Library Basics Skill Set

This skill set must be completed by all library staff.

	I  Introduction to UMMS

School home page

Inside UMassmed + intranet

Information systems, HELP Desk

Web CT


	II  Introduction to the Lamar Soutter Library

Tour of library departments, collections, Pediatric Library, remote storage   

Learn about keys, computers, supplies

Who’s in charge?  

Whom do we serve? 

When are we open?  

What does each department do?

Which library staff to go to? Who does what?



	III  Library Culture

Introduction to teams, work ethics

Tips to provide excellent customer service

Our changing environment, what to expect

Standards of excellence

Career ladder

Classes

Library jargon



	IV  Library/DEOO/HR Policies

Basic policies for school employees driven by HR and DEOO

Library policies using the online library handbook

Library Disaster Plan


Library Basics Skill Set, continued

	IV  Introduction to Your Outlook Account

Learn to use your e-mail account, set up distribution lists, and use the school global e-mail address book

Appropriate use/misuse of e-mail

Use calendar(s), scheduling, and task functionality



	V   Introduction to Voyager ILS

Overview of the system modules used in the Lamar Soutter Library including

Circulation, Catalog, Acquisitions and how they interact with each other and our patrons. 

Learn basic Quin searching.



	VI  Classification, Citations, and Holding Statements


Prerequisite: Introduction to Voyager ILS

Learn the NLM/LC classification system the library uses to arrange materials by completing the Shelve-It! program. 

Learn to shelve items according to their format. 

Learn the parts of a citation, how to detect a bad citation, and how to address it.

Learn how to read a holdings statement and locate material



	VII  The LSL Homepage and Staff Intranet

Introduction to the Lamar Soutter Library webpage, which includes online journals and textbooks.

Introduction to the Library Staff Intranet



	IX  Introduction to Library Equipment and Policies
Introduction to library computing environment including laptops, printers, fax machines, copy machines, clinical computers, microfilm, scanning and their related policies.

Troubleshooting, where to get assistance


