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    —Melissa J. Clapp

  


  
    
      


      Foreword


      Valerie Nye

    


    
      What is a solo librarian? Solo librarians are usually professional librarians running a small library within a larger organization or communities with limited populations. These librarians often run the entire library by themselves but may occasionally work with paraprofessional librarians, volunteers, or interns. Solo library jobs have been found traditionally in corporations, hospitals, churches, schools, law firms, museums, and within any organization where specialized research material is a required part of conducting business. In recent years, changes in the economy have forced organizations to reconsider spending priorities. In this new environment of shifting priorities, librarians may find themselves newly soloed in libraries that traditionally have had multiple employees.


      The words “solo” and “librarianship” may bring to mind a quiet librarian working alone with little interruption in a small room surrounded by a special collection of books. This notion is far from the reality experienced by most librarians in this field. In many ways, solo librarianship demands more communication and collaboration than librarians might experience in larger multi-employee libraries. A librarian working alone is the primary advocate for library collection and all of its services. This advocacy requires ongoing connections with patrons and potential patrons so that the library and its services remain vital and relevant to the people it is intended to serve.


      While some people aspire to work in solo positions, most librarians enter this unique field within librarianship without the specific career goal of running a library alone. Librarians who are interested in putting every level of their professional library skills to work on a daily basis may find solo job descriptions particularly attractive. The day-to-day work ranges from employing library skills such as shelving material and answering reference questions to high-level business skills such as creating policies and planning budgets. These diverse skills require that a librarian working in a solo position possess great organization skills and innate ability to prioritize and multitask.


      Within the moments of busy activity of working in a library, a wise solo librarian will stand back and take note of all the things that one person can accomplish in a small library. Gratification comes when it is possible to observe all of the elements that a single person can put into action to provide service to a community with research needs.


      The essays in this book paint a picture of the details required to run a successful library by oneself, and will inspire creativity in librarians who are working solo—but far from alone—within the various communities they serve.

    

  


  
    
      


      Acknowledgments

    


    
      Kim Becnel, assistant professor of library science, Appalachian State University, Boone, NC


      James B. Casey, Ph.D., director of the Oak Lawn Public Library, Chicago, Illinois; recipient of the Illinois Library Association Librarian of the Year Award


      Dorothea J. Coiffe, assistant professor, A. Philip Randolph Memorial Library, New York, New York


      Tom Cooper, director, Webster Groves Public Library, Webster Groves, Missouri; Writing and Publishing: the Librarian’s Handbook (ALA, 2010)


      Wayne Finley, assistant professor/business librarian, Northern Illinois University Libraries


      Larissa K. Garcia, assistant professor, National-Louis University Library, Lisle, Illinois


      John Helling, director, Bloomfield-Eastern Greene County Public Library


      James Lund, director, Red Wing Public Library, Red Wing, Minnesota; The Frugal Librarian (ALA Editions, 2011)


      Rita Marsales, catalog librarian, Menil Collection Library, Houston, Texas


      Aline Soules, library faculty, California State University, East Bay


      Tom Taylor, continuing education coordinator, South Central Kansas Library System


      Linda Burkey Wade, digitization unit coordinator, WIU Malpass Library, Macomb, Illinois


      Kathryn Yelinek, reference librarian/coordinator of government documents, Bloomsburg University of Pennsylvania, Bloomsburg, Pennsylvania

    

  


  
    
      


      Introduction


      Carol Smallwood and Melissa J. Clapp

    


    
      How to Thrive as a Solo Librarian is a compilation of twenty-six chapters by librarians writing from experience in order to help colleagues who must work alone or with very limited help. These previously unpublished chapters range between 3,000 and 3,500 words and they come to us from schools and colleges, special and corporate archives, public libraries, and seasoned LIS faculty across the United States and abroad who are familiar with the vigor, dedication, and creativity necessary for solo librarians. This book is intended for professionals and students in the field of librarianship. Valerie Nye, who wrote the foreword and is an experienced solo librarian as well as library manager, editor, and author, rightly noted: “In many ways, solo librarianship demands more communication and collaboration than librarians might experience in larger multi-employee libraries.”


      Despite the fact that most of these authors are currently working alone in their library or archives, they do not work in a vacuum. These energetic, organized, and resourceful librarians were eager to share their knowledge and experience for success with colleagues: the images of Superman and Superwoman often surfaced when reading their accomplishments.


      These librarians were encouraged to submit three potential topics and to follow Gustave Flaubert’s advice when writing their chapters: “Whenever you can shorten a sentence, do. And one always can. The best sentence? The shortest.” The chapters are grouped into eight parts in the table of contents; the chapters are indexed by author, title, and subject with “see’s” and “see also’s” for ready access.


      It has been a pleasure working with these dedicated librarians from many states across the country as well as abroad. The generous sharing of their experiences provides invaluable guideposts for other solo librarians.

    

  


  
    Part I


    Time Management

  


  
    
      Chapter 1


      Solo Librarians as Jugglers


      Roxanne Myers Spencer

    


    
      The truth about juggling is that we all drop the ball some time, especially when the balls are different weights, shapes, and sizes. Accepting that we cannot keep all the balls in the air simultaneously, indefinitely, helps the solo librarian to approach managing time, tasks, and energy more efficiently.


      The solo librarian or information specialist faces time and task management challenges daily. Demands on a medical, law, or business librarian vary from those on a public or school librarian, yet the effects are often the same: too many tasks, too little time; too much stress, too little support. We have become experts at juggling. Tough economic times have only increased our sense of urgency about getting everything done.


      There are many resources for time and task management available in books, videos, and online. They can be useful—if we could only find the time to go through them! We know the essentials:


      
        	prioritize responsibilities


        	schedule important tasks first


        	limit checking e-mail and returning phone calls

      


      We are all doing more with less: more demands, more clients and patrons, less time, less money, fewer resources. The truth is we cannot manage time. We can only manage ourselves in relation to time.


      So much of what librarians provide is service, whether reference, research, readers’ advisory, homework, or community resources. In addition to public service, the solo librarian also manages most or all technical services and administration of the library or information center. To say no often induces feelings of guilt and a sense of failing to do your job effectively. We can get over the super-librarian mentality, especially important for those working in a one-person library, and still maintain our professional reputations and inspire confidence in our constituents.


      What Can We Learn from Juggling? (Juggling and the Solo Librarian’s Circus)


      In Lessons from the Art of Juggling: How to Achieve Your Full Potential in Business, Learning and Life,1 Tony Buzan and Michael Gelb use juggling as a metaphor for lifelong learning and success. Here are some of the principles and how they can be applied to solo librarianship:


      • Set goals and visualize results: Choose one small, manageable task. Build on this success for more complex projects.


      • Transform your attitude toward mistakes and failure: Everyone makes mistakes. This will never change. See mistakes and misguided attempts simply as minor detours along the way to success.


      • Recognize and change limiting habitual patterns: Just because “it’s always been done this way” doesn’t mean that it’s the only way or the best way. Re-examine task steps with a fresh approach.


      • Re-attain your natural poise by cultivating the art of relaxed concentration: You accomplish more when you can go into the “zone” of calm, focused attention. Choose a task you enjoy and be mindful of your approach and mindset, and try to apply to other duties.


      • Unleash your natural genius through the power of play: Take time to play a game or engage in an activity you enjoy. Let the “back burner” be inspired by your refocused attention.


      In “Managing Multiple Projects, or the Art of Juggling,”2 Hotchkiss says, “The consensus is that what juggling boils down to is focus, balance, and timing” which, in a nutshell, streamlines the processes of balancing numerous tasks and demands on your time. Hotchkiss goes on to summarize eight useful pointers from management literature to help the overwhelmed librarian.


      Realistic Expectations/Perceptions (Even Master Jugglers Sometimes Drop the Ball)


      It is important to recognize and remind others in your institution that you, as solo librarian, may be a one-person band, but you are not an orchestra. You can only accomplish so much—even with the best time management and organizational skills. Clarifying and negotiating reasonable expectations with your supervisor is a first step in successful juggling of multiple demands.


      It is incumbent upon information specialists to define the parameters of their positions within the organization. This will vary with the library or information center setting. Without a clearly defined job description and expectations, solo practitioners will quickly find themselves overwhelmed—or worse, misunderstood and undervalued, which in any work environment can equate to becoming superfluous or redundant.


      Each work environment differs in scope and function. Common considerations to keep in mind as a solo librarian:


      
        	Anticipate change. Not that you necessarily prepare for the unknown, but expect that it will probably happen.

      


      
        Are You Really Cut Out for a Solo Act?


        With all the juggling solo librarians have to do, is a one-person library position really for you?


        Ask yourself these questions, and answer yourself honestly:


        
          	Do you really enjoy being solely responsible for the collection, services, research of a solo librarian?


          	Do you prefer to work alone and control/manage all aspects of being a solo librarian?


          	Are you detail-oriented almost to the point of obsession?


          	Are you super-organized, so that you can point your finger or your mouse to exactly the resource needed in a matter of seconds?

        


        If you answered “not sure” or “no” to any of the above, perhaps a career as a solo librarian isn’t your best fit. Consider your needs for social interaction and work-sharing responsibilities for your best career options.

      


      
        	Begin as you mean to go on, but be flexible, so you can change course in midstream.


        	Say no without the guilt.


        	Set realistic goals, revisit them, trim nonessentials.


        	Know your role: limitations, capabilities, authority to decide and act.

      


      Managing Time and Workload (Just How Many Things Can You Really Juggle At One Time?)


      Time management requires active decision making and involves prioritizing, delegating (if possible), relegating (to the when-time-permits pile), and taking constructive action. To help the solo librarian cope with seemingly never-ending demands, consider the following process:


      
        	Identify priorities: Use the TF30 principle: Identify what must be done today, by Friday, what can be done within the next 30 days.3 Break the must-do list into small chunks of time and tasks. Work in half-hour, even quarter-hour increments to make tasks manageable and to see progress.


        	Plan action: It may mean turning off your office phone ringer, putting your cell phone on silent, and refraining from opening your e-mail, until you have an action plan for a specific chunk of time.


        	Review essentials: Review your TF30 list daily and trim it to bare-bones essentials.


        	Do the most important tasks first: Don’t be sidetracked by quick or easy-to-do tasks. It is too easy to get derailed and, ultimately, lose focus on the important tasks.


        	Accept that not everything will get done: This is a fact of life, but your “Done!” list will get longer if you focus on essentials.


        	Learn how to say no or, at least, “not now”: This is a particular problem of people providing services. You can soften the hard edge of no without resorting to excuses and justifications: “I can’t fit this in now, but I can make time for it next week,” or “Let’s look at the calendar, so I make this a priority.”

      


      Support: Using Networking Tools (There Is a Jugglers’ Support System Out There!)


      We live in an era of unprecedented opportunities for collaboration, peer support, and extended resources. We can poll potentially thousands of other practitioners with a simple post to an e-mail list, Facebook, or Twitter to get assistance with reference, cataloging, collection development, technology, and dozens of other aspects of our jobs. We often find ourselves with a surfeit of options and little time to indulge in the cornucopia of resources available to us at a keystroke. We seldom have time to catch up on RSS feeds, update our Facebook friends, follow the latest trends on Twitter—never mind respond to far-flung colleagues on e-mail lists.


      Yet these are often the very tools that can lead us to possible solutions, excellent suggestions, and just the right information to complete a task, answer a stumper reference question, or make a dent in the backlog of cataloging stacked on the corner of the desk.


      Making the best use of technology, rather than becoming enslaved by it, is our best bet for streamlining the workflow. By structuring our time online, we can make the most of professional development (webinars—in real time or archived), useful e-mail lists (suggest daily digests as less distracting), and latest news (keep the Twitter and Facebook time to fifteen minutes per day). We cannot possibly keep up with everything, so skimming the surface of essentials will keep us in the loop of ever-changing technology without drowning in information overload.


      We subscribe to e-mail lists or RSS feeds because of a genuine interest or need for information yet find ourselves unable to keep up with the deluge of information. It’s not a bad thing, initially, to subscribe to a few lists. The point is to monitor them well enough to know which ones will be most useful—the keepers—and know which ones really don’t address our interests or informational needs well enough. Drop those that don’t provide practical suggestions that improve your knowledge and skills.


      Face-to-face networking is still an ideal worth pursuing. Making time for your own professional development among peers is important, despite the stack of arguments you amass against leaving the office for a couple of days. Chances are those in the profession your library serves pay attention to their own professional development—why should you value your career needs any less? Keep up memberships in organizations that provide the most salient information for your needs. In this way, you train your constituents to recognize your own dedication and professionalism. You have the right occasionally to swim in the bigger, broader waters of librarianship and information technology with far-flung colleagues. Even if you only manage to make the state or regional conferences, you give yourself the opportunity to exchange ideas and experiences and to learn new tools and skills. When traveling to a conference simply isn’t possible, schedule time for webinars—either live or archived, as participant or presenter—to keep your hand in professionally.


      Make technology work for you in other ways by utilizing the tools that organize and simplify a variety of tasks. For example, use Web 2.0 tools that help streamline collaboration and manage information:


      
        	Use Google Apps to share work documents, spreadsheets, and presentations.


        	Try Zotero (www.zotero.org), a Firefox browser extension, to organize and cite online research.


        	Check out Zoho (www.zoho.com), among other applications with free plan levels, to develop an effective Personal Learning Network (PLN) or Personal Learning Environment (PLE) to manage a variety of tasks and tools.


        	Determine which social networking sites are most relevant to you, and invest your time in a few choice sites.

      


      Communicating Effectively (Playing to the Audience without a Net)


      Use technology to communicate your services, policies, and new materials. Company intranets, private e-mail groups, lists, and social networks provide the means to get the word out to your constituents, whether they are lawyers, scientists, or elementary school teachers. List the basic procedures for research assistance, reserving materials, borrowing privileges, scope of services, and helpful resources in a simply designed, easily navigable format. Follow the KISS principle, Keep it Short and Simple, in your design and messages. Sending monthly or weekly updates can be an effective and nonintrusive way to keep your constituents aware of library services. To manage the workflow, do updates on the same day each week or month. By maintaining an update schedule, you can focus on other priorities.


      
        What if your organization expands or acquires and you are suddenly a solo librarian to many hundreds or thousands more personnel? How do you cope? What do you do to organize?


        
          	Establish a start and an end to your workday, every day, and do not give in to temptation for “just another half-hour’s work.” By working unpaid hours, you send the message that you can handle the workload, even if it requires the addition of another position.


          	Clearly establish what you can and cannot accomplish in serving an expanded clientele. Simply duplicating lesson plans, guidelines, or other handouts is not tantamount to managing an additional collection or meeting the reference and research needs of a worldwide sales force.


          	Maintain professional development opportunities. You cannot effectively serve your new clientele if you do not keep up with changes in your field. Networking with colleagues at conferences or even attending webinars can give you fresh ideas for managing the increased workload.


          	School librarians may be faced with serving two or more schools. Budget cuts could mean visiting two, three, four schools per week with hundreds more students. Duplicate lesson plans and upgrade/downgrade challenge level of assignments/lessons. Enlist volunteers from local communities. Simplify goals and activities.


          	Monitor reference and materials requests diligently to see increase in usage and your time. Use chat or virtual library reference programs for worldwide library clientele. Consider the need for bilingual materials or materials in other languages and the cataloging needed.

        

      


      Solo librarians in institutional settings are often misunderstood by colleagues, being considered, erroneously, neither fish nor fowl. School librarians are usually certified teachers, law librarians often have law degrees, and medical librarians often have credentials in the health sciences fields. Exercise your communication skills, increase your visibility, and raise your professional profile by maintaining friendly, knowledgeable communications about your services and abilities.


      Managing Workflow (How Many Balls Should You Keep in the Air at One Time?)


      The solo librarian is often overwhelmed and overextended. The demands of patrons, supervisors, and resources management require flexibility and support, which must often come from outside sources and volunteers. Here are some considerations for managing the many ongoing tasks.


      
        	Does your library vendor provide additional services such as catalog records, labels, dust jackets? The additional processing fee is worth your time, which can be better spent on more skilled activities.


        	Is outsourcing technology, cataloging, or materials processing an option? If yours is a small, independent library, can you form an alliance with a local college or business for server space or technology upgrades?


        	Is there a volunteer corps you can tap for clerical help? In school settings, library media specialists can recruit likely students, parents, or senior citizens for a few hours per week. In business settings, organizations such as AARP have connections to retired businesspeople who often volunteer to keep skills sharp.


        	Is there a library consortium you can join to obtain discounted electronic research database resources? Regional, national, and international options may be worth pursuing. Networking advantages may be an additional benefit.

      


      It’s important to remember that streamlining and managing the workflow and workload is an iterative process (see figure 1.1). Special projects, new services, and other inevitable changes mean maintaining a flexible approach to managing and refining essential tasks.


      Nurturing the Personal and Professional (Care and Feeding of the Complete Juggler)


      Our responsibilities as solo librarians do not end with the workday or the workload. If we do not keep up with the changes in librarianship or in our specializations, we do a disservice to our clientele. It is a challenge to attend professional conferences because of the difficulties of closing the library or, in the case of those fortunate enough to have help, leaving it in the hands of paraprofessionals. Where possible, webinars or other conference archives may be beneficial, but make the effort to attend the most relevant conferences to stay abreast of ongoing developments. This also serves to remind your supervisor and colleagues of the benefits of connecting with a large group of professionals in your field.


      
        
          [image: Figure1.1.tif]

        


        
          Figure 1.1

        

      


      As important as professional networking and often neglected is the humble lunch hour or coffee break. Commit to at least a daily lunch and coffee break. Get outside the building and experience, even briefly, a change of scenery and fresh air. Ignore the guilt-gremlins that insist the time could be better spent reshelving or cataloging. Breaks are necessary to reinvigorate and refocus your energies. The patron requests and cataloging will be there when you get back. The competent juggler knows when to take a break!


      Conclusion (Take Your Bow—You Deserve It!)


      Juggling is a skill that requires practice, and perhaps no two jugglers approach the process in exactly the same way. Yet essential points carry through to applying principles of juggling to workload and workflow: a positive, can-do attitude; the ability to accept and learn from mistakes and failures; relaxed and focused concentration; and building on strengths and small successes. By using the right tools, building support systems, managing time effectively, and nurturing the personal as well as the professional, we can successfully navigate the many demands of solo librarianship.
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      Chapter 2


      Survive and Thrive as a Solo Librarian


      Barbara Fiehn

    


    
      Surviving and thriving as a solo librarian requires developing a mindset and following your plans. It is important that a solo librarian take control of the work environment as well as the workload. Achieving balance between conflicting aspects of their lives allows solo librarians to maintain an active life that can include work, family, and self. One way to do that is to clearly define the scope of your work life. Evaluate how you look at work. Where does work fit in your life? What are your work behaviors? The life patterns you bring to your work environment will be important in how you react to the good days and bad days at work.1


      Keeping the balance between personal and professional roles is important in maintaining a healthy, vibrant life. Taking steps to contain the professional part of one’s life within boundaries takes only some awareness and utilization of specific strategies. The librarian who allows the professional role to become consuming will find he or she is neither surviving nor thriving.


      Mission, Goals, and Objectives


      The Cheshire Cat in Lewis Carroll’s Alice in Wonderland says, “If you don’t know where you are going, any road will get you there.” However, the solo librarian cannot wander aimlessly within their library environment. A solo librarian must have clear direction for their work. This direction comes from the mission and goal statements of the parent organization as well as the mission and goal statement of the library itself. The solo librarian controls the mission and goals of the library but makes sure they are aligned with those of the parent organization.


      A mission statement defines who your organization is, whom it serves, how it does the job, and why the job is done. This is the overarching statement of why your organization exists.


      Goals are written as long- and short-term specifics that must be accomplished. They are measurable and they direct the activity that leads toward fulfillment of the mission. Objectives are the small steps that must be taken in order to reach the goals. They are time finite, measurable, and provide the basis for the librarian’s decisions.


      Daily tasks can be linked to the goals and objectives. In every library, routine maintenance tasks keep the library operational. Beyond those maintenance activities, the solo librarian must make decisions about the use of time. The goals and objectives provide the basis for this decision making. If an activity does not move the objectives and goals forward, that activity likely should not be done.


      Will or Will Not—Work Management/Time Management


      People Management


      The object and motivation of a librarian’s work is concentrated on meeting the users’ needs and expectations. Unfortunately, librarians are often frustrated by the disparity between what the library can do and what the users expect.2 The misalignment of ability and expectation also frustrates the users because patrons often think of librarianship as a simple and uncomplicated occupation. This conflict sometimes results in requests that reside outside the scope of a library. Librarians generally do their best to fulfill patron requests and will often refer them to libraries more suited to the patron’s needs. It is the librarian’s responsibility to let patrons know when their requests cannot be met, which can be a hard, but necessary, job.


      People other than patrons may also frequent a library. They have direct or indirect relationships with the library as “friends,” county commissioners, deans, and so on. Their expectations of the library and of the librarian must also be managed. The solo librarian must be sure to protect her time from the requests of non-patrons while handling everyone in a professional manner.


      How to Say No


      Saying no is not an easy task for service-orientated librarians. The first instinct is to say yes. Learning to say no is, however, a vital job skill for the solo librarian. Since the solo librarian has limited time to devote to the job, coupled with many different tasks to perform each day, managing time on task is important. Accepting tasks that are outside the scope of the solo librarian’s job reduces the time available for completing daily work.


      By reviewing the mission, goals, and objectives statements regularly, a librarian will be able to judge quickly the appropriateness of a request in relation to the scope of the job. It is reasonable to redirect a request to another person or library that is better equipped to respond.3 The following phrases are reasonable ways to deflect requests:


      
        	“Our library isn’t equipped for dealing with that request. Please try . . .” Offering another library as a possible solution provides direction.


        	“I’m sorry. I can’t do this right now.” Use a sympathetic, but firm tone.


        	“Let me think about it and get back to you.” This gives you a chance to review your schedule, as well as your feelings about saying yes to another commitment.


        	“I can’t do this, but I can . . .” and mention a lesser commitment that you can make.

      


      Many people would rather not say no up front because they feel it is rude or might shut down future interactions. However, a clean yes or no is much better than a vague statement that leaves the questioner hanging. Many people will continue to ask you to meet their request until they get a firm no.


      • “No, I can’t do that right now; I have something already scheduled.” You aren’t saying that you will never help out again, just that you feel your schedule is as full as you would like now. Understanding your limits is a talent to be applauded.


      • “No, I can’t do that for you; our policy is . . .” If you cannot help out, offering another qualified resource is a valuable service. Make sure the resource you refer will handle the problem.


      • “No, I have decided not to take on any more commitments until after . . .” Be honest if your schedule is filled. “Filled” doesn’t have to mean really filled; know when you are scheduled as much as you are willing, and stop.


      • “No, my current responsibilities do not allow me to do that.” It doesn’t matter what the commitment is. It can even simply be time to yourself or with friends or family; you don’t have to justify—you simply aren’t available.


      Remember to be firm and polite. This gives the signal that you are sympathetic, but will not easily change your mind if pressured. Remember that there are only so many hours in the workday. This means that whatever you choose to take on limits your ability to do other things. So even if you somehow can fit a new commitment into your schedule, is it more important than what you would have to give up to do it?


      Body Language


      Nonverbal communication is very important for the solo librarian. Being aware of what your nonverbal communication says provides you with an advantage in communicating with others. Body language constitutes four elements:


      • Facial expressions


      • Hand gestures


      • Posture, distance, touch


      • Vocalizations of inflection, tone, volume, fluency, latency, and non-word sounds.


      Nonverbal communication is open to misinterpretation and when used consciously must be aligned with verbalizations. Nonverbals are better at expressing attitudes and feelings than ideas.4 An understanding of a few basic nonverbal behaviors can increase effectiveness in communicating with others. Caputo5 contains an extensive chapter on using nonverbal communication; however, similar information can also be found in many of the books on body language or nonverbal communications. The following is an overview of these concepts.


      • Facial expression: maintain a calm, pleasant expression; smile when appropriate.


      • Eye contact: maintain eye contact particularly at the height of your message.


      • Posture: maintain relaxed, comfortable posture; keep your head on level with other person.


      • Distance: lean back when attacked, then lean forward to respond; lean back to listen.


      • Non-words: use brief pauses with eye contact; nod as appropriate.


      • Shake your head and use nonverbal assertiveness to underline your no. Your voice should be clear and direct. Maintain eye contact.


      Time Management


      Time is a villain for most people. Learning how to cope with limited amounts of time is a necessary skill if a librarian wants to thrive. Organizing your work life to maximize your time makes you highly productive and leaves you with a feeling of accomplishment. Here are some quick tips on time management:


      • Plan each day. Planning your day can help you accomplish more and feel more in control of your life. Write a to-do list, putting the most important tasks at the top. Keep a schedule of your daily activities to minimize conflicts and last-minute rushes.


      • Prioritize your tasks. Time-consuming but relatively unimportant tasks can consume a lot of your day. Prioritizing tasks will ensure that you spend your time and energy on those that are truly important to you and your function.


      • Complete tasks. Increase the feeling of accomplishment by crossing off tasks from your to-do list as they are completed.


      • Eliminate tasks. Always consider the relevance of a task. Is this task a duplicate of another task? Is the task obsolete? What would happen if it were not done?


      • Delegate. Take a look at your to-do list and consider what you can pass on to someone else. Can it be done by a volunteer? Can it be passed on to another department?


      • Say no to nonessential tasks. Consider your goals and schedule before agreeing to take on additional work.


      • Take the time you need to do a quality job. Doing work right the first time may take more time up front, but errors usually result in time spent making corrections, which takes more time overall.


      • Break large, time-consuming tasks into smaller tasks. Work on them a few minutes at a time until you get them all done.


      • Practice the ten-minute rule. Work on a dreaded task for ten minutes each day. Once you get started, you may find you can finish it.


      • Evaluate how you’re spending your time. Keep a diary of everything you do for three days to determine how you’re spending your time. Look for time that can be used more wisely. For example, could you take a bus or train to work and use the commute to catch up on reading? If so, you could free up some time to exercise or spend with family or friends.


      Stress Management


      Everyone experiences stress; it is part of daily life. Often stress isn’t thought about until it becomes a major life issue. Understanding stress and the processes to deal with it allows a solo librarian to survive and thrive. Agrawal6 describes stress as being both a physical and a psychological process caused by events that may be internal, external, or both and make demands on a person, which are beyond their coping ability. Without adequate coping strategies, it is easy to become overwhelmed by the many competing demands of being a solo librarian.


      Call it burnout or techno-stress or overload; the names still revolve around stress. Stress among library professionals has been an ongoing area of research for many years as evidenced by Caputo,7 Holcomb,8 Steel,9 and Taube.10 The identified major stressors within the library profession are:


      • Role ambiguity


      • Conflict


      • Overload


      • Anxiety


      • Frustration


      • Isolationism


      • Rapid technology change


      • Abusive library users


      • Role of the library


      • Intellectual freedom


      • Financial concerns


      • Management concerns


      Avoiding burnout, according to Jimenez,11 is partly awareness. The signs of advancing burnout are noticeable. They often manifest as a lack of enthusiasm for going to work or doing the work. Other signs may be classic stress signs such as headaches and neck pain. It is important to evaluate your feelings and identify the root causes. Then identify things that can be changed and, if necessary, evaluate the need to remain in or leave the position.


      Stress Awareness


      What does stress look like? For each individual, stress may look different. Common stress characteristics should be acknowledged and considered warning flags. Remember the stress talked about is primarily psychological and will often manifest as physical issues. This list is compiled using articles from Caputo,12 Holcomb,13 Mayo Clinic staff,14 Steel,15 and Taube16:


      • Posture, changes in the way you sit or stand, unusual restlessness.


      • Muscle tension, headaches, clenching teeth or fists, pain in neck or shoulders, low back pain, tightness in chest, general weakness.


      • Sleep changes, wakefulness, tiredness, prolonged sleep, disturbed sleep.


      • Medications and oral behaviors, increased use of sedatives, alcohol, stimulants, smoking, appetite increase or decrease.


      • Emotional changes, increase in irritability, hyper-excitement, depression, impulsivity, crying, lack of concentration, anxiety, tension, overreaction, memory loss.


      While awareness of stress or burnout is always a good precursor to actions, so is prevention. There is an abundance of research in the area of stress management. Prevention falls into two main categories: what to do to stay healthy and what to do to reduce stressors.


      Staying Healthy


      The Mayo Clinic staff17 suggests that altering your lifestyle choices contributes to improving all areas of your life. Choosing a healthy lifestyle can lead to an increase in efficiency at work and more energy for non-work activities. Part of living that healthy lifestyle includes:


      
        	Sleep: healthy sleep habits promote a rested and restored body and mind.


        	Healthy diet: following a medically accepted diet provides the body with adequate nutrients to function properly, thus promoting good physical and mental health.


        	Exercise: regular exercise that includes aerobic movement strengthens the body and the mind.

      


      However, staying healthy is only part of the equation for managing the stressful situations that confront librarians each day. Short of finding another, less stressful, career it is necessary to utilize strategies to reduce the effects of stress in the workplace.


      Stress Reduction


      
        	Take time off to refresh and regroup.

          
            	Use your vacation time to revitalize your being.


            	Use your sick time to get well. Working when you are sick just spreads illness and you are not effective at work when you are ill.


            	Use professional development time to learn new ways to do your job and to refresh through sharing with other library professionals. It is good for the soul to know others are battling the same issues.


            	Take your lunch and break times. Many librarians skip breaks and eat lunch at their desk because there is so much to do. This only increases your body’s reaction to stress. Use these scheduled times to regenerate your mind and relax your body.

          

        


        	Take a short break when needed. Too much stress can derail your attempts at getting organized. Take a walk. Do some quick stretches at your workstation. You only need a minute to relax.


        	Switch tasks. Look at the to-do list. Put away what you have been working on and do something different. You will return to the original task with more energy and be more productive.


        	Revisit and renew your environment. Sometimes making a change in the environment gives you new energy. Change the decorations, move furniture, get rid of something you consider an eyesore, or just make something more efficient.


        	Take a time management course. If your workplace doesn’t have one, find out if a local community college, university, or community education program does.


        	Establish friendships within the library community. Having a friend you can call or e-mail is helpful. Another librarian will be able to empathize with you. Friends in the profession may have a solution you haven’t discovered.

      


      Relaxation


      There is abundant research to support the use of relaxation as a counter to stress and anxiety. The Mayo Clinic staff18 recommends the following:


      
        	Exercise: Yes, exercise will help you relax. The endorphins created by exercise create a feel good effect in the brain. A workout will recharge your energy levels.


        	Relaxation techniques: These techniques slow heart and breathing rates, lower blood pressure, increase blood flow to major muscles, reduce muscle tension and chronic pain, improve concentration, reduce anger and frustration, and boost confidence to handle problems.

          
            	Meditation: Take a stress-reduction break wherever you are.


            	Yoga: Tap into the many health benefits.


            	Tai chi: Discover the many possible health benefits.


            	Positive thinking: Reduce stress, enjoy life more.


            	Massage: Get in touch with its many health benefits.

          

        

      


      Another relaxation tool to remember is laughter. Like regular exercise, laughter allows the release of healing endorphins and increased blood flow to the heart and the brain. Among the numerous benefits to mental health, regular laughter is believed to reduce stress, elevate mood, and improve job performance.


      Most importantly, put yourself first. What is most important, you or the job? Without you the job will be filled by someone else. Therefore, it is crucial you put yourself first. Of course, you will do the job to the best of your ability, but you cannot let the job rule. Put the job into its place within your life. Take the time needed to discover what stress reducers work for you. Make the time you need to follow through on your stress reduction plan.


      Conclusion


      Surviving and thriving as a solo librarian takes organization and planning. It means accepting that not everything will be done. Surviving means understanding that to focus the job, the mission and goals statements need to drive the activities to be undertaken. Thriving means learning to say yes to requests that are appropriate but no to those that are not.


      The surviving and thriving strategies will be different for everyone. Try different strategies. Take classes or get a trainer for relaxation and exercise strategies. Do what is necessary to keep yourself healthy in body and soul so that you will continue to love your job.
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      Some of the most rewarding relationships to cultivate as a solo librarian are those with other departments at your institution. While you may be alone at your library, you are almost certainly not alone at your organization, whether it is a school, college, corporation, or county. Partnering with other departments can help fill the gaps in your own knowledge, streamline your responsibilities, and serve your patrons more effectively.


      Building and maintaining a partnership can be challenging, particularly for an information professional accustomed to working alone. Unlike large libraries, we can’t hire special liaison librarians who have already developed the specific skills necessary for collaboration—flexibility, communication, reliability, interpersonality, patience, ingenuity. If we don’t already possess these skills, we must nurture them in ourselves.


      Best practices for business partnerships are well documented throughout the literature for that field, and much of the knowledge gained in the business arena transfers to our libraries. Dr. Robert W. Keidel, a business management expert, wrote the following in his book Seeing Organizational Patterns: “A commitment to collaboration means neither going off on one’s own nor dutifully taking orders. Rather, collaboration means continuously looking for opportunities to assist others—in different jobs, functions, divisions, or locations.”1 In a profession that revolves around assisting others, partnering cannot be far from our minds. Indeed, partnering is an organic outgrowth of our traditional, valued responsibilities.


      As librarians, and particularly solo librarians, we need to know how to create, build, and sustain partnerships. This chapter provides tips and advice to that end.


      Benefits of Partnerships


      Why partner with others? The short answer is that a successful partnership will help you better meet the needs of your patrons—the predominant goal of most every library. Specifically, partnerships are:


      • Efficient. Libraries can accomplish more with less. Pooling resources, knowledge, money, and so on can provide goods or services to your patrons that you could not have offered alone. Often, partnerships help you reach out to your patrons where they are, rather than waiting for patrons to find you.2


      • Interdependent. Sharing responsibilities means that you are not shouldering them alone—a relief to solo librarians used to doing so. Interdependency also increases the chances that the departments with which you partner will partner with you again.


      • Strengthening. Collaboration between departments can increase the feeling of community and involvement within an organization. Rather than separate departments competing for budgetary allocations, you and your partner are allies under the flag of your organization.3


      • Learning experiences. Partnerships broaden your horizons. They give you the opportunity to learn and to discuss the insights of others. As often happens in collaboration, ideas spark other ideas until everyone walks away with something new.4


      • Successful. With the world growing smaller through technological advances, your organization is shrinking, too. The business world regards strategically formed partnerships as necessary for success. Companies can focus on areas in which they excel and partner with other companies with different strengths. Everyone wins, especially the customer. We can view our libraries as companies and follow this same model.


      Types of Partnerships


      Partnerships can take many forms. They can be big, project-based collaborations with written objectives and weekly team meetings or a simple commitment to lend a hand when needed. They can be based around providing a service or sharing knowledge. A partnership with the mailroom or shipping department, for example, would be service-based, while collaborating with teachers or faculty is knowledge-based. Partnerships with IT departments or management/administration could be either or both.


      Throughout the literature, various authors use different terms to communicate the idea of partnership, including collaboration, integration, alliance, teams, and so forth. It can also be called “embedded librarianship” in some cases. Though each of these terms varies slightly in meaning or connotation, for the purposes of this chapter, we’ll consider them synonyms. All center on the basic concept of two or more entities working together for a common goal.


      A partnership can incorporate more than two departments, but the larger the group, the more complicated the project can become. For larger groups, be more formal with your agreements and communication. Set out your objectives in writing, as well as the roles or responsibilities each member of the group will have. Make sure everyone has a copy of these objectives and maintain constant communication through e-mail or periodic meetings to ensure that everyone is on the same page.


      The types of partnerships in which you engage will depend largely on your library’s goals, the culture of your organization, and the partner with whom you’re working. For example, a corporate librarian in a formal environment may want to draw up an official contract for each person in the group to sign. A manager or other bigwig may need to approve the contract in an official capacity. On the other hand, a librarian at an academic library in a small college or university may prefer more casual agreements if the culture of the school supports such informality. An e-mail or short meeting may be all the partners need to form their alliance.


      Get to know the climate of your organization and determine what steps you should take to form a partnership with another department. Check procedure or policy manuals for rules specific to your organization. When in doubt, discuss your plans with your supervisor to ascertain whether you’re following the proper protocol.


      Common Challenges to Partnerships


      Just like any worthwhile endeavor, forming and maintaining a successful partnership will have its roadblocks. The specific challenges you face will differ depending on the situation, project, and people involved. Here are four common ones:


      • Personality. Whenever people gather, differing personalities can conflict. In a working environment, these clashes may result from varying work styles or temperaments. For example, an organized, “everything in its place” worker will almost certainly collide with one who needs a little bit of chaos to think. A procrastinator will inevitably butt heads with an early bird.


      • Practical. In an ideal world, everyone would have enough time, space, money, and motivation to work together successfully. In the real world, however, this is rarely the case. In any department or organization, time is a valued and scarce commodity. Space for meetings may be limited. Budgets may not stretch far enough to incorporate a new idea. The project, or the library in general, may not be a high enough priority for your partner to warrant the time and effort.


      • Perceptual. Specifically, misperceptions can prevent a partnership. Other departments in your organization may not realize all the library has to offer. Some people still think of libraries as rooms filled with dusty books and librarians as shushers who spend their days stamping due dates and reading. That picture offers little opportunity or reason for partnership. And the stereotyping works both ways. We might also harbor misguided ideas about our potential partners.


      • Institutional. Your organization may have procedures or policies in place that make partnering with other departments more difficult. In a school or university, for example, even if teachers are willing to work with the library, their curriculum requirements may not allow it. Often, you may need your management or administration’s approval to partner for a new project, particularly if you are signing an official contract.5


      Getting Started


      Once you’ve decided to try partnering with other departments at your organization, you can take several steps to increase your success.


      • Know your library’s goals/overall mission. A key component in partnering with others is first knowing what purpose the library serves in your organization. Any partnership you form should align with those overarching goals. Read and understand your library’s mission statement. If your library doesn’t have a mission statement, create one.6


      • Improve existing partnerships. You may already be partnering with other departments in your organization—school librarians may collaborate with classroom teachers, academic librarians may work with faculty, and so forth. Making those partnerships better will make other departments more willing to work with you.7


      • Develop a friendly rapport. Be friendly, considerate, and helpful, both inside the library and out. Always show respect and courtesy for everyone around you. People will not think twice about working with you if they know it will be pleasant. Furthermore, your friendly attitude will help develop trust, a key factor in collaborative relationships.8


      • Identify potential partners. The specific departments that will benefit your library depend largely on the type of organization of which you are a part. The potential allies of a corporate library, for example, will immensely differ from the potential allies of an elementary school library. To recognize potential partners in your institution, identify “hot initiatives” (objectives or programs that are most important to your organization) and ask yourself: “How can the library help this initiative to succeed?”9


      • Be proactive. Don’t wait for other departments to come to the library for help. Instead, search out opportunities to partner with other departments.10 Become more visible throughout the organization. Join committees, participate in information fairs or orientations, e-mail monthly newsletters, and so on.


      • Suggest mutually beneficial partnerships. Nobody wants to do extra work for nothing. The ideas you present to potential partners should clearly benefit each department involved. With a vested interest and the promise of benefitting from the collaboration, partners will be more willing to get involved and see the project through.11


      Building a Partnership


      Once departments agree to partner, the real work begins. According to John R. Katzenbach and Douglas K. Smith, “The essence of a team is common commitment. Without it, groups perform as individuals; with it, they become a powerful unit of collective performance. This kind of commitment requires a purpose in which team members can believe.”12 Balancing schedules, responsibilities, and ideas can be difficult. Here are some more suggestions for making the task more palatable:


      
        	Communicate. Have agreements (formal or informal) based around what each department will do and the overall goal of the partnership. The formality of your agreements will differ depending on the culture of your organization and the nature of your collaborative project. In the corporate environment, a written contract might be desired. For less formal partnerships, a discussion at a committee meeting or the exchange of e-mails may suffice. Either way, constant and clear communication may be the most significant step in creating a successful partnership.


        	Be available. Make the partnership a priority and make yourself available when your partners want to plan or discuss the project. As media specialist Toni Buzzeo says, “Above all, the key to successful collaboration is constant, willing, and cheerful availability.”13 This should not, of course, be at the expense of your other responsibilities, but realize ahead of time that the partnership will take a lot of time.


        	Be reliable and trustworthy. Always do what you say you’ll do. Your partners will trust you more if they know they can depend on you. Picking up another group member’s slack is never fun.


        	Shift your thinking. In a partnership, perspectives need to change from “me” to “us.”14 Be aware of how your actions will affect the group. Be considerate of their time, ideas, and perspectives.


        	Be flexible. Partnering with others means that everything is not your decision. As solo librarians, we sometimes become accustomed to making unilateral decisions. This type of decision making has no place in a partnership.15 Discuss decisions with your partner and be willing to compromise.


        	Share your perspective—and hear the perspectives of your partner. The faculty you work with might not understand how the library world works, but you might not understand how their lesson plans work. Learn the “language” in which your partner communicates, in other words, the terminology prevalent in his or her field.16 If you are working with an IT department, for example, familiarize yourself with some technology terms relating to your project. Learning the language will not only help you understand your partner better, it will also demonstrate competence and credibility, fostering respect and trust.


        	Be equitable. Partners must work as peers to accomplish true collaboration. One person bossing the other is not a good partnership. Come to the table prepared to listen to ideas, rather than just proposing your own.


        	Capitalize on your strengths. Working equitably does not mean partners all have to do the same tasks. Instead, let each person use his or her own strengths and unique skills to contribute to your project. That way, you’ll produce the best possible results.

      


      Sustaining a Partnership


      Your partnership is up and running, or you’ve completed the project for which you created the partnership in the first place. You still have some work to do:


      
        	Assessment. Is what you’re doing working for your clients or patrons? In a more formal, long-term project, the need to assess is high. Consider developing benchmarks or “outcome indicators” at the beginning of the project, and then take the time to discuss whether or not those objectives have been met.17 If not, what adjustments do you need to make? If your partnership is not one with a specific beginning and end, try assessing your progress throughout the project at predetermined and consistent intervals.


        	Patience. The fruits of a partnership are not always immediately evident. If you’re implementing changes at your organization as a part of your collaboration, it may take time for your patrons and your organization as a whole to accept them. If the partnership truly brings forth a better product, service, or environment for your patrons, you will succeed in the end.


        	Continuous communication. Never stop communicating with your partner. A lapse in communication can send an unintended message: you’ve lost interest in the project; you’re too busy to devote time to it; you no longer want to include your partner. Additionally, a partnership not stoked with communication will burn out.
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        For more ideas, browse association publications, library news outlets, scholarly journals, listservs, blogs, and so on.

      


      Putting the Tips to Work: Real-Life Partnerships


      Academic Library


      At the University of Denver, the library worked with faculty, the campus bookstore, information services, Blackboard staff, and the university’s Center for Teaching and Learning for a solution to the confusing and disconnected process of finding course-related content and disseminating it to students, either in print or online. The library had expertise in accessing information materials and copyright laws, and the other departments involved knew about the course requirements, the technological environment, and the needs of the students and faculty.


      Working together, the group simplified the course-related materials find-and-disseminate process and made plans to integrate even more. In their collaboration, the team eased the frustrations of the two primary library patron groups: students and faculty.18


      Though this scenario takes place in a large university library, the idea can easily be adapted for a one-person college or university library. Who are the stakeholders at your institution? How could the library help to streamline the course-related materials or course reserves process?


      Public Library


      The Enoch Pratt Free Library in Baltimore, Maryland, formed a unique partnership with another city department, the Baltimore City Health Department, and a local supermarket to give their inner-city patrons better access to healthy, fresh foods. The neighborhoods the Enoch Pratt Free Library serves lack major supermarkets, so it’s often difficult for the people in those areas to buy groceries. With the partnership, patrons order their groceries online at the library with help from health department employees, pay for the groceries at the library, and pick the groceries up from the library the next day.19


      Each stakeholder in the collaboration gains from this arrangement. The supermarket increases sales, the health department helps citizens eat healthier, and the library demonstrates its worth as a community center while getting patrons in the door. Once there, patrons may find other programs, services, or resources they can use.


      Solo librarians in public libraries are more likely to be in rural than urban areas, but the lessons of the Baltimore scenario still apply. What community problems can your library help address? What organizations or departments in your city/county/local government are already working on those problems?


      School Library


      The school librarian at Elkton Pointe Middle School in Roswell, Georgia, partnered with a remedial reading teacher to improve the reading comprehension and vocabularies of ten students in the remedial reading class. Working together, the librarian and the teacher analyzed the test scores of the students and identified their weak points, and then planned an interactive lesson tailored specifically to those areas.


      The team engaged the students in the preparation and performance of a “readers’ theater” version of the short story “The Masque of the Red Death” by Edgar Allan Poe. As a result, the students understood the characters and their motives in the story better than if they had simply read it silently, or even aloud, to themselves. They added new words to their vocabularies and had a good time in the process.20


      With what subjects or classes do the students at your school struggle? How can the library get involved in teaching students in new, fun ways?


      Special Library


      Jill Stover Heinze, the research analyst at Affinion Loyalty Group in Richmond, Virginia, recently joined forces with the company’s Brand Communications Unit to keep them better informed of market trends and research findings. The company decided to embed Heinze in this unit—physically moving her desk to that department, placing her in a high traffic area of the marketing department.


      As a result of this partnership, Heinze could more easily share information with the Brand Communications Unit, which allowed them to keep up-to-date on the latest promotional best practices. In return, the Brand Communications Unit helped Heinze market her researching services to other areas of the company, increasing her visibility and significance. Heinze credits their successful partnership with “helping [the] organization weather the economic upheaval.”21


      What departments at your organization could most benefit from your research expertise? How could that partnership help your company? No matter what kind of library you run, forming partnerships with others can vastly increase your visibility and better serve your patrons. However, partnering with other departments within your organization is not an endeavor to take lightly. Successful collaboration involves specific skills such as “negotiating, being able to see tradeoffs, and being comfortable sharing control.”22 As solo librarians, we may not be accustomed to using these talents. It is equally important for us, however, to hone our people skills and work in collaboration with others. If we do so, we can enrich the lives, learning, and livelihood of our patrons or clients.
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