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Serials paraprofessionals at HSL:

· Directly communicate with vendors and publishers

· Manage electronic access to serials

· Actively participate in efforts to investigate and implement new technologies or software applications 

· Develop familiarity with a diverse range of specialized technologies

Sample “primary purpose of position” statement (Journals Assistant):

“This position manages journal receipts using an automated system, monitoring publication changes and trends, and interpreting journals acquisitions information for User Services Staff. This position maintains records for electronic materials, assures access to electronic resources for campus users, and responds to questions or problems from staff or users. This position maintains ongoing communication with vendor and publisher representatives to ensure optimal receipt of purchased materials.”

Strategies to improve chances of getting a position upgraded:

· Describe changes in job breadth (number of diverse tasks)

· Describe changes in job depth (level of responsibility, judgment required, independence)

· Explicitly list tasks previously performed by professional or higher level staff

· Curtail or reassign lower level duties still remaining in the job

Changes that are less likely to help get a position upgraded:

· Doing more of the same thing as before (e.g., managing a larger budget, supervising a larger staff), unless there is also a change in job depth
· Using an automated system to do same thing previously done manually

· Having a lower level position “back up” this position in any significant capacity

Top level serials paraprofessionals at HSL:

· Lead efforts to investigate and implement new technologies or software applications 

· Recruit, train, evaluate unit staff

· Develop familiarity with a diverse range of specialized technologies

· Adapt unit workflow from a formerly linear process to “a process that requires pursuing different directions according to an evolving situation.”

· Teach troubleshooting skills in addition to the traditional skills required for effective job performance 

· Assess the learning curve for new and changing technologies and identifying training opportunities

· Operate within an increasingly complex publishing and purchasing environment, e.g.: “Order processes, pricing models, access restrictions, concurrent user licenses, and consortial arrangements are just some of the variables that can vary from one product to another, or for a product from one year to the next.”  

· Evaluate new system features and make implementation recommendations

Some of the language used for the Journals Assistant position description.

Examples of increased job breadth:

· “Files updates for complicated, loose-leaf reference materials (moved into this position due to the frequent errors made when performed by lower level staff - errors that required repeated, costly replacement of entire volumes)”

· “Searches OCLC bibliographic database (an international database of cataloging records) for cataloging records for new serial titles and title status changes, including title changes and cessations”

· “Monitors stability of access to electronic resources”

· “Responds to staff and patron inquiries about problems with access to designated electronic resources”

· “Reports additions, deletions and changes to the campus list of electronic resources”
Examples of increased job depth:

· Position requires “a greater level of decision making regarding issue prediction than was possible in a manual paper environment. Analyzing the receipt history for a title and choosing accurate claiming and frequency parameters, responsibilities of this position, determine whether the system can be used to its optimum performance.”

· Position has “primary responsibility for monitoring quality control of acquisitions journal records and discovering and investigating problems.”

· “Strong mental concentration and acute visual attentiveness to detail is required to monitor the integrity of the databases. A small error can have a tremendous impact. Regular use of a variety of computer systems requires remembering diverse login sequences and passwords and dissimilar ways of performing a common action. Quality control of the library databases is an ongoing process. The problem solving required in this position requires noting discrepancies in database records or between the item-in-hand and the record, detecting relationships between items previously unnoticed, analyzing the problem using available resources, and making the appropriate corrections.” 

Duties formerly performed by higher level staff include the following:

· Monitors stability of access to electronic resources

· Responds to patron and staff inquiries about problems with access to designated electronic resources

· Maintains ongoing communication with vendor and publisher customer service representatives regarding electronic access problems and to re-establish access as quickly as possible when interruptions in services occur

· Meets with subscription vendors and publishers

· Performs initial troubleshooting for new electronic titles being set up

· Interprets journal records for User Services staff

· Investigates and resolves errors or inconsistencies in serial bibliographic and holdings records

· Troubleshoots receipt and order problems with subscription vendors

· Creates and edits claiming reports from the acquisitions database

PAGE  
1

