Systems and Information Technology

	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
	
	

	Hardware Support
	Advanced understanding and knowledge of computer and network equipment, and peripheral devices.
	· Demonstrate the ability to install and configure a variety of computer components to work together properly.

· Define criteria for upgrading or purchasing a new computer.


	· PC Repair

	Integrated Library System
	Advanced understanding of the systems that support automated library functions, including the online catalog, circulation, acquisitions, and cataloging. 
	· Understand cataloging principles of MARC, AACR2, and LCSH, and authority control.

· Understand, manage, and schedule overnight procedures and processes (i.e. preparing the system printer to produce reports or notices overnight; etc.)

· Understand the procedure for maintaining a log of system failures and problems.

· Demonstrate the ability to communicate with the vendor on failure, problems, and services.

· Understand operating and database systems used by ILS

· Knowledge of query language to create specialized reports from ILS data.


	· SQL

· Crystal Reports

· ILS vendor

	Internet 
	Advanced understanding of the protocols, structure, organization, and various information services that make up the Internet.
	· Use evaluation criteria for determining reliable information available on the Internet.

· Demonstrate the ability to provide training for staff and the customers on using the Internet.

· Understand how the Internet service for the library is provided (i.e., Who provides the telecommunication and bandwidth? How is the Internet paid for?).


	· OPLIN 101

· WWW, DNS, Email, Usenet, RSS, SSH, FTP, HTTPS
· Library 2.0:  blogs, wikis, podcasting
· Numerous SirsiDynix Institutes listed @ http://www.sirsidynixinstitute.com/archive.php
        

	Competency
	Definition
	Skills and Behaviors
	Possible Training Units

	Operating System Support
	Proficient with the software programs that perform basic computer and local area network functions.
	· Install/configure/patch/manipulate at least two versions of an operating system (e.g. Windows 98 and Windows XP) or all operating systems functioning in a library's specific environment.

· Demonstrate an understanding of network software (example: Windows Active Directory, Novell).
· General knowledge of other operating systems available and used by library customers, including MacOS and Linux
	· Network certification

	Physical Network Support
	Basic understanding of the infrastructure that supports the library's local area network.
	· Demonstrate the ability to prepare a library site for its specific network needs (i.e., using category 5 cable and RJ-45 jacks, network hubs and switches, etc.).

· Demonstrate the ability to install, configure, and troubleshoot the library's wireless LAN


	· Networking 101
(http://slo.minds.tv/)

· WebJunction's Networking Essentials
(http://webjunction.org/do/LearningCenter?method=getCourseDetails&courseId=162)

	Project Management
	Ability to determine scope and requirements of projects, coordinate and schedule activities, control resources, and identify and control risk for quality project completion.
	· Define the elements and scope of  projects (money, time, people, impact, etc.) ; minimize “requirements creep.”

· Determine project tasks and milestones; identify and allocate the necessary resources

· Track the project lifecycle, ensuring timely completion within allotted budget to satisfy requirements.

· Keep project team members moving forward in completing their tasks; communication and some supervisory skills may be required.

· Report project information to stakeholders.

· Establish criteria and metrics for evaluation
	· Project management software training (Microsoft Project, etc.)

· PMI certification

	Software Applications Support
	Broad proficiency with a variety of software programs, including office productivity applications, web browsers, email clients, media players, etc.
	· Install/configure/patch application and system software. 

· Demonstrate an understanding of the uses of word processing programs in the library environment.

· Demonstrate the ability to use a spreadsheet program for a library application

· Demonstrate an understanding of the uses of database programs in the library environment.

· Develop software evaluation criteria for selection of applications software for staff use.


	· WebJunctions's Basic Computing and Applications Series
(http://webjunction.org/do/Navigation?category=442)

· Microsoft certification
(http://webjunction.org/do/Navigation?category=442)

	Competency
	Definition
	Skills and Behaviors
	Possible Training Units

	Systems Management
	Ability to anticipate and predict internal and external changes, trends and influences in order to effectively allocate resources and implement appropriate library technology initiatives
	· Demonstrate the ability to manage backups (i.e. install back-up technology; restore data after failure; etc.)

· Write or revise a library technology plan, including disaster recovery planning.

· Demonstrate awareness of technology trends and an understanding of how they may impact library environment.

· Develop or review and maintain procedure manuals for automation functions.

· Understand the budget process for automation.

· Demonstrate the ability to communicate using non-technical terminology.

· Understand the ergonomics of computer screen placement, keyboard and mouse placement, and chair adjustments; develop a plan for ergonomics.

· Identify security measures available for automated systems.

· Identify security measures available for library building security.

· Develop and implement plan for tracking hardware/software assets.


	· TechAtlas Training

· E-Rate Workshops

· Project Management

· Data Security

· Systems Security

	Telecommunications
	Basic understanding of the infrastructure that supports the library's telephony and wide area networks.
	· Understand basic terminology of telecommunications, such as ISDN, DSL, T1, T3, dial access, WAN, VOIP.

· Demonstrate the ability to prepare a library site for its specific telecommunication needs (i.e., telecommunications router equipment, CSU/DSU, modems, etc.).

· Demonstrate the ability to configure the library's telephone system and, where applicable, automated attendant and voice messaging systems.


	· Networking 101
(http://slo.minds.tv/)

· WebJunction's Networking Essentials
(http://webjunction.org/do/LearningCenter?method=getCourseDetails&courseId=162)

	Competency
	Definition
	Skills and Behaviors
	Possible Training Units

	Training
	Ability to demonstrate and effectively communicate technical concepts and procedures.
	· Understand basic principles necessary to design a training event using interactive technologies (i.e., ITV, satellite, CUCMe, video conferencing).

· Provide training for staff or customers on using a specific software application.

· Provide training for library staff on technology environment (i.e. videoconferencing, lab set-up, etc.)


	· Moodle
· Train the Trainer: How to make training materials and packets, how to do training instruction

	Troubleshooting
	Ability to identify, diagnose, and correct problems with workstation, server, and network hardware and software.
	· Conduct "support interview"

· Develop procedures for determining if there is a hardware or software problem.

· Understand the meaning of common error messages.

· Familiarity with answer sources (Microsoft Support; support.oplin.org; etc.)

· Monitor the technology environment to maintain security of library IT assets


	· WebJunction's Troubleshooting Computer Problems
(http://webjunction.org/do/LearningCenter?method=getCourseDetails&courseId=370)

	
Competency
	
Definition
	
Skills and Behaviors
	
Possible Training Units

	Web Page/Site Management
	Ability to create, edit, and coordinate a collection of documents for viewing through common web browsers.
	· Understand the basic criteria for designing web pages.

· Demonstrate the ability to use Hypertext Markup Language (HTML) and the current web language (i.e. XHTML, CSS).

· Develop evaluative criteria for selecting web site management software.

· Demonstrate the ability to use the scripting languages required in a library's environment (e.g. Perl, PHP, ASP, etc.)

· Understand the recommendations for creating valid code that meets standards of accessibility.

· Knowledge of principles of usable interface design


	· HTML, XHTML, CSS

· Perl, PHP, ASP, etc.

· Solomon, Laura. “Sinking or Swimming:  The State of Web Sites in Ohio Public Libraries.” <www.designforthelittleguy.com/study.pdf>

· Nielsen, Jakob and Tahir, Marie.  Homepage Usability: 50 Websites Deconstructed. Indianapolis: New Riders, 2002.

· W3Schools Online Web Tutorials.  <www.w3schools.com>
· Castro, Elizabeth. HTML, XHTML, and CSS, Sixth Edition (Visual Quickstart Guide). Berkeley: Peachpit Press, 2006.

· Krug, Steve. Don’t Make Me Think!:  A Common Sense Approach to Web Usability (2nd ed.) Indianapolis: Que, 2006.

Zeldman, Jeffrey. Designing with Web Standards (2nd ed). Indianapolis: New Riders, 2007.


SOURCES:

Adapted in large part from "Systems Information and Technology Competencies" by Arrowhead Library System (2000; modified 13 January 2005; last revised 04 December 2006).    http://www.arrowhead.lib.mn.us/renewal/systems.htm (Used with permission).
OLC Core Competencies: http://www.olc.org/CoreCompetencies.asp   
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