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Library & Information Science (1I5)

b UNIT 1: LIGRRATEY MANAGEAENT
‘l‘l ﬂ.l Library Management: Mennbng, Scape & Characteristics fir
) Moaning

W amaeennent s the e sohuch i anr b iar Ton adirboesd CVCTYRITE, (0 b [FREH Y EH AN i b by that b togetlied
several resonrces [ihy pursons, mnatc pal, fechinupues nol i lrrligraes D agvimnplindy @ sk The lemm
‘Alanagement” 5 used ina vanety of winvs, Fanig @ new discipling, it has drasn concepts e principles
from a number uf disciplines such as econoicy, sociology, stanstivs, cic

According 1o Frederich W, Tayler, “Murtayvment o8 e art of Kovenwangy bt vons wanl e e an ihe

froeat aenad @ diceapast ven”

Aanagemient ' ossentisl Tor bl types ol “||:|_|“-|ia..|.:i1_4||-i puad Liliraries e v @scepiin fihrary
management is o sub-disciphne of instittional management it Tocuses on specibic ssiies faced by
libearics and library professionals. The basic functions of library mariagerment inclnde averseeinyg all ibrary
operations, managmg the library budget, planning and negobiating the acguisiion of materials. interlibrary
loan reuests, stacks muntenanee, o erseveing fee eollection, esent plannig futtraising, aml hiunan

M=

Scope of [ibran Wanegement

The scope of library manugement encompasses vorious aspects of organizing and nurintaining library
resources, ensuring eflective service delivery, and mannging day-to-diy operations.

1. Collection Managenient:
o Acquisition ol seleetion ul Fesetiroes 1ok, jeumals, duatal i
o Catalpguing and elassitication of miaterals U sy BOCess.
e Preservation and maimlenande of library resources.
2. User Services:
o Reference services 1o assist users in finding informution,
e Cirenlaton services ir borreimge il Fennbng makenials

o Information ey progeis i tenim tsers i rescarch nmd pesolie usai

3. Facilities Management:
s Orgamzing phiysical space for €asy Becess 10 Tesorces.
o [msuring proper inaintenance of library infrastruciure,
4. Administratise Sanupemenl:
s Buadeeting aml linanciat plamming Tor Nikar uperativs
s Sl recrtitment, e, amd imanagenen

e Policy develupment fur consistent and efficient wpertions,

5, Technology Infegration:

e Implementing library management sysiems ¢softwirred and online catialogties

«  Expinding digital reswarees. ineliding e-books. e-junrnats and vnlime dintiabases.

e Kevping up with new technalogies ad tremds o LAy SETVICKS :
- fraye |
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Churacteristios of Library Mumagemens
Stme ok the st caimiman (g Membieant characteristios nf Library Management are given below: \L

*  Library Mamagemen) i g distinet provess (nowhich work is gol dune through planming, organizing,
statlang, dliecting, caidimatinge, repiorting and Piidpeting by the manaper as envisagel i the
POSIM ORI approg by ol waaeag e Iy ol kel U e ek

*  Library Manapement i hinle vverecipg ﬁl Hhrary spennnms, managing the hibrary budger
Manig andd nepEetiating: the acqusinon of nuiteriyls, interlibrary luan reguests, stacks maintenance,
verseemg Fee colleglion, event oy, I'llmll.'li'qing, and human resonrces

)

L=

v LATOSDCORD: Coneept and Meaning

-

ﬁ% ih orpganisation s certinn Tt The sucress ul an CRRN 22 o L1,_-11,_-.:.,r.. wpon e cificignt
“Evecution of s varios functjons, Every business needs 1o have systemativ framework 0 ensuring there is
I AT ol minimum wastage and higher marging, POSDCORRB is one such methoed in mamagcment
where work foree am| empluyees can be e inoa way which would be benefivial fur an LFLESniZation.

Futher Gulick and Lynudal Urwick have given the fullowing seven functions of mansuement and
woihed an acrnym s “POSDOORKB v ISCCHIRH cin be wsed as a syslematic framework for efficient |y

ENCCntng business processes i an vrzanrsitim, Brel expl
B
P

anations ol these functions are given below

1) Manning Flannmg is required to make bl print of the activities that need o be done and the

~methods for Hoing them to accomplish (he purpase set for the oganisation. In lbraries also, very

I areful planming o reguired for suecesstul fulfilment of the requirements of the users (chenrs)

2} hﬂ;‘pﬂ_ BE- Dnpanizing invohves chuesing (he thesipn. suggesting the siruciure, space planning and
I"ﬁi{?hbf!lw rebe Tl e ludes determaning the specitic activities, #roupmg the activaties into
] h';ﬁill fnin‘l'm'urk, assipning these uclivilies W specific positions and courdinating the effors of
individuals and groups. This function 15 also applicable for managing all tyvpes of libraries and
information centres,

3) StafMing: This function is wlso known a5 *Human Resourge Management” or “Personnel
Management”. Ruole ol siafT or wurkeis s very sigiticant i gl rpes of orgamsabions. In gase af
hibraries, perhiaps i i (e most important. Mai wi ol a stafling programme is 1o employ efTicient
employees in adequare mumber, wha are capulile of Fullilling the ohjectives of the library.

4) Dlrecting: Directing is the continuous gk of moking decisions and embodying them in spevific
and generul order. It involves giving instructions by the top personnel and serving as the leader of
the library. Direciing is more applicable [ the libraries where highly technical work is performed
I varions sectinns ol 1y libtanies

3) Coordinating It mean er-relating or vu-reliting various Pty ol the vrganisition i order to
achieve b operaton and uvoiding vver-lapping or duplication of work or cfforts It

R CRRETES imaxininn contribution by all the (nits of the organisation in a systematic way. In the

' librusies, comdinaton s required i the working of all sections 50 that there is no confusion,

;.'f.‘_' uverlapping or missang links at any stage and work s get done promptly and eficiently
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61 Reporting: Keeping all the stall members, sections, sapervisors amil the parent bodies informed of
the wath comploted, workoan progress amd sk o be done imoibe near uiure, is ealled *Peporiine
I helps weavand any condusiorn. musumderstamlng, paps o over oy from any Trent o the hbrares
T, s hrongh the repaating it a Choel Lobearem smfurms the |||_|_r'|'u-f athorities whont the
performance and need of the by Trom tme wo tme

Budyeting: Budgeting refers o work relited to budyeting in the form of fiscal planning. accounting
and contral. Francial resources are the most important part of any mstitunon It s eyually

7

applcable to all types of Libranes as well Caretul planming of buidzet accountmy and contral
thereat s essenninl for etficrent fumenomng of a Lbrars

1.2 Book Selection: Its Need, Principles and AMethods f o0 1/
Y

da ik LT

Book selection refers to the process by which library professionals choose books and other reading
I'I"n.]h...l':.llh {1 |."Ir.!' Il'h.'hldt'd m tll:.' 1;]1:';"1.0, *n I..'H”l.‘q.'!ihﬂ, l |:||._L y:t._ﬁ;hu” [P s ik Judes wdent r'_u ing muaterials that
align with the Iihrary's mission and gouls, assessing therr quality and relevanee, and dcquining them within
the library™s budgetary constraints,

Book selection is crucial because it direetly impagls the

guahty of resourees availahle 1o library
users. It aims to maintain a diverse, up-to-d

ate, and comprehensive collection that suppons the needs of
rarious user groups, including students, researchers, teachers, and penerpl re

aders The selection process
involves careful considerstion of numerous factors 1o ensure the co

Hection 1s balanced and
Need of Book selection:

A library is a service institution with limited funds, Hence, eare has 1o be tnken
should be purchased for the library within the budget allotted. When se
severdl aetors to consider w ensure o well-roundad, enypaging, and

lix see that useful books
becting bouks far a library, there are
e tul collection

Lo Meer User Necds: Ensure buoks uli en with the interests and needs of the yeer COmMMmLAy.
2. Dwverse Selvction: Inchude o variely of penres and topics for all age groups.

3. Quality Comtent: Chuose books that are well-written, eredible, and up-to-date,

4. Mnclasivine: Include books from diverse uuthors and petspectives o promote nelusiveness,
3. Age Appropriateness: Provide bouks suituble for all ages and reading abilities

6. Commnmety Relivanee: Include loeal authors and region-specitiv Wpies when possible

7.

Codlevtion Muaintenanoy: Regularly update and refresh the collection 1o keep it curvent and engaging.

Methods of Baok Selection:

There are several methods that libraries use to select hooks. These methods
Judgment, avinlable resources, and estublished
methods:

are based on professional
selection tools, Below are some of the st comtimonly waed

Lo Sefection by Library Staff Labrary profession
rely on their knowledge of the library"s ne
materials. Their expertise helps ensure 1l

2. Lhe of H.l-lrlfh.lj_l.{i'rqul‘l.i"\ atind Lasps:

als are usuully the POmry seleviors of books They
eds, user preferences, und professional resources to choose
At the collection aligns with the library s mission and poals.

Biblographies are valuable tools that librarans use 1w dennfy
buooks for sehection Standard tiblwgraphies such as the H.l.l-.tluvlnapl o subjectespeeifie
bibliographies are consulied regulandy to find the latest and most relevamt titles
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Faculty memhers and subject speoialiag

1. Subiect Specidoors or Facufte fnput: Tn scsdenne Dibranes. .
i ‘ : [ateid Ty spvalic acidemee iiseipliney

plav a sutal el i the selection of bosks, especinlly s ie lils ool gxperie, ensinn
apr Dechils ol @ g W r
They oiter mstehits into recqunred readings and emergmg topics in ther b

that the library s wollecton supports adidenin piogrons

4. Lher Beguests and Feedbwek: Libraries oflen solict b ok recommendations frum 1
Feedback can be eollected through supgestion boses, surveys, of direct communication This
methid allows the library W cater to the speeific needs and interests al st
callectien reles ant

& Pubtivier Citerforzies aimd Beviewss Tablishiers semd om cataligines TR
selechion decisions

heir uien
roprs and keep the

s phid upuorng

relenses These catalogies are walunble fur Library stodl win kg
Additionally, reviews of books published in journals, newspapers, and onfine platformms peoy e
entreal insights into the quality and relevance of potential acquisitions.

6. Digital Resowrnces and Online Databases: With the growing importange of reilal content, hbrancs
also rely on digital caalogues, online bookstores, and subscription-bascd datahases to wdennly
books. Many Libraries use integrated library svstems (LS to aceess vast catalueues ol availahle

books. allowing them to streamline the selection process.
Principles of bouk selection:

1. Drury’s principle: The nght book should be provided 1o the rnght reader at the right time. This
principle emphasizes the reoder amd the need to understand their specific regquirements
Dewer's prorcipde: The besy readimg material should be selected tfor the angest numbser of readers at

L]

the lowest cost.
30 MeGotvin's demand and supplyv theorv: Only documents that are demanded by users 1o meet their
informational needs should be selected.
4, Ramgarathan's three laws of ibrary science;
®  Books ore for usel Only documents that are wseful to the libmry's clientele should be
selected
o Everv reader his for book: The informational peeds of oll library users shonld be catered 1.
o Every hook its reader: All effons should be made 1o pul to use the selected documents,

IMPORTANT QUESTIONS

(Shoet Answer = 2 Marks)

\jy atis TQM?

; ns:- It is o continuous process to ensure maximum satisfaction and delivering quality products and
services to the customers, In o TOM effon, al! members of an organization participate in improving
processes, products, services, and the culure in which they work.

Q1. What is the importance of Book Selectivn Policy in the library?

Az« The impartance of a Book Selection Policy in o hbrary cunnot be overstuted, as it serves as the
foundation for building a well-curmted and relevam collection that meels its users” diverse needs and
interests. A thoughtfully erafled selection policy ensures that the lihrary acquires materials of high quality
and enduring value while also reflecting the instifution’s goals and mission.
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jlll. What are the objectives of Chrenlation Section
Praz= This Sechion abeals wath aemibwenshap wol

= 9 i [ |I|
I ents Cicneralls, oospeceally designed circnlalion connter s o wal fus
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i(Very Short Answer — | Marks)

e ——

L. Whao s the proponent of TOM Theory?

Ansi- W Fdwarnds Demings

2 sinte the main Principles of Book Sclection,

Anse- 0 Druny's Toneiphe 1) Dewey™s Panciple s Mot olvin®s Principle vy Banganmthan’s Prin iple

lvin
oWl does GO staoml Tor? /m[: é

s Cood O Tces Comnnttee. -

4 What are Periodicals?

Ansz- A perdical is anylhing that comes out periodically such as daily, weekly, manthily, guarteris

anmually, Magazines, newspapers, and journals are all perisdicals

S What are the Three Cord System of Perimlicals?

Ansz- Reeister Card, Check Card, Classified Index Curd

6. [n which system is Kardex psed?

Ansi- Periodicals Control System

7. What is meant by Indent in the book acquisition work ol the library 7
Ans:- List of zecessioned items, ardered, approved or rejected.

8. Who gave the slogan “Right Book to the Right Reader at the Right Time™ ?
A= De S R Rangnahon 7 Franeis Drury

AW hat does (e term BRETD Mean?

Ansi- Bandwo Prequency Wdentificution .

T What does PERT sland for?

Ansi- Program Evaluation and Review Technique

@7 SWE-”rMumann ’ Revice
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