Adult Services

	Competency
	Definition
	Skills and Behaviors
	Possible Training Units

	Core Competencies for Library Staff

              -and-

Core Technology Competencies for Library Staff

	These are found at :
www.olc.org/CoreCompetencies.asp
	 
	 

	Advocacy 


	The ability to promote and support the library needs of adults and seniors through materials, services and programming.
	· Advocates for adults and seniors before library administrators and the community, defining and communicating the needs of adults and seniors, and promoting the need to acknowledge and honor the rights of all to receive quality and respectful library service at all levels

· Contributes to the orientation, training, supervision and evaluation of other staff members in implementing excellent customer service to adults and seniors
· Extends library service to individuals and groups presently not served

· Ensures that adults and seniors have full access to library materials, resources, and services


	· Partnering with community groups

· Outcome-based assessment

· Evaluation

· Leadership skills

· Training basics/developing staff training



	Collection Management

· Books

· AV

· Technology

· Realia

· Selection and de-selection
	The ability to select materials, and maintain a collection designed to meet the needs of the intended audience.
	· Ability to choose between various new sources or technologies for wise money management

· Knowledge of analysis and weeding procedures

· Knowledge of materials which effectively meet those needs

· Ability to identify customer requests, needs, and interests both currently and in the future

· Ability to market materials for customer convenience


	· Materials selection of AV, technology, and realia

· Various literature classes based on customer description i.e. children’s, mysteries, Judiaca, etc



	Programming

· Evaluation

· Creativity and Innovation

· Planning

· Presentation
	The ability to objectively assess the success of programming in terms of the relevancy and appropriateness to developmental needs of the targeted group and the redefined expectations set through the planning process.

The ability to be creative; promote new ideas and introduce high quality, new solutions or processes; make both minor adjustments and dramatic changes to current thinking. 

The ability to use knowledge, skills, tools and techniques to plan, oversee, and/or implement necessary tasks to result in a program that is completed on time, within budget, and that meets or exceeds expectations.

The ability to use relevant and appropriate techniques to execute interesting and engaging programs.


	· Evaluates all programs and uses those results to improve future presentation style and/or content
· Designs programs for adults and seniors, based on their needs and interests, while considering the goals/mission of the library
· Actively involves customers in the planning process for their age group through advisory boards, task forces, or by less formal means, such as surveys, one-on-one discussions, and focus groups

· Presents a variety of programs, both within the library and through outreach, commensurate with community needs and the library’s goals and objectives
· Promotes activities that increasingly build and strengthen information literacy skills, and develop life-long learning habits

	· Advertising/marketing programs

· Time management

· Project management

· Library/community collaboration

· Solicitation skills (asking for donation of programming materials, supplies, prizes)

· Outcome-based assessment

· The Art of Book Talking

· Programming for adults

· Programming for seniors



	Readers’ Advisory
	The understanding of the importance of connecting customers to popular and recreational reading. The ability to assist customers with popular and recreational reading choices. 
	· Effectively uses online and print readers’ advisory resources

· Elicits information from the reader and bases recommendations on reader’s interests and desires

· Has a working knowledge of popular authors and titles

· Keeps up-to-date on what is being read by customers


	· Readers’ Advisory training

· Back to the Book



	Reference

· In person

· On the phone

· Online 


	The understanding of the importance determining customer needs, researching and locating answers in a timely manner, while providing accurate information; ability to use various technologies and informational databases.  

Provides clear and comprehensive information in response to requests.
	· Direct involvement in selection and de-selection of materials

· Instructs customers in basic information gathering and the use of library resources

· Continually updates knowledge of available resources

· Effectively uses interlibrary loan and resource sharing

· Identify, interpret and access varied information sources—including but not limited to the library catalog, Internet, reference collections—appropriate to customer’s needs; providing consistently accurate answers to inquiries

· Ability to interview customers and to accurately determine need

· Knowledge of the collection

· Strong interpersonal communication skills


	· Reference skills including interviewing and sources

· Internet

· E-mail 

· Guide to Roving Reference: An Essential Service for Library 2.0 @ http://www.sirsidynixinstitute.com/archive.php 
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