Core Technology Competencies for Library Staff


	Competency
	Definition
	Skills and Behaviors
	Possible Training Units

	Basic Computer Use 

Basic Computer Hardware Knowledge


	Demonstrated general understanding of basic computer skills coupled with a basic understanding and knowledge of computer equipment
	· Identify and recognize the names and functions of major computer equipment

· Load paper and cartridges into a printer

· Know the difference between logging on to a computer and logging on to other applications

· Use a keyboard and mouse

· Log on/log off a computer

· Start, shut down and reboot/restart a computer
	Mousercise (online tutorial) www.ckls.org/~crippel/computerlab/tutorials/mouse/page1.html

	E-Mail Skills
	Ability to use e-mail.
	· Create and edit a distribution list

· Use an e-mail Address Book or List Send, open, reply and forward e-mail messages

· Insert/attach a file 

· Delete and empty a folder

· Delete a message

· Print messages

· Understand the difference between “e-mail” and an “e-mail program” (such as Outlook, Exchange Outlook Web Access, Hotmail, etc.)


	

	Internet and the World Wide Web Basics
	Ability to perform basic internet searches. 
	· Delete history and temporary Internet files

· Fill out an online form

· Change home site location, if applicable

· Add, delete and organize a bookmark or favorite
· Search the Web using Google and at least two search engines 

· Download a file from an Internet site

· Print page(s) from an Internet site

· Understand the difference between the Internet and the Web

· Understand the difference between a Web page and a Web site

	Internet for Beginners 

	Library Web Site and Online Catalog Basics
	Demonstrated knowledge of library’s Web site – the URL, what can be found on the Web site and services available through the library’s Web site. 

Ability to perform simple searches in your library’s online catalog. 
	· Knows library’s URL and can access library’s Web site

· Knows library’s various Web sites and how to access them.

· Knows resources available on library’s Web site, including electronic databases

· Articulate the library’s Internet policy to patrons

· Determine location and availability of specific items in the online catalog

· Search the online catalog by author, title and subject

· Access the library’s online catalog


	Web Search Tools 

OhioLink Databases 

OPLIN Database Training 

	Web Browser Skills


	Basic understanding of Web browsers.
	· Set personal preferences, if applicable

· “Surf” the Web using back, forward, home, stop and print
· Name two well-known browsers

· Understand browser terms (such as link, URL, cache)

· Use browser functions (such as back, forward, home, print)

· Understand that a browser is an application or a program that is used to access info on the Web


	Windows Explorer: Managing Your Files (online tutorial)

www.duke.edu/~dhewitt/tutorials/explorer/explor.html
Netscape Navigator (online tutorial)

http://wp.netscape.com/browsers/using/newusers/basics/


	Windows Basics
	
	· Create shortcuts

· Create folders

· Find, copy and move files

· Use taskbar, menus, toolbars and Start button

· Open files from within a program

· Explain “desktop”

· Know the “drives” on a PC (such as A=floppy and C=hard drive)

· Understand the uses for floppy disks, CD-ROMs and jump/flash drives

· Move, minimize and maximize windows

· Start and exit programs
	Windows XP 

	Word Processing Skills
	The ability to use a word processing program, such as Microsoft Word. 
	· Change font and font size

· Cut and paste and copy and paste

· Format a document using bold, italicize, underline and center text
· Use spell check
· Use Help 

· Create, format, save, print and open a document


	Microsoft Word Basic 


OLC Core Competencies: http://www.olc.org/CoreCompetencies.asp   




       
Revised: 1/2008









1 of 3

