of work that makes their service possible. To cite an obvious example, it would be ineffective for a museum’s librarian to offer to display books available for Christmas purchases if the books had not been ordered, organized, or cataloged, and delivered to the museum library’s exhibition cases for display.

Librarians who make these services possible usually are described as technical services personnel. The once-distinct lines between public and technical librarians have blurred as a result of the increasing complexity of the types of materials published and the changing technologies used to catalog and classify material. In the largest sense, technical services librarians provide a great deal of public service. Descriptions of the types of technical services follow.

Acquisitions

Responsibility for deciding which items a library will purchase, the agent from whom they will be purchased (an increasingly complex task as vendors of books computerize their operations), and how the library will coordinate all the suggestions it receives about purchases lies with the librarians in acquisitions work. Such work may require extremely specialized knowledge about the book trade, especially when foreign materials make up a sizable portion of the collection, as well as a keen understanding of the public for whom the materials are selected. The librarian who acquires college-level materials for a community with a low reading level fails to respond adequately to that community. It is vital for the acquisitions librarian to learn as much as possible about the local constituency before ordering material for the library at hand.

Prior to ordering material, the acquisitions librarian often reads several reviews of a single item from a variety of professional journals to ascertain the item’s value to the library. Careful records must be kept to avoid duplication and to ensure that enough information exists for efficient cataloging and classification of items to be added to the collection. Today, computerized systems that maintain machine-readable files of a given library’s holdings do much of the acquisitions work. Vendors can be notified of new orders via telecommunications. Skill in the use of these automated systems is now fundamental to the acquisitions process.

Many libraries now are hiring collection development librarians or collection management librarians to provide oversight in shaping and building the collection and in directing the growth of the collection to meet the needs of the library’s public.

Cataloging

This is the process of describing library material so that users will know if they wish to see it. Most libraries employ computerized catalogs that let users search by author, title, subject, or keyword. Unless we use libraries in some sophisticated way or for some particular purpose, we may not realize all the decisions necessary to make the catalog as useful as possible. A cataloger needs to make decisions based on a range of questions, such as the following:

• Are people more likely to look for Victoria Holt’s books under that name or under one of the same writer’s several pseudonyms? For example, will users want to know that this writer is also Jean Plaidy?

• Since studies show that most university students want the most recent title on a subject, should we consider rearranging much of our catalog, with the titles that are on the same subject arranged by publication date, rather than by author?

• Is acupuncture so significant—and do we have enough books on the topic—that it requires a subject heading?

• Will third-graders be able to find books on the sea if the heading for them is “oceanography”? If not, what shall we file these books under?

• In a set of four filmstrips, is it important for the user to know the title of each, or is the title of the set enough?

• If we have a backlog of materials to be cataloged, how can we decide which groups of materials should have priority?

Of course, the list of questions could be much longer, but the point is to suggest the range of the cataloger’s concerns and to indicate how closely they are related to those of public service librarians and to the library’s users. It is clear that the cataloger’s decisions involve other members of the library staff, including the budget officer and administrators, who must decide whether or not such decisions are feasible.

Because catalogers deal primarily with the library’s materials, they may need such skills as special knowledge in various subject areas, reading knowledge of one or more foreign languages, and the ability to skim reading materials rapidly to decide how they should be organized. Skills relating to nonprint materials such as films, recordings, photographic slides, or videotapes and computer software may require knowledge of music, the ability to identify artists and composers when their names do not appear on the material, and a variety of other abilities. Within this cataloging specialty there may be many other specializations, such as music, law, serials, and government documents; large collections require adept handling of the many special items that are part of the library. And while a sense of how the readers will use a collection is important for catalogers to have, their decisions are often made in isolation, without opportunity to refer to the practices in other libraries or to ask for several options. Competence and self-assurance are vital to their judgments. There is something fascinating about sorting and putting together similar things and separating different things. Catalogers thrive on that fascination.

Cataloging information comes from a number of different sources. These include the Library of Congress, networks or consortia such as the Online Computer Library Center, the Research Libraries Information Network, and the Western Library Network.

Cataloging data from external sources makes it possible for libraries to assign many cataloging tasks to support staff; however, there is always some need for original cataloging. Professional catalogers generally catalog items for which no external sources of data are available and supervise the activities of support staff.

Cataloging requires the ability to rapidly understand the general theme and content of the material to be cataloged. Attention to detail, an important characteristic of catalogers, requires that they verify large quantities of information and make the material they are adding to the library’s collection as accessible as possible. Is the book really a second edition? Does the library already have a copy of the recording? How can the discussion guide that accompanies a film be made as accessible as the film? These questions are important to consider and answer.

Intellectual ability, possibly including the ability to read several foreign languages, is an important quality for a cataloger. Assigning a classification number, often the only task an outsider is aware of, may be the smallest and least important part of the cataloger’s duties.

The constant exercise of judgment and understanding of what characteristics may be traded off for others in the whole area of technical services are necessary abilities. For example, is it so important to get large quantities of seasonal materials to the patrons that the materials can be processed with only a minimal amount of cataloging information noted? Should paperback books on various careers be prepared so that they can be filed in a vertical file by subject rather than listed in a card catalog by author, title, and subject? Should terms that have become dated or misleading because of changed usage be dropped as subject headings—“Science Fiction” replacing “Interplanetary Voyages—Fiction,” for instance? If so, should all earlier items have their headings changed? These examples merely suggest the responsibilities of the cataloger, which are usually shared with the head of technical services.

Other Technical Processes

The behind-the-scenes processing of library materials does not end with the cataloging and classification of materials. A wide variety of other processing activities must take place; materials must be marked for proper placement within the collection. The process of preparing materials for circulation may require preparing the materials themselves, then preparing records for a manual or automated circulation system. Many materials require special treatment: audiovisual media, computer software, archival materials, pamphlets, and rare books all must be handled with special care. Though the processes themselves may be routine, the decisions made regarding those processes require careful professional attention. New methods and techniques must be developed and instituted as changes take place in needs and materials. Technical services librarians are often on the cutting edge of library technology.

Technical services may include provision of such processes as mending materials, binding, and the referral of some items to an outside agency for repair. For instance, a film department might attach its own leader (a blank strip similar to the film itself used at the beginning of the film, sometimes with a notation as to the title and owner of the copy), or this chore may be a part of technical services. Reinforcing paperbacks within the technical services department may prove to be more economical than paying the increased price to have them reinforced by the supplier. And it may make a lot of sense for the technical services staff to be responsible for gathering up all serials and journals to be bound, keeping a record of what is sent, and handling all the physical aspects of that work.

In fact, with many libraries spending an increasing amount of their resources on periodicals and journals, along with the growing numbers of these available items, periodicals or serials work is becoming a specialty in technical processes. Preservation activities are of increasing importance to protect and prolong the life of the collection.

Library and Information System Automation

Some of the first practical uses of computers were made in libraries, and automation has had a pervasive effect on the information professions. Computers are used for everything from teaching tools in school library media centers to computer-managed archives in corporate information centers to huge systems of multidisciplinary databases provided by search service vendors.

Though automation was at first limited to large institutions with substantial budgets, advancing technology has made the adoption of computer technology feasible even for small public and school libraries. This has had two major effects on information professionals. First, an understanding of automation systems and networking has become a fundamental requirement; any information professional must have at the minimum a basic knowledge of the ways in which computers operate and the tasks that automation can accomplish.

Second, there is a growing need for information professionals who are automation experts. The automation needs of libraries and similar information institutions are inherently different from those of stores, manufacturers, and other businesses. Frequently the bodies of data that need to be manipulated are large and complex, and they must be tailored to meet varied and complex information needs. Effectively planning, designing, and implementing an automated information system is a difficult task requiring special skills. The information professionals who undertake such activities may have any number of titles: systems analyst, library automation specialist, and database manager, for example. These professionals are required to have a thorough understanding of the needs of information agencies and the ways in which computer technology can meet those needs.

Administration

We have already described a typical day in the life of a public and academic library director. The work of the administrator in the information professions closely parallels the work of any administrator in the public sector. The central concern for administrators is planning—planning to ensure that the information institution they direct continually develops services to meet the needs of the community it serves. In large libraries, planning and public relations often take up most of the administrator’s time. In smaller institutions, personnel and budgeting come under the purview of the administrator as well.

Most administrators have come up through the ranks. This firsthand knowledge of how a library works allows them to mentor others within the system. Those with administrative responsibilities often take on policy-making positions within the state or national library and information associations. They work not only to develop services in their own institutions but also to enhance the quality of information provision in general.

A wide range of administrative positions exists in the information professions. The director of a corporate information center may have a small, highly trained, computer-oriented staff that works with a specialized subject matter. For example, management of an advertising firm’s information center might focus on several large client accounts that deal with processed dairy products or soybean derivatives. Or perhaps the director of a large urban library may manage a central facility housing more than a million volumes and dozens of branch locations—an operation employing hundreds of people.

The manager of any information agency, regardless of its size, must be flexible, adaptable, and knowledgeable about the rapidly changing technologies used to efficiently provide information and the materials that contain it. Effective administrators must be well versed in both the public and technical service aspects of institution management and have strong people skills.

Specialization by Type of Material

The focus of some information professionals is defined by the type of material with which they work. Data librarians organize large collections of data for analysis and must devise special routines for storing, formatting, and retrieving data from CD-ROMs. Photography librarians catalog their collections with special attention to scale and size. They develop retrieval systems that permit the comparison of different techniques. Music librarians provide analytic entries to their collections that take into account both composers and performers.

One of the most common of these specialties would be the film or videotape librarian, who selects films and videotapes for purchase, plans programs with other library colleagues as well as with the general public, and encourages good use of the library’s collection of films, videotapes, and other nonprint media.

Most libraries in schools and community colleges have moved rapidly in the development of collections that include a wide variety of nonprint media. In these cases, librarians’ responsibilities include more than working with nonprint materials. Assignment is divided according to the type of material. This can be seen in school districts where a school library media specialist has responsibility for all professional materials being used by teachers. Perhaps he or she handles the collection of curriculum materials gathered from within the district and from other parts of the country.

Another kind of specialty by type of material is that of the map librarian. Federal libraries, academic libraries, public libraries, and special libraries may all have map librarians on staff who interpret and organize map collections. Because of the practical problems of handling odd-sized maps and globes, this is a specialization that requires appropriate background in academic areas that are related to geography.

The same principles hold true for government information librarians. Their responsibilities may include not only United States documents, but those from such agencies as the United Nations and state and local governments as well. These documents may be integrated into a library’s general collection, or they may be housed separately so that users can find all government documents in one place. Government information is increasingly available on the Internet. The formats of government documents vary, but this is another instance where the origin of the material determines the specialty to which it is assigned.

Production of Media

Production of media has become of increasing importance in all types of information centers. In more sophisticated systems, this includes the use of hypermedia, live and taped television productions, preparation of graphics, and individualized computer-assisted instruction software. Demand for these more sophisticated media requires staff members with special skills in production and design of exhibits and with graphic talent and ability.

Cable television has opened up new responsibilities for the information professional assigned to media production. In many cities, the public library has been designated its own cable channel. As this trend continues, media skills will become more important to the library that wants to provide a full range of service to its public.

Like technical services, these production services require that the personnel know how the materials will be used. These personnel responsibilities may be associated with a public service or public relations department, or they may be considered an adjunct of technical services or of the general media program.

Information Science

Some information science positions are filled by librarians. The training for both types of professionals is generally through a school of library and information science. The two fields are closely allied.

The American Society for Information Science describes four major categories of positions in the information science field.

Operation of Information Systems

Abstractor-indexers process the intellectual content of documents for convenient retrieval, usually through online terminals operated by bibliographic searchers. These searchers may work full-time at keyboard terminals or may double as information services librarians. As demand for services in this area grows, most larger public libraries and many academic libraries will find it important to employ individuals with these skills. Most special libraries serving business or industry already employ specialists in computerized bibliographic searching.

Database managers analyze, manipulate, and coordinate raw data in numeric format for efficient use by researchers and management. This may mean the systematization of a company’s production records or implementation of large data sets of survey data for social research use by the company. Electronic resources librarians manage the databases that libraries license from third-party vendors.

Microform technologists use a wide range of sophisticated equipment to miniaturize or reproduce documents of other records. They work closely with publishers and computer specialists to develop new services that may never be presented in paper format.

Management of Information Systems

Many personnel often report to a single manager who coordinates information services, records management, information storage and retrieval, and consulting on communication flow. The information systems manager sometimes oversees the development of broader services, such as national networks of specialized information.

Design of Information Systems

Applications or systems programmers write large-scale computer programs to solve information problems in fields such as business, science, and education. Information consultants advise management of marketing strategy or business expansion through information systems. Management information systems specialists meet the information needs of decision makers through automated systems that they design and implement.

Research and Teaching

Computational linguists analyze word and language structures to determine how the computer can manipulate text for editing, indexing, classifying, abstracting, searching, or retrieving. Cyberneticists study the communication and manipulation of information and its use in controlling the behavior of biological, physical, and chemical systems. Teaching in all the areas outlined as information science usually includes basic research on the phenomena of information.

Positions in information science are found in libraries, data-processing centers, industry, and government. The growth of the importance of information means that new careers are being generated all the time. Education in library and information science provides the ideal preparation for this burgeoning field.

Opportunities for Information Professionals in Other Settings

Just as it is true that not everyone who works in an information institution such as a library is a librarian, not all librarians work in libraries. Because librarians often come from other academic fields with advanced academic backgrounds, they have opportunities to combine their information skills with those backgrounds; such combinations may lead them away from positions in libraries. They may develop new specialties that make positions outside library settings available to them.

Archives

Many librarians and information scientists have taken on the responsibilities for the archives of their educational institutions. As the work of that area has increased and these professionals have developed expertise in archival work—either through experience, further education, or a combination of the two—they have chosen to become archivists. The work requires many of the same competencies that librarianship requires. Though such vocational shifts may be made gradually over several years, the result is that a person who began work as a librarian has moved into another professional area.

The archivist works with acquisitions—the organization and use of materials, records, and other items. Acquisitions sometimes requires active searching for materials among the papers of individuals or in the bulky records of an institution. It can include the organization and use of manuscript materials. Records may include personnel records, ledgers, or promotional materials. Other items can be as varied as an executive’s desk set or the time capsule placed in the cornerstone of a corporation’s new building. The purpose is preservation of the historical record of the association, movement, or corporation. It should be clearly understood that not all archivists are librarians but that this is a specialization into which many librarians have successfully moved.

Publishing

Librarians or information specialists work in specialized areas, such as editorial work and other positions in the general area of publishing. Several professional journals serve librarianship and information science, and their staff members often have had education and experience in those specialties. Though such positions are few, the individuals who hold them can move on to more general editorial responsibilities in book publishing that are often related to the library and information fields. Attention to details, the ability to sense the needs of users who want reference materials, and the desire to provide for those needs are typical characteristics that information professionals share with the editors of such reference aids as indexes, abstracting services, and directories. Thus, many librarians have become valued members of such staffs. In administrative posts of publishing firms, some former librarians, who typically began their publishing activities by advising publishers about the needs of the library, have found interesting positions that are important for the library and information fields.

Some organizations, such as publishers, seek librarians with sound knowledge of a particular market to promote materials to libraries. Some general trade publishers, for example, maintain departments of school and library promotion, where the personnel need to know what kinds of announcements, catalogs, and other publicity techniques will be most appealing to the large library market. In many cases they maintain close communication with some members of the library profession who play important roles in the selection of materials. Sometimes the value of having been a former library colleague may be quite significant, and many of the people in school and library promotion have come from the library field.

The close link between librarians who work with children and the staff members of juvenile departments of trade publishers is based on an interesting history. In the early years of this century, children’s librarians became more and more interested in encouraging the publication of good children’s books. When separate departments for children’s books were established, it was natural that children’s librarians would fill many of those posts. Though this is still true today, people from a variety of backgrounds are now also filling these positions.

One part of editorial work and writing in which librarians continue to be prominent is that of reviewing. In many libraries, librarians prepare short, readable, evaluative notes on books and other materials. In these they comment briefly on the content, compare the new item with others available, and note its value in terms of its format, price, and availability. These same skills are important for journals that publish large numbers of reviews. Where staff members do the writing, their members may come from the ranks of librarians; when the journal relies on outside reviewers, a large number of them may be librarians who did this as a professional service or for a fee.

Multimedia

As the scope of the material resources available to libraries has broadened, some librarians have moved into positions of new responsibility that reflect that expansion. For example, administrative reasons might make it desirable to have one person responsible for all aspects of materials in a community college. Perhaps, the former director of the library becomes the administrator for the entire educational media program, with responsibilities for television production as well as utilization of all other media. Next the administrator moves to an administrative post with responsibility for the operation of the bookstore or for other curricular areas. This could include administration of the educational program for library technical assistants. Competence, interest in a diversity of fields, and willingness to take some risks in achieving goals are the determining factors to expand one’s career.

Information Brokering

Recently, librarians have been forming agencies or companies of their own to provide information service to industries, writers, or other groups that require this type of work. While librarians may do this individually, working in groups of two or more allows them to function as a team when they have a heavy workload. This allows them to use individual skills and knowledge more effectively. They may choose genealogical searching, long a province for freelancers, but they may verify citations for writers, gather a number of references (for someone who knows in general what he or she wants but does not have the time to find and organize it), and read and prepare notes on reference materials for others.

Information Consulting

Information scientists may choose the same kinds of freelance work. Special competencies include bibliographic searching of online information systems, preparation of technical reports as editors or writers, or preparation of large-scale computer programs for information storage and retrieval. These specializations, as well as librarianship, offer the opportunity for people to work as consultants. They may advise on major purchases or selections of systems, make recommendations of building projects, conduct initial searches and interviews for major personnel appointments, advise on the development of media collections, or provide—on a fee basis—their expertise in some other area requiring research.

Usually consultants of this kind have been recognized for their competence because of their previous work in regular full-time positions. The good decisions made by a library administrator during the planning and construction of a new library, for instance, may cause another administrator to invite him or her to serve as a consultant in another building program; or the reputation that a bibliographer develops in selecting materials for the library where he or she works may result in another library’s seeking that bibliographer’s assistance when considering major purchases in areas with which its own staff may be less familiar.

Because consultants’ work is almost always based on extensive experience, and because employment possibilities are difficult to predict in this kind of work, it is a specialty that information professionals often practice when they retire from full-time work. Being able to combine retirement with work that supplements income and provides a change of scene and experience is an appealing prospect to many retirees.

Perhaps another word might be said here about consultants. When library personnel see a consultant come into a library in the morning, perhaps fresh from the airport and carrying a suitcase, then see the consultant leave at the end of the day, evidently off to a new assignment, library personnel may characterize the work as glamorous. They may be critical when they see the budget item for the consultant’s work. They are probably not aware, however, of the extensive study the consultant may do in advance of each visit and the high pressure and tension under which he or she may have to work while on the scene. They may not consider the amount of time needed to prepare and present a report on the consultant’s findings, either. Such reports may go to a board of trustees or a general administrator rather than to the library’s own administrator, and they are certain to prompt questions the consultant must be prepared to answer. Major components of consulting work include professional knowledge, personal confidence, common sense, experience, the ability to think on one’s feet, and the willingness to acknowledge errors. As previously mentioned, individuals who work their way into such positions have usually done so after long years in other kinds of responsible supervisory or administrative work.

Professional Association Work

In addition to self-employed library and information specialists, there are others who work in neither libraries nor information centers but nonetheless need a thorough knowledge of their field. For example, librarians serving as consultants or representatives often fill staff positions in the various national library and information associations. In staff positions they might work as association managers with other professional people, travel extensively to conferences, prepare promotional materials for their associations, and handle many other tasks that need to be done when officers of such associations have only limited time for their responsibilities. Because many librarians often have had on-the-job experience with similar responsibilities, they are good choices for such posts.

A growing number of state and regional library and information associations employ staff persons. Though not all of these are information professionals, they often come from the ranks of library employees because they need to be familiar with the work of their colleagues in the association. Additionally, they may be called upon to represent the views of the information profession in general. Their public relations responsibilities may include lobbying for state or national legislations and making the public aware of the significance of libraries and information centers. They may organize conferences or conventions where educational programs for members, the business of the association, exhibits of professional materials and library equipment, and entertainment all need to be coordinated effectively. These positions, like those in the various national associations of librarians and information scientists, are highly visible and influential; but the demands they make in terms of travel and general workload often mean that the individuals who accept such positions work in them for only a few years. Since there is a need for practitioners in the field to know something of the workings of their associations and for the associations’ staff members to be conversant with the field’s work and views, this kind of interchange is probably healthy.

Library and Information Science Faculty

Experienced librarians work in another specialty within the information professions that is usually arrived at after experience in the field. They become faculty members in a college or university program. Some teach in undergraduate education programs, preparing students to be school library media specialists, supervising them in their fieldwork in school library media centers, and teaching such courses as children’s literature and basic cataloging. Other educators may have responsibility for students enrolled in two-year or one-year library technical assistant programs, where their course work may include introductory courses in librarianship. These educators may be responsible for advising students who are taking courses such as business English, typing and filing, or others that are not limited in scope to libraries but are relevant to the work for which they are preparing. These library educators may have responsibility for supervising their students on field assignments as well as placing their students, especially in their first positions.

Educators who are faculty members in graduate programs of education for the information professions often teach courses that are more theoretical than those at the undergraduate level. These are directed toward a variety of prospective information careers. In institutions where doctoral programs in library and information science are offered, educators’ responsibilities include research, publishing, and close liaison with the field through their work as consultants or teachers in continuing education programs.

The full-time faculty members in any kind of information education programs usually provide most of the instruction; often their work is strengthened by that of practicing librarians who teach in their areas of expertise, perhaps on a regular part-time basis or for a summer session or workshop. Usually, the full-time faculty members must meet all requirements for faculty appointment at their institutions; doctoral degrees often are a part of this requirement. Other desirable characteristics include researching ability, teaching, competence, and general experience.

Because librarianship is a profession that requires knowledge of administration, management, and organization of information, and because it may be related to such areas as publishing, historical research, communication, and formal education, the faculty members of library education programs often have come from other areas of specialization. Social scientists, linguists, engineers, publishers, and educational administrators are among those who have served effectively on the faculties of some programs. From this, it’s apparent that positions in information education are not limited to librarians. Duties in admissions and placement, editing school publications, and other varied work may not require the expertise of a faculty member. In some cases there may be others, some of them librarians, who hold these types of positions in library education programs.

Information science programs in institutions of higher education usually consist of faculty members in many different specialties. Research in information science usually is performed by faculty members in these programs, and, in this fairly new field, they are often key people in determining the nature of the field and its future.

This survey of library employment locations and types of library positions demonstrates that an extraordinary diversity of opportunities exists. Whatever your interest, special background, or education, there is likely to be an appropriate type of library work available.

Work of Support Staff

Though this book primarily addresses the career opportunities for professionally trained information professionals, we need to take note of the variety of personnel necessary to ensure the proper running of a library or information center.

In libraries, as in other places of employment, the need exists for a range of support personnel. Word processors, maintenance engineers, and security officers are only a few of the types of support staff employed. In most instances, their duties in a library may not differ much from what they might be in another work setting. For example, a guard who patrols a large academic library on a regular basis checking for fires, vandalism, or someone in trouble may really be doing the same kind of work as that of a guard in an industrial plant. Though these jobs are important to libraries, the people who perform them usually do not consider themselves as having library careers. There are, however, many people working in library support roles, and though they may not have a master’s degree, they nonetheless enjoy library and information science careers. Descriptions of some of these positions follow.

Library Technician

An important member of the support staff is the library technician, sometimes designated as library technical assistant (LTA). The library technician has usually completed two years of academic work, often in a community college, emphasizing the learning of library skills. Library technicians are prepared to work in public service areas as well as in technical services. Circulation routines, work on the physical preparation of books (labeling, duplicating cards, assisting with placement of orders), and such individual specialties as assisting with the maintenance and use of audiovisual equipment may be the regular work of library technicians.

Library technicians, like librarians, often are able to use the skills they have acquired elsewhere. For example, the ability to work in graphics may be applied to the preparation of instructional transparencies in a school library media center, the production of signs and exhibits for an entire public library system, or the design of an information center’s annual report in a special library.

In recent years many people have attended programs that trained them for library technical assistance and have received academic credit, associate degrees, and certificates of completion. At the same time demand for library technicians has been so great that others have found exactly the kinds of positions they sought without finishing their educational programs. Their on-the-job training has enabled them to become valued members of library teams because of their particular libraries’ procedures. Consequently, they often have felt no need to return to a campus to complete a training program for library technical assistants.

Some libraries have used the designation of library technical assistant for many members of their specialized support staff, despite the fact that they may not meet specific LTA educational requirements. Though only those trained on the job have to compete with academically trained LTAs for jobs, it may be possible that in the future, educational programs for LTAs will prove themselves so superior as a personnel source that libraries will insist on this kind of education as a prerequisite for employment. At present, however, it is more likely that libraries will continue to employ people with a mix of academic backgrounds in technical assistant positions. Because their competencies may be more related to one library than to others, those who have not completed formal training programs may find their mobility from one library to another somewhat limited.

Opportunities for members of the support staff with library experience may lead to responsible positions such as heads of circulation services, supervisors of clerical and technical personnel in some large departments, or supervisors of such support staff as equipment maintenance workers, drivers, and others. These supervisory positions customarily require unusual knowledge about the library, willingness to accept responsibility and to exercise authority, and special supervisory abilities in dealing with people. Such positions tend to be among the best available to members of the support staff, and they offer many satisfactions.

Library Assistant

Another important member of the library support staff is the library assistant. Library assistants organize library resources and make them available to users. They assist librarians and, in some cases, library technicians.

Library assistants—sometimes referred to as library media assistants, library aides, or circulation assistants—register patrons so they can borrow materials from the library. They record the borrower’s name and address from an application and then issue a library card. Most library assistants enter and update patrons’ records using computer databases.

At the circulation desk, assistants lend and collect books, periodicals, videotapes, and other materials. When an item is borrowed, assistants stamp the due date on the material and record the patron’s identification from his or her library card. They inspect returned materials for damage, check due dates, and compute fines for overdue material. They review records to compile a list of overdue materials and send out notices. They answer patrons’ questions and refer those they cannot answer to a librarian.

Throughout the library, assistants sort returned books, periodicals, and other items and return them to their designated shelves, files, or storage areas. They locate materials to be loaned, either for a patron or another library. Many card catalogs are computerized, so library assistants must be familiar with the computer system. If any materials have been damaged, these workers try to repair them. For example, they use tape or paste to repair torn pages or book covers and other specialized processes to repair the more valuable materials.

Some library assistants specialize in helping patrons who have vision problems. Sometimes referred to as library clerks, talking-books clerks, or Braille-and-talking-books clerks, they review the borrower’s list of desired reading material and locate those materials or closely related substitutes from the library collection of large-type or Braille volumes, tape cassettes, and open-reel talking books. They complete the paperwork and give or mail requested materials to the borrower.

Bookmobile Driver

To extend library services to more patrons, many libraries operate bookmobiles. Bookmobile drivers take trucks stocked with books to designated sites on a regular schedule. Bookmobiles serve community organizations such as shopping centers, apartment complexes, schools, and nursing homes. They help extend library services to patrons living in remote areas. Depending on local conditions, drivers may operate a bookmobile alone or with a library technician.

When working alone, the drivers perform many of the same functions as a library assistant in a main or branch library. They answer patrons’ questions, receive and check out books, collect fines, maintain the book collection, shelve materials, and occasionally operate audiovisual equipment to show slides or films. They participate and may assist in planning programs sponsored by the library, such as reader-advisory programs, used-book sales, or outreach programs. Bookmobile drivers keep track of their mileage, the materials lent, and the amount of fines collected. In some areas, they are responsible for maintenance of the vehicle and any photocopiers or other equipment in it. They record statistics on circulation and the number of people visiting the bookmobile. Drivers may record requests for special items from the main library and arrange for the materials to be mailed or delivered to a patron during the next scheduled visit. Many bookmobiles are equipped with personal computers and CD-ROM systems linked to the main library system; this allows bookmobile drivers to reserve or locate books immediately. Some bookmobiles offer Internet access to users.

Because bookmobile drivers may be the only link some people have to the library, much of their work is helping the public. They may assist handicapped or elderly patrons to the bookmobile or shovel snow to ensure their safety. They may enter hospitals or nursing homes to deliver books to patrons who are bedridden.

The schedules of bookmobile drivers depend on the size of the area being served. Some of these workers go out on their routes every day, while others go only on certain days. On other days, they work at the library. Some work evenings and weekends, giving patrons as much access to the library as possible.

Because such factors as personality, interest, and general competence in library-related skills are important in many support positions, these positions frequently are filled by workers who have no intention of remaining in them for any length of time but who value them either for the relevant experience or for the kind of employment opportunity they present. Members of students’ families, for example, often need employment for the period of the student’s enrollment at a college or university, just as the students themselves often need part-time employment. Some positions may be regularly designated for these individuals as a part of the academic institution’s internal economy. Another category of people who may seek support positions on a short-term basis are those planning to enroll in library and information science education programs and who want some kind of library experience. This, of course, means that there is considerable turnover of personnel and is one reason why the position of supervisor of the support staff is an especially challenging one; staff morale and programs of in-service education become especially important in these circumstances.

The long hours that libraries usually are open require competent staff during evenings and on weekends, periods that many people want free. Because of this, work for night service supervisors, security personnel, pages, and circulation personnel may be available. These positions may appeal to students or others with daytime responsibilities. The work of re-shelving materials or preparing materials to be delivered to other library agencies may be done more efficiently at times when there are fewer users in the library, so these evening hours may be peak activity times for the staff.

Though the people who work at the libraries’ charging desks are from the clerical or technical assistance ranks, they are important in establishing the climate and purpose of the library. Informal comments by these staff members about some of the library’s services may stimulate users to make the most of what else is available to them. The rapport established at the circulation desk is the beginning of good interaction between the user and the library.

More service is provided to the public at a circulation desk or in a circulation department than may be visible to someone simply watching people returning or borrowing library materials. When someone has requested a specific book by title, or even by subject, for example, the circulation files are checked to determine when it is due and who has borrowed it. Some libraries provide the service of requesting its return; others promise to reserve it when it is returned. Either of these is an important service to the reader, and both require accurate records of information and careful attention to details of book circulation.

Information Society

As the world becomes more reliant on quickly relayed information for decision making, the need for individuals skilled in managing information continues to increase. From traditional professional positions in libraries to evolving positions in information centers, the opportunities for skilled personnel seem limitless. Careers range from supportive to managerial or professional, and different levels of education prepare individuals to enter this work. The next chapter outlines the types of education required for employment in the information society.
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