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9.

JOB ANALYSIS QUESTIONNAIRE
Please read instructions before filling out questionnaire

NAME Jones Mary - 2. DEPARTMENT or BRANCH Circulation

POSITION TITLE Chief, Circulation Dept 4. TOTAL HOURS PER WEEK
DAILY SCHEDULE (per week) 3 days, 9—6; 2 days, 12—9 .

40

RATE OF PAY § 720 per (month (V) day C.) hour C D))

ADDITIONAL PAY None
(TRAVEL, LIVING OVERTIME, etc.)

mstructans, etc. If more than one, give name and title of each)

Ann Brown, Chief Librarian

STATEMENT OF DUTIES

This is the most important item on the questionnaire. List your regular tasks first, then your occasional
tasks, and check (V) occasional tasks. If more space is needed, use an additional sheet, and be sure your

name is on the second sheet. Indicate in the left-hand column the percentage of time given to each task.

% of . TASKS
Times )

10. HOVV LONG HAVE YOUR DUTIES AND DISTRIBUTION OF TIME BEEN SUBSTANTIALLY

—_
—
<81m (3T I R

NAME AND TITLE OF YOUR SUPERVISOR (the person who assigns your work, gives you

30 Helping patrons with requests

15.| Supervising work of the department, making schedules
15 Desk routine-charging, discharging, slipping

10 Sorting books for binding, mending, discarding

Book selection .

Book talks

Making book lists

‘ Writing publicity »

Rest pex:io_ds and unaccounted for time

Taking book inventory (every third vear)

2% | Making monthly and annual reports
year |

AS ITEMIZED IN QUESTION 9? _ 2f vyears

11. SUPERVISION RECEIVED

a. How frequéntly do you receive assignments and instructions from your supervisor?

*

Rarely. The work is set up, and change are made only after consultation with the librarian.

b. Do these instructions cover all phases of your work?

In a general way, Yes. Few specific instructions.

c. In what way is it necessary for you to.use your own initiative in the performance of your work?

In almost every task initiative is needed.

d. Is your work reviewed-while in process or upon completion by your supervisor or some other member

of your department?
No.

e. Is your superisor always, frequently, or infrequently available to review work and advise?

Frequently

12. SUPERVISION OVER OTHERS

Number supervised Position titles of those supervised
3 Desk Assistants

— 30—
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(i 1 (part time) Page
What is the nature of your supervision? ‘
I give assignments in the daily work schedules and give instructions when ne‘ec"ec‘» Do not usually
review work, but an available to give advice in regard to policies or routines.
13. CERTIFICATE OF EMPLOYEE
1 hereby certify that the foregoing information supplied by me is correct as te fact, that it is expressed
in my own words, and that it describes by job as I understand it

DATE Oct. 18, 1962 SIGNATURE AND TITLE Mary, Jones
Cheif, Circulation Dept.

14, CERTIFICATE OF IMMEDIATE SUPERVISOR
I hereby certify that I have carefully considered the answers of this employee to the foregoing questions,
and that to the best of my knowledge they are correct and complete as to facts within my knowledge,
with the following exceptions: .
DATE Oct. 24, 1962 SIGNATUE AND TITLE Ann Brown, Chief Librarian

15. CERTIFICATE OF DEPARTMENT HEAD, BRANCH LIBRARIAN, OR CHIET LIBRARIAN (If
same as #14, do not sign) - ‘
I hereby certify that I have carefully considered the answers of this employee to the foregoing qﬁestions' .
and that to the best of my knowledge, they are correct and complete as to facts within my knowledge
with the following exceptions: ’
DATE SIGNATURE AND TITLE

o
i
-
32,
lo
iy
i
>
ol
lo,

R S stn e A = :Tcmﬁft&m e M A BRG]
Bz f-r*afm'a ST 2R A Liupe) 2 SEEE A e = {Pflﬁﬁ"] %
o B WES Eil Ao Hifshtel 0% 5 BEE HEs 1 o LS HBE B &
1M TS ol A% ES =A AAas A '

gl ow 19 Fj] ;LSLHEOI ShER @R B EEEL, IZP?FE%E“_‘Q] HEE wEdde Fl%ﬁ:’g‘ el
BREGEK 59 44 2509 Fhan 9e A T FEA JIHY £E 99 20y —pwes
& 4 itk 2 ﬂ"“ 3@”}"/]- Book Inventory & £ BEEERY] HEE BETANE T Hhstdok & “‘?‘
e 9o AR, FER GERE (pkaw gy o0 AT 2 ém't” = BBFLH B o &

A ¢ g BB Sieln BAEE 1 BEHAERS  ED

= o) Adel BE WHA HAA Qzie gE o0 LT s |

& WE W o] Aol BESw 0L BE 52 4 AR T Wl oA T Adol fzal MR A
A Set el 2 & oo S g BH 9e Aeld ¥ WHE 24 ol H

o MHAENEE BN S a4 ma p  Bordck T AL WHE g A =q BHR
Sl AT BEAFS Y + 9e goe B A HPIRAE FEPIBASE B B
@t : Y AE g Aoluk,

QoA BE whelel ALAS BEHAHENES AARE el A FRES BTN 4 L
b3 s 0 Bl HE fme mme o LT BBE @ESA SHE ool 2 Bl ot
F A Fold gow BEAMHKE 47 of Erge A FEER o 20 HRE dg dein
HR 4 gA =l gnh EEA (e & HE s 5‘“‘%

s} ol F dweld AP BHE 4%+ ek 29 ofel Fell A AR MG R, 6, H
ool M BU HES MRS o BEE an VIR S i ge A ¢ 4 ga
e 39‘& & WGHS) o ik HES 4+ 9% SR LR 9ol ot A nE wlelzlo] M
I PSS B 9% geb deloh T HHAER e Vobe e AFEETY BEDR
ﬁ ol LT HEE AgelA wed 49 E2 g

5. BEEeE TE L M By el w EEEARE LY FEREe o9 27

=
—RRIER G TEORE S 2ol EBEAMRE WLiTS) el ML Zele .




(124)

1

|
]

] %] Tl
R PR ‘ R
S
e
PRy m H

X HBEMY H$BE HESE HEo B Bk
% Ji¥(Departmentation by Function), £ #
gt 51k (Departmentation by Subject), B§le] FHES)
#% J7:(Departmentation by Format of Material)
FEY BHel K3 FHik(Departmentation by Type
of Readers)¢] 471218 A 7} 2.gbe},

BEEEO RSt ﬁii—(Départméntatioxll by Fﬁnction)
o] ikl . ’
@ WE = BHIE(Acquisition)
- ® &Y ¥ (Processing)
© B - sﬁﬁﬁ(Circql_atior{)
. @ ’ZE%;%:Z%(Reference Work)
22 40 HEE VFY] Aedo] By HEoR
® ®+ Technical Service Function &% E e HhiE
A EHEE(A g3tz Yo © @& Public Service
Function 2 BEH FiEd (L8t EEFLA B
Al ot
o7 ALA Y BESVHAA REY IE =7
FHE e NS 2IMste 2 ohgsk 2o
. ﬁﬂ*‘ff‘w/\(Acquisition of Material)
MRS &%
T ATESES #iihl (controlling)
8 A 518 (scheduling)
R A e v
BIEEEAS A=
FBEIHS deniol WL BES Mk
: TUH) M7E (searching)
AL BEAORE Ev)
sl
RIS (FR R R
kel Ry

wiskE [5ke] fhut

g

BRFUFTYy check list &) {ERE 2 B
BB (B 2 BE
BEIRES (PR R BEE
ZFige] A
EEe AR Bk &%
SEHrIRe (EF
| BAY B} catalog o R
BT BIEEHY BE

FESTh o ERL |
- ERbObES BB 8 HIE REEEEE
I

B kol 2 EXE 7
EALIbol e 7

BEFEE 23 BHEER
#He B BES

Bike) HIR

BEHEES TA

WA B el A BREEERRE R
Biksl 19 EEES M
EXBRET TR % _
BRIy check card o] g
THRER A& (R

TR Bk ,
FIGEHS ekl BEtkas
BEREREY BF

19 TR ARl B BB (Selection of
Materials), $FE ¥ £, FHER LS BEGLIES
Bk 2 IR, BEER Sl 9

O] %8t 5% (Department by Subject)

B ol AZCHER, e, BaREY #
Bz WA ohd B, RS, KEE, WE %
o FEHIZ HHE YT B2 FE Hta:
A Sell —ixEge R M) KT BB
P 2l '

ol ke Tl s £ EWH HFIEE Fol
ok 8l cataloging o] W wobA Al =i BiAel whot
AA ek Aol fEBl vt o5 & o] FHikel Eus
g We Bt BBI AEL BEe Eel
Y 4 obe Ml 7 @ HRA gA e
2 oEEs AMEde At FolHAl Hel BEMo
2 v sl sy EEE FIRES) ¢ BolkAdA 1
S Aol e SEREPE Asd BT + 9

o Bhelwl,

Falel WRR0l KRS Kk
(Department by Format of Materials)

_a

RIS s




(FhE Bl oAl sleh
SR, SR

ATy, Wil

EIFTIE, BT ., H
A Gem el Aeldh
o BaM &S A&
(Department by Type of Readers)
L BBV KE [”Iuﬂﬂ

gl 4 &=

Rste Bl HEA, HERE, &
L8 BiE %tf& —‘"—T%i IR

Bl Al PR Hfe) BEfEsn &1

ok, ia*lvk
SEREET T e

Bitele AL Trkee
HEEHE B A4 o ke HEE

gl WJrf‘/F WEE L

b, EER B /\*ﬁ, iR,

EHELL A Bodad 48
A B s v e WEE EE
1 ks ol EES] ERAL ok st &0
%ﬂ%l HF ol W7t @MEQO% Aoksle] Biggel ¥
A HERel = BHEL Dol ;*LbLEJOiOF et

1 ek BEfESl ARG Hel A RIRES
1 PEEAE g ARt FEEEA
® e weba el o 2Eel £ [
~::—rrs'z21 Eﬁ%%oﬂ B BRgcel Effiz wolorel
e s A gw el Mo P
92 :«'Ff“% +7 QA BeEEe &

2 4%+ g Boel BESY BEM m
h4 pﬂw WIS B TR
\o}. mab ket &
AR

%

T A

FatE=L fE TR

Ltz BHAA A

Botot= fEE 7& iz el gtob

BIEY =3 94 ¥ 2 BRE EAC BT &
o I

4+ ¢A Hx 2

] tl” 1%)(—1 =

FE sEae e 4 god =y ABENS BITT
5 dx m‘ ol mf ek

OM ikl RIS —HHos [BER wEK

| A RS o BA BEEA T fiEdera

ol FhHiETel &7 7 HY Add 2w zdold
B mbefbse HEE 11(&17] el A »}5
A& e MEm B
T g By ole g o
& abelEe] B
1 R o2 *“7‘% 15 VA
fhyel 2 HHEAYe] w4 i ﬂ-ﬁ-
BEE AA Boe
2eiv BiE S0
e &l Wil pE

e Heols i

L

g 1] 2ee] WBho v EikE B
| Azls P Zold s @A) gho} zﬁafr»f»—»_
27745 EEHELS BT
% Zold olelwte} R A Yrte EEE
e Ko o Bsle HMSF Aolwl A8 R
,muu B e},
whel A Hige] 42t
JEe] Key & #t:
5Tl PR Bigci =
Getetiee] 2got aﬁf;s@;aw BAR FEE
HWE 95 PiockEsl BEE 12 vhel: Aol o

Hif] ffrdtol] o}

E. ﬁlBZ.i;.. f}iﬂiﬂ 1965. 603p-

7%, 2. PRk, 1964, 559p-

- KPIHAE. /\%ﬁ&"‘ HRE. 1965, 310p-

- BEEK. ¥R A% 2 88k 1962 391p-
ZAEB) R, B G, 1962. 254p-
- EESHERE. BEEEEE '

- AL.A. Descriptlve List of Professional and Non- -

professional Duties in Libraries. Chicage, 1948. "
- A.L.A. Position Classification and Salary Admi-

nistration in Libraries. 1962. )
- Stebbins, Kathleen B. Personnel Administration -

in Libraries. New York, Scarecrow Press, 1958. -
. gy ‘ﬂq‘u. o S dAGFTL, 1963 9)5_]%,«{_ )

- B3 é’fﬁ BAEiEEaE. 1965, 12A %%
YR, BEREEHEGE. 1965 SEE{
- AR, BEEY FEL %ﬂfé& of ) o} B3, 1962
113p. .

_._33.._




