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Weekly Librarian Work Assignment Summary
           Reference Desk Hours…………………………………………17 hours (dept chair works 2 fewer desk hrs)
          Other Library Assignment Hours…………...……………….....9.5 hours

           Department Meetings............................................................1.5 hours
          Committees (TLP, HSI,Accreditation ……………...................3 hours

          Department Chair Hours………………………………………...3   hours

    Unscheduled Professional Associated Hours ………………………5 hours    Total 40 hours
	                          Specific Primary Duties and Responsibilities                                           

	--promote, encourage and work with faculty to schedule library orientations



	--promote, encourage and work with faculty to create course specific library orientation assignments 



	--maintain the currency of the existing general and course specific library orientation assignments
          

	--send copies of updated library assignments to course instructors who traditionally utilize the library  

   each semester (Philosophy 2, Speech 40, Psychology 11, English 100 etc.)

	--initiate on going efforts to promote general awareness and use of library resources and services by LMC  

  community
a. library OPAC

b. databases

c. eBooks

d. media collection

e. Ask a Librarian 



	 --pursue collaborative projects with interested faculty, college departments, campus initiatives etc. to 
   integrate the use of the  library into their program or instructional objectives where appropriate. Such 
   collaborations envisioned include:

a. approaching selected instructors about initiating a structured library research support component in their course which would provide librarian assistance to students working on small group research projects. 
b. integrating the use of the library into campus programs such as  HSI, Puente, EOP&S and other programs 
       serving special populations of students. 



	--provide greater library support for courses in Brentwood
        a.  where feasible provide library orientations requested by instructors

        b.  publicize to Brentwood faculty and students library resources available to them via the library’s web page

	--provide periodic recurring workshops for students on how to effectively use
      a.  the library’s databases, 

      b.  strategies for searching the Internet
      c.  eBooks etc. 

	--provide recurring opportunities for faculty to learn how to utilize the library’s resources  

  & services  
          a. provide faculty one-on-one  orientations.

         b. provide workshops on various library topics during flex.

         c. instruct faculty on how to link their Blackboard course with the library’s databases



	-- serve as the contact person for students or faculty wishing to use the library display cases



	-- invite faculty to start using the library as a place of study for students needing to meet in small groups

	


	Duties and Responsibilities Shared With Other Librarians

	REFERENCE SERVICES

     --Working  library reference desk

	COLLECTION  DEVELOPMENT

      --Selecting books, media videos and other materials for collection
     --consulting and assisting faculty with acquiring library resources needed to support existing or new courses
     -- consulting and assisting faculty with acquiring library resources needed to support new college  

         instructional programs. (i.e. Engineering, Environmental Science etc.)

	PROMOTION OF LIBRARY RESOURCES AND SERVICES

      --serving as a liaison to campus departments

	PROMOTION OF INFORMATION LITERACY

	LIBRARY INSTRUCTION

      --preparation and presentation of general and specific library orientations


	           Committee Assignments

             

	Liaison to college initiatives such as HSI, Learning Communities, Puente, Black Scholar and other programs 

serving special populations on students

        

	Teaching Learning Project Committee



	Accreditation self-study committee



	Other Duties and Responsibilities

	Maintain formal office and campus hours and participate in department and/or division meetings

	Other duties as assigned.


       Library Department Chair Duties              
	                          Specific Primary Duties and Responsibilities                                           

	Worki  Work with Senior Dean of Information Technology & Services on the following:

                        --developing and implementing strategies to make the library a vital part of the college’s 
                           educational mission.

              
-- assisting in securing resources for library. (i.e. block  grant )

   
-- coordinating the activities for the college mandated program review process

 
-- organizing efforts to address the ACCJC accreditation standards   

             -- organizing efforts to address program level student learning outcomes and assessment  

                applicable to the Library.
             -- addressing various library related issues which arise and coordinate internal library functions   

                and services where needed.
             -- addressing issues related to managing resources and services in new library building. 
             --working with and providing staff development for part-time library faculty.



	Department chair duties and responsibilities as prescribed in UF contract as well as the following:
      --calling and chairing department meetings

      --developing reference schedule

      --attending relevant campus dept chair meetings

      --scheduling library studies curriculum

                   --recruiting library substitutes
                   --coordinating the evaluation of full & part-time library faculty
                   --developing agenda items for the  librarian’s meeting with Senior Dean of IT & Services











