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Overview: what we'll cover today

 Importance of employee evaluations

 Specific areas to include in employee evaluations

 DGPL Organizational Chart

 Components to the DGPL evaluation process
 Self-evaluation
 Employee evaluation (based on job description)
 Manager/Supervisor evaluation

 Wrap-up & Questions?



Why are Employee Evaluations important?

 Measures employee job performance in a variety of areas

 Manages manager-employee expectations and employee goals

 Provides information and documentation for additional compensation or promotion

 Improves employee morale and job satisfaction

 Provides documentation for disciplinary action
 Performance Improvement Plan (PIP)
 Demotion
 Termination

 Provides legal protection for employers against wrongful termination



What should be included in Employee Evaluations?

 Quality of work
 Job Knowledge/Technical Skills
 Dependability
 Communication skills
 Relationships
 Organizational abilities
 Judgment
 Creativity/Problem-solving
 Motivation
 Growth
 Presentation



DGPL Organizational Chart



Employee Self-Evaluation: why it's important

 Saves time

 Places some responsibility on employee

 Reminds employer of accomplishments and/or challenges they may have 
missed

 Identifies discrepancies in perceptions of employee and manager



Employee Self-Evaluation: what to ask

 Ask about accomplished goals from past review period
 Ask about implications of COVID

 On proposed goals
 On normal job duties/functions
 On how job may have changed

 Ask about proposed goals for upcoming review period
 Ask if employee has the resources and support to achieve goals
 Ask about things employee wants to be included in evaluation
 Ask about suggestions for improvement
 Ask to share exceptional work seen from colleagues



Employee Job Description: summary, duties & responsibilities



Employee Job Description: education/experience, abilities, etc.



Evaluating the Employee: expectations for all employees



Evaluating the Employee: expectations for the position



Evaluating the Employee: goal attainment



Evaluating the Employee: goal attainment



Evaluating the Employee: future goals & comments



Evaluating the Employee: signature & score



Manager/Supervisor Evaluation: why it's important

 Measure Manager/Supervisor core competencies

 Determine effectiveness of management style
 Manager-Employee relationships
 Department goals & objectives
 Communication
 Fairness
 Leadership skills
 Employee training
 Work output & quality control



Manager/Supervisor Evaluation: what to ask

 Specific questions
 Ask if expectations, goals, and objectives are specific and clear
 Ask if workload and treatment of team is equitable across the board
 Ask if communication is timely, clear, and if team consistently receive the same 
messages

 Ask if they can approach their manager/supervisor with problems
 Ask if they have the support they need to succeed
 Ask if they would share examples of exceptional work they've seen from other 
employees

 Open-ended questions
 Ask for ways department can improve
 Ask for ways they would change their job



STAFFING AND WORKFLOW IN TECHNICAL 
SERVICES
Christine Sporleder, Circulation and Technical Services Department Head, 
Bloomingdale Public Library



Today's Topics:

 General information about Bloomingdale's combined departments

 Department structure

 Job descriptions/Responsibility Breakdown

 Scheduling/Workday Breakdown

 Pros/Cons of a combined department



General Departmental Overview

 At Bloomingdale, our Circulation and Technical Services staff are combined in one 
department, referred to as Circ/Tech.
 While this may be unfamiliar to a lot of libraries, Bloomingdale has always been set up this 

way. Our spaces (both public and staff) are designed to accommodate a combined department.
 The combination of Circulation and Technical Services is a natural combination for our library 

services. Many of the tasks performed by one department blends into and out of the other.

 There are several areas of specialized responsibility in Technical Services areas but 
all departmental staff work varying degrees with both Circulation and Technical 
Services tasks.

 There are no "Tech only" positions in our department. Everyone participates in 
Circulation duties.



Department Structure

 The department currently has 19 
employees-
 Department Head (full-time)
 Assistant Department Head (full-time)
 Circ/Tech Assistants (full and part-time)
 Circ/Tech Clerks (part-time)
 Circ/Tech Aides (shelvers, part-time)
 Circ/Tech Cataloger*



Department Head

 In addition to being the Department 
Head this position is also 
responsible for several areas of 
specialized work including
 Compiling the monthly and yearly 

statistical data
 Being the consortium liaison
 Budgetary and technical support for e-

video resources (Hoopla/Kanopy)
 Building supervisor rotation schedule 

(one evening a week, one weekend 
every 8 weeks)

 Lead for all Circulation-related 
technology including RFID sorter, self-
checks, and 24 hour hold lockers



Assistant Department Head

 In addition to being the Assistant 
Department Head this position is also 
responsible for several areas of 
specialized work including
 Ordering all adult entertainment and non-

fiction DVDs
 Ordering all adult CDs
 Building supervisor rotation schedule (one 

evening a week, one weekend every 8 
weeks)

 Compiling stats
 Managing cashflow in/out of the 

department
 Directly supervising the Circ/Tech Aides 

(shelvers)



Job Description-Circ/Tech Assistant (Circ III)

• Circ/Tech Assistants
• All the assistants have the 

same job description (both 
full-time and part-time) and 
their primary areas of 
responsibility are decided by 
aptitude, desire to work in 
that area, and ability to 
complete the training and 
work.

• Circ/Tech Assistants are 
either full-time positions or 
24 hours week. There are 2 
full-time Assistants and four 
24-hour-a-week Assistants.



Circ/Tech Assistant (Circ III)

 The Assistants have the more tech-heavy job tasks including
 Copy-cataloging
 Acquisitions
 Ordering processing and repair supplies/managing the supplies budget
 Item record maintenance and processing of incoming materials

 The Assistants also complete Circ tasks including
 Billing
 Interlibrary loan/book discussion group materials processing
 Desk supervision
 Process incoming van materials (Monday-Friday)



Job Description-Circ/Tech Clerk I (Circ I)

• Circ/Tech Clerk I
• All the clerks have the same 

job description and 
their primary area of 
responsibility is Circulation. 
All clerks are given Technical 
Services tasks to complete 
as well under "other duties as 
assigned"

• Clerk I positions are 20 hours 
a week.



Circ/Tech Clerk I (Circ I)

• Clerks have more Circulation-heavy jobs than the Assistants but complete 
several Technical Services tasks as well, including:

• Item record maintenance

• Youth and Adult item processing

• Repairing materials

• Receiving and processing serials



Job Description-Circ/Tech Clerk II

 This position has been eliminated 
as of 6/2022. We are working with 
our Human Resources advisors to 
combine responsibilities of this 
position into the other 
departmental job 
descriptions. Right now, these 
areas fall under "other duties as 
assigned" for both Assistants and 
Clerks.



Job Description-Circ/Tech Aide

 These are the library shelvers. We 
currently employ 3 and they each 
work 11.5 hours a week.

 We have added reshelving materials 
to all job descriptions.



Circ/Tech Cataloger

 Since joining SWAN, we have left this position unfilled, but it remains an option for 
hiring in the future.

 We have a cataloger that also works in our Adult Services Department and they 
catalog all original materials as part of their Adult Services duties. If/when this 
employee leaves, we will hire a new original cataloger for 5-10 hours per week.

 This would likely be the only position in the department that would not have any 
Circulation-related responsibilities.



Scheduling for Circulation and Technical Services Coverage

 Scheduling for Circulation desk 
coverage is always the 
priority. This includes one clerk 
for desk coverage and a clerk for 
off-desk coverage.
 Off-desk clerks complete tasks like 

the pull list, the double discharge 
cart, missing list, repair damaged 
materials, or process incoming 
materials.



Scheduling

 Once the desk is staffed, a desk 
supervisor (Circ/Tech Assistant) is 
assigned generally for every four hour 
block of time during the day. They may 
be on the desk or may be "supervising 
from the back"

 Assistants are scheduled for anywhere 
from 0-4 desk supervisor shifts a week, 
based on staffing levels and availability.

 During Circ/Tech Assistant off-desk time 
they primarily complete Technical 
Services tasks including 
ordering/acquisitions, copy cataloging, 
receiving, and processing/item record 
maintenance. These tasks are largely 
independent.

 There are several areas of cross-training 
to ensure things run smoothly in the 
event the primary person is not 
available.



Scheduling

• Every attempt is made to schedule 
staff in a way that would allow them 
to break up their days based on 
department workflow and 
Circulation actives. Rarely will staff 
be "on-desk" for an entire 8 hour 
day. Staff will spend half their day 
at the desk and the other half 
completing off-desk tasks.

• Scheduling, especially for the 
Clerks, is based largely on 
anticipated need. At times/on days 
where we are more likely to be busy, 
more staff will be scheduled.

• Serving patrons at the desk is the 
primary responsibility of all staff 
regardless of any previously 
scheduled tasks.



Scheduling/Workday Breakdown

 Typically a full-time or part-time Assistant schedule consists of 7.5 paid hours per 
scheduled workday.
 8-4 (opener) or 9-5
 1-9 (one evening a week)
 8-5 (Saturday, supervisor)
 12:30-5 (Sunday, supervisor)

 There is more flexibility in the 20-hour, Clerk 1 positions
 8:30-5 or 12:30-9 (one evening a week)
 8:30-5 (Saturday) and 1-5 (Sunday) required at least once a month
 Alternative weekday Clerk I schedules could include various shifts of four house

 9-1/1-5/5-9
 This is largely determined by both department needs and staff preference



Pros and Cons of Combined Departments

 Pros
 Efficiency improvements in both 

Circulation and Technical Services
 Ease of cross-training
 Reduces the need for separate 

building spaces
 In terms of consortium interaction, 

the combined department often will 
consolidate communication between 
the library and consortium staff.

 Potential budgetary reduction for 
both staff, space, and supplies

 Cons
 Lack of staff buy-in
 Spaces may need to be redesigned to 

accommodate the combination
 Re-training may be necessary for 

Technical Services staff
 Updating of job descriptions and 

maybe pay structure will be required.

 There have been more libraries investigating potentially combining departments and 
we have heard, anecdotally, that after the initial combination and training occurs, 
both departments together run more efficiently.



RESOURCES FOR TECHNICAL SERVICES 
STAFF
Richard Stewart, Cataloging Supervisor, Indian Trails Public Library District



Topics for this session

 Scope of Technical Services

 Resources for Everybody

 Resources for Acquisitions Staff (with a little on selection)

 Resources for Processing Staff

 Resources for Cataloging Staff



Scope of Technical Services

 Acquisitions (often including serials)

 Processing

 Cataloging (including catalog maintenance, authority control)

 Sometimes Collection development/Collection management



Resources for Everybody: Organizations

 Your Consortium (if you have one)

 Website (FAQs, Help pages)
 Training

 New workshops
 Archived presentations (videos, slides, etc.)
 One-on-one or on-request training

 Consortium staff
 Interest groups (such as Acquisitions Technical Group or Catalog and Metadata Management 

Technical Group in CCS)



Resources for Everybody: Organizations

 LACONI Technical Services Section

 https://www.laconi.net/technical-services
 Four programs a year (normally) — cover many aspects of technical services

 RAILS Technical Services Networking Group

 Discuss all areas of technical services; all levels of staff; members encouraged to add to agenda
 Quarterly meetings, currently by Zoom, formerly (some day?) at hosting libraries
 Communication and discussion between meetings via RAILS Technical Services listserv
 More information at website: https://www.railslibraries.info/community/groups/rails-technical-

services-networking-group

https://www.laconi.net/technical-services
https://www.railslibraries.info/community/groups/rails-technical-services-networking-group


Resources for Everybody: Organizations

 Illinois Library Association Resources & Technical Services Forum (ILA RTSF)

 https://www.ila.org/forum/9/resources-technical-services-forum-rtsf
 "supports library staff who specialize in cataloging, collection development and management, 

acquisitions, and technology"
 Sponsors 2-3 programs on cataloging and other technical services issues at ILA Annual Conference
 ILA RTSF blog: https://ilartsf.wordpress.com/
 Presents annual TBS, Inc. Technical Services Award "to an individual who has made a substantial 

contribution to our field"
 Great way to get involved with a professional association!
 Our own Joy Anhalt is forum manager

https://www.ila.org/forum/9/resources-technical-services-forum-rtsf
https://ilartsf.wordpress.com/
https://www.ila.org/about/awards-and-scholarships/tbs-inc-technical-services-award


Resources for Everybody: Organizations

 American Library Association Core: Leadership, Infrastructure, Futures (Core)

 https://www.ala.org/core/
 Formed from merger of ALCTS, LITA, Lama
 Broader than just TS—includes management and technology as well
 Programs at ALA Conference
 Core Exchange: "a virtual conference for sharing professional library ideas and experiences"
 Publications: books + 3 journals
 Continuing education courses — intensive, a little pricey, but content-rich

https://www.ala.org/core/


Resources for Everybody: Conferences

 Reaching Forward

 https://www.ila.org/events/reaching-forward-conference
 Sponsored by ILA
 Lots of content for support staff (useful for MLS people too)
 Many practical programs, many local contacts & resources
 May 2022 returned to in-person conference
 Usually at Stephens Convention Center in Rosemont (also Reaching Forward South in Champaign)

https://www.ila.org/events/reaching-forward-conference


Resources for Everybody: Conferences

 Illinois Library Association Annual Conference
 https://www.ila.org/events/annual-conference
 2022 conference (Oct. 18-20) in person at Rosemont — Early Bird registration to 9/26
 Several TS programs + RTSF business meeting

 American Library Association Annual Conference
 https://www.ala.org/conferencesevents/annual-conference
 In Chicago next year!
 Huge — Intimidating — Exhausting — Lots of fun
 Many TS-related programs + Poster sessions
 Option to visit exhibits only

https://www.ila.org/events/annual-conference
https://www.ala.org/conferencesevents/annual-conference


Resources for Acquisitions

 Often largely learned on the job — local organizations (Resources for Everybody), 
vendor's websites and representatives can be of great help

 Karen Muller's article "Understanding Acquisitions" from American Libraries (2016) 
lists some useful books
 https://americanlibrariesmagazine.org/2016/03/01/understanding-acquisitions-libraries/

 "Acquisitions Procedures" page on ALA website:
 https://www.ala.org/tools/challengesupport/selectionpolicytoolkit/acquisitions
 Useful introduction but focused on selection

https://americanlibrariesmagazine.org/2016/03/01/understanding-acquisitions-libraries/
https://www.ala.org/tools/challengesupport/selectionpolicytoolkit/acquisitions


Resources for Acquisitions

 Some useful websites (especially for selection)

 Fantastic Fiction: https://www.fantasticfiction.com/
 Awful Library Books ("hoarding is not collection management"):

 https://awfullibrarybooks.net/
 Goodreads, Amazon, author websites

 Many review publications (Booklist, AudioFile, Horn Book, Kirkus, etc.)

 ALA's Marketing to Libraries: Reviews as a Selection Tool has a good list of these
https://libguides.ala.org/marketing-to-libraries/reviews

https://www.fantasticfiction.com/
https://awfullibrarybooks.net/
https://libguides.ala.org/marketing-to-libraries/reviews


Resources for Processing

 Again, tends to be on-the-job learning

 YouTube has some videos:
 https://www.youtube.com/results?search_query=library+materials+processing

 Best resources for you may be developed in your department (manuals, examples)

 Scope of processing is an institutional decision
 What's done in-house?
 What's outsourced?

 You may end up working with vendors — use their information & expertise

 A useful website to recreate video game cover art: http://thecoverproject.net/

 Our processors also use Midwest Tapes (not free) to recreate DVD & Blu-ray art

https://www.youtube.com/results?search_query=library+materials+processing
http://thecoverproject.net/


Resources for Cataloging: RDA

 RDA: Resource Description and Access

 RDA Toolkit: https://access.rdatoolkit.org/
 Includes RDA plus policies and 

resources: https://access.rdatoolkit.org/PolicyStatement/Index?externalId=en-
US_lc_community_resources_land#

 RDA Steering Committee (RCS) website: http://rda-rsc.org/
 Includes news and announcements, links to current and earlier documents, presentations, much else

https://access.rdatoolkit.org/
https://access.rdatoolkit.org/PolicyStatement/Index?externalId=en-US_lc_community_resources_land
http://rda-rsc.org/


Resources for Cataloging: Learning about RDA

 Oliver, Chris. Introducing RDA: A Guide to the Basics after 3R. Second edition. ALA 
Publishing, 2021.

 Maxwell, Robert L. Maxwell’s Handbook for RDA: Explaining and Illustrating RDA: 
Resource Description and Access Using MARC21. Second edition. ALA Editions, 
Spring 2023.

 RDA Toolkit YouTube channel: https://www.youtube.com/c/RDAToolkitVideo

https://www.youtube.com/c/RDAToolkitVideo


Resources for Cataloging: Subject headings, classification

 Snow, Karen. A Practical Guide to Library of Congress Subject Headings. Rowman & 
Littlefield, 2021.

 Chan, Lois Mai, and Joan S. Mitchell. Dewey Decimal Classification: Principles and 
Application. 3rd edition. OCLC, 2003.

 Introduction to the Dewey Decimal Classification (OCLC, last updated 2019)
 https://www.oclc.org/content/dam/oclc/dewey/versions/print/intro.pdf

 Snow, Karen. A Practical Guide to Library of Congress Classification. Rowman & 
Littlefield, 2017.

https://www.oclc.org/content/dam/oclc/dewey/versions/print/intro.pdf


Resources for Cataloging: From the Library of Congress

 The Catalogers Learning Workshop (CLW): https://www.loc.gov/catworkshop/
 "… cataloging and metadata training resources at no cost for information professionals to 

download, translate to other languages, and modify to meet their needs."
 Great variety of resources on RDA and other aspects of cataloging (check dates)

 Resources for Cataloging: https://www.loc.gov/aba/cataloging/tools/

 Resource Description & Access (RDA) Metadata Guidance Documentation
 [MGDs] will be used in conjunction with the Official RDA Toolkit and the accompanying LC-PCC 

Policy Statements when the Program for Cooperative Cataloging (PCC) determines an 
implementation date for the adoption of the Official RDA Toolkit." (no earlier than October 2022)

 https://www.loc.gov/aba/rda/mgd/

https://www.loc.gov/catworkshop/
https://www.loc.gov/aba/cataloging/tools/
https://www.loc.gov/aba/rda/mgd/


Resources for Cataloging: MarcEdit

 https://marcedit.reeset.net/

 A free and powerful suite of metadata editing tools, primarily for MARC

 Developed and maintained by Terry Reese since 1999

 Has its own listserv, MARCEDIT-L: https://listserv.gmu.edu/cgi-
bin/wa?A0=marcedit-l

https://marcedit.reeset.net/
https://listserv.gmu.edu/cgi-bin/wa?A0=marcedit-l


Resources for Cataloging: Listservs & Online Groups

 AUTOCAT: https://listserv.syr.edu/scripts/wa.exe?A0=AUTOCAT

 OCLC-CAT: http://listserv.oclclists.org/archives/oclc-cat.html

 RDA-L: http://lists.ala.org/sympa/info/rda-l

 PCC, BIBCO, CONSER discussion lists: https://www.loc.gov/aba/pcc/discussion.html

 RADCAT (RADical CATaloging): https://listserv.uga.edu/scripts/wa-
UGA.exe?A0=RADCAT

https://listserv.syr.edu/scripts/wa.exe?A0=AUTOCAT
http://listserv.oclclists.org/archives/oclc-cat.html
http://lists.ala.org/sympa/info/rda-l
https://www.loc.gov/aba/pcc/discussion.html
https://listserv.uga.edu/scripts/wa-UGA.exe?A0=RADCAT


Resources for Cataloging: Listservs & Online Groups

 Facebook Troublesome Catalogers and Magical Metadata Fairies
 https://www.facebook.com/groups/161813927168408/
 Shana Lee McDanold's "Training, Workshops and 

More": https://www.facebook.com/notes/troublesome-catalogers-and-magical-metadata-
fairies/training-workshops-and-more/2020005564682559/

https://www.facebook.com/groups/161813927168408/
https://www.facebook.com/notes/troublesome-catalogers-and-magical-metadata-fairies/training-workshops-and-more/2020005564682559/


Presenter Contact Info

 Jen Ryjewski jryjewski@dglibrary.org

 Christine Sporleder csporleder@mybpl.org

 Richard Stewart rstewart@indiantrailslibrary.org

mailto:jryjewski@dglibrary.org
mailto:csporleder@mybpl.org
mailto:rstewart@indiantrailslibrary.org


QUESTIONS?
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