
I' NGUYEN T. MINH TRAM 

Type correspondence (for Mr. Child , Kim Sa, Dao and Hoa) 

Prepare orders under direction of Dao 

Type secondary mnx catalog cards and type some 
first was1x catalog cards ander dir ection of Kim Sa. 

Type monthly bulletin 

Prepare book cards, book pockets , mark books 

File author , title and subject catalog cards in catalog. 
To be revised by Kim Sa or Moa 

Fill in a t eirculatj_on desk during absence of other staff 
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NGUYEN T. MINH TRAM

Type correspondence (for Mr. Child, Kim Sa, Dao and Hoa)

Prepare orders under direction of Dao

Type secondary EXKIXX catalog cards and type some
first EXXYX catalog cards under direction of Kim Sa.

Type monthly bulletin

Prepare book cards, book pockets, mark books

File author, title and subject catalog cards in catalog.
To be revised by Kim Sa or Moa

Fill in at circulation desk during absence of other staff
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Morning: 

\ . 

Afternoon: 

I 

JOB DESCRIPTION FOR MRS , TRAM 

If Thu N15 needs help (check every morning with 
her) assist her With filing, checking etc. 
in"Books on Order" Catalog 

If ihu Moes not need help the following jobs should 
be done continu~usly. 

l) Check slips in "books Received" against 
catalog. Take out those slips of 
bo oks already cataloged. 

2) Check book lists against catalog 
and "Books Rea,eiv&d." 

Give about equal time to l and 2. (I suggest 
one day you spend your time on l, the next on 2, etc.) 

Assist Dao with typing cards, shellacking and 
marking books, anything el e • 

Type co r spondence etc. for Miss Heyman. Usual! ' 
do this in the afternoon, unless :Dll I specially 
tell you to do in morning .• 

Type monthly book-lists. 

Other jobs to be done £tt the discretion of J<Iiss Heyman. 

JOB DESCRIPTION FOR MRS. TRAM

If Thu Nga needs help (check every morning withMorning:
her) assist her with filing, checking etc.
in"Books on Order" Catalog

If Thu Hoes not need help the following jobs should
be done continuously.

1) Check slips in "books Received" against
catalog. Take out those slips of
books already cataloged.

2) Check book lists against catalog
and "Books Received."

Give about equal time to 1 and 2. (I suggest
one day you spend your time on 1, the next on 2, etc.)

Assist Dao with typing cards, shellacking andAfternoon:
marking books, anything else.

Type CO respondence etc. for Miss Heyman. Usually
do this in the afternoon, unless knk I specially
tell you to do in morning.

Type monthly book-lists.

Other jobs to be done at the discretion of Miss Heyman.



BUI THIS IAO 

All phases of book ordering. 
Decidda on dealer, under your supervision have book 
orders ty~ed by Tram, be sure all is checked in 
"on order and in catalogs before books are ordered. 

(Mr • .J.Je should do this mainly in the evening, if 
necessary also Phuc) 

Get bills ready for payment 

Rece ive books 

Order LC cards 

Responsible for supplies . When supplies are needed 
fill out the forms and check with .Mr. Child who 
will sign for orders. 

Adqpt LC classifications to our library. Add Ref. 
£0 reference books . Make all necessary changes 
on LC cards before giving Kim Sa for revision 

Classify books with LC cards but without Dewey numbers 

Classify as far as possible new books with help of 
LC author catalog 

Classify books ~ fromTshelves upstairs . Assign 
subject headings . o be revised by Kim Sa. 

In case of absence of Kim Sa or if Kim Sa is too busy 
with special projects , revise cataloging and 
do first cards upstairs. 

Fill in at reference desk. Answer reference questions. 

BUI THIS WAO

All phases of book ordering.
Decides on dealer, under your supervision have book
orders typed by Tram, be sure all is checked in
"on order" and in catalogs before books are ordered.
(Mr. be should do this mainly in the evening, if
necessary also Phuc)

Get bills ready for payment

Receive books

Order LC cards

Responsible for supplies. When supplies are needed
fill out the forms and check with Mr. hild who
will sign for orders.

Adapt LC classifications to our library. Add Ref.
fo reference books. Make all necessary changes
on LC cards before giving Kim Sa for revision

Classify books with LC cards but without Dewey numbers

Classify as far as possible new books with help of
LC author catalog

Classify books MK from shelves upstairs. Assign
subject headings. To be revised by Kim Sa.

In case of absence of Kim Sa or if Kim Sa is too busy
with special projects, revise cataloging and
do first cards upstairs.

Fill in at reference desk. Answer reference questions.



U. S. GOVERNMENT 
SAIGON VJETNAU 
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OFFICIAL POSITION DESCRIPTION 

LOCAL EMPLOYEE 

Name 

Pos ition Tit le .. . .Library ... Clerk . .. . . ·· ······--····························-······················ ·· 

Office or Division .Institu.te.Libr ary .(.i: ... ) 

Gmde. 

Section .......... . 

DESCRIPTION OF DUTIES : (Describe briefly but completely all the work you perform) 

FOR PERSONNEL OFFICE 

Number 

Tit le 

Grade 

Date Allocated 

Approva l 

Type catalog cards from instructions, and use of library reference books. 

Letter books. 

File catalog cards. 

Type ...:ook Orders and some letters. 

Asdt:;ri Cutter ::umber to books. 

Shelve books and has r.eneral supervision of shelving. 

Assist in checking in ~aca~ines and newspapers. 

In charge of circulation of books, and sending out notices for overdue books 
and other publications. 

Print s:aall signs for shelves and others as needed. 

c· eek in new boo~:s, accession an<i. e!'lboss them. 

l'rite for Library of Congress cards, and check cards when t.hey arrive. 

HelJ> to translate and interpret French and Vietnamese when necessar-.r. 

FOR PERSONNEL OFFICE

Number

U. S. GOVERNMENT
Michigan State University GroupSAIGON VIETNAM (Agency) Title

GradeOFFICIAL POSITION DESCRIPTION

LOCAL EMPLOYEE
Date Allocated

ApprovalMiss BUI THI DAOName

Grade FSL 8Library ClerkPosition Title

Office or Division Institute Library (NIA) Section

DESCRIPTION OF DUTIES : (Describe briefly but completely all the work you perform)

Type catalog cards from instructions, and use of library reference books.

Letter books.

File catalog cards.

Type Book Orders and some letters.

Assign Cutter Number to books.

Shelve books and has general supervision of shelving.

Assist in checking in magazines and newspapers.

In charge of circulation of books, and sending out notices for overdue books
and other publications.

Print small signs for shelves and others as needed.

Check in new books, accession and emboss them.

Write for Library of Congress cards, and check cards when they arrive.

Help to translate and interpret French and Vietnamese when necessary.
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Mr . Li eu performs the following duties . 

Assists in the classifying and cataloging of books, 

Supervi ses the arrangement tbooks , periodica ls and 
and ne wspapers on shelves . 

I~akes lists of all new books l mrd types catalog catds 
for them , and orders Libr " r y of Congre s s Cards . 

Makes out purchase orders for all ne w books, suDplies 
etc . , ne eded for t he li br qry . 

Writes le t ters in French and English to Government 
printing offices for official publication~ . amd 

inquiries to pu blis '1ers conce ming books and period icalS . 

It)~ Does all t he le t tering for shelf labels, and on books . 

Performs a l l t he duties of Li br a rian , in t he absence of 
th e Li brarian. 

\ 

mr. for- Is this
enough.". Misa

Mr. Lieu performs the following duties.

Assists in the classifying and cataloging of books,10

Supervises the arrangement of books, periodicals and10 and newspapers on shelves.

Makes lists of all new books, and types catalog cards
50% for them, and orders Library of Congress Cards.

10%
Makes out purchase orders for all new books, supplies
etc., needed for the library.

10%
Writes letters in French and English to Government

printing offices for official publications. and
inquiries to publishers concerning books and periodicals.

10%
Does all the lettering for shelf labels, and on books.

Performs all the duties of Librarian, in the absence of
the Librarian.
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Nguyen T. Minh Tram ~ ./ ~;;;; f '\,,;_,.,,\ 
She has been with M:SU for two yars . One year she was Fith 

the Typing Pool and she has been working in the library for 
about a year . 

She is quite bright , more intelligent t han Nham and 
pergaps even more intelligent than Phuc , and she is a person 
that learns quickly and can improve . 

Sik«xi:XXE»X However , she is very lazy, and is not very 
eooperative , and often doe s not do thi s she does not like, or 

even when she is told . So far she takes no ordees from Kim Sa , 
and never does anything for Miss Hoa (they don't get along at all) 
and even Dao has difficulties with her . bhe often just sleeps . 
Yet, she is pregant, and perhaps we should excuse her laziness 

for this reason to a certain extent . 

I am doing her job evaluation and am getting it already, 
and even will Xrlkx:x»M: r eview it with her . 5hen about Nov. 18, 
I•irt.. Lan will send it to you for signing . 

She is only a 9 and the type of job she is doing plus 
the fact that she has been with us probably should make her 

a 8. dut I am not promoting her, ~ because or her laziness 
I didn't promote Fhuc who wor ks much better W'fin~x is 8 
vecause Dao .is only 7, and we 9ooldn't have Phuc with same 
rating at Dao . Although Tram s job :Saould be 8 
it would be very unjust to prdmote her and none others . 

However, I shall tell her if she improves, if she does 
more work and works well with the other girls, she will 

get a promotion in 6 months . 

Therefore I highiy recommend that you r eview her case in 
about 6 mohths and ask Dao, .itimx£ax? and Kim Sa about 

her work, and possibly your own jude;ement, and then she 
should be promoted to 8. lf Dao is a 6 by then, Phuc 

should become a 7. 

Nrs . Tnmm was never hired by the library . She came 
to work on a special project (typing the catalog) and then 
wanted to stay. As we have a 1-ot <tJ)( 01 work, and as 

I recognized that she is quite bright, I let her stay. However, 
if there ever should be a real reduction of force, she should 

be the first one among library staff to go 1) because she came 
latest 2) because she isn't too productive 3) becau:;e of 

her difficult personality. 

Compdentic
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Nguyen T. Minh Tram

She has been with MSU for two yars. One year she was with
the Typing Pool and she has been working in the library for
about a year.

She is quite bright, more intelligent than Nham and
perhaps even more intelligent than Phuc, and she is a person
that learns quickly and can improve.

However, she is very lazy, and is not very
sooperative, and often does not do thi S she does not like, or
even when she is told. So far she takes no ordees from Kim Sa,
and never does anything for Miss Hoa (shey don't get along at all)
and even Dao has difficulties with her. She often just sleeps.
et, she is pregant, and perhaps we should excuse her laziness
for this reason to a certain extent.

I am doing her job evaluation and am getting it already,
and even will review it with her. Shen about Nov. 18,
Mrt. Lan will send it to you for signing.

She is only a 9 and the type of job she is doing plus
the fact that she has been with us probably should make her
a 8. But I am not promoting her, pbecause of her laziness
Ididn't promote Phuc who works much better whoux is 8
vecause Dao is only 7, and we cooldn't have Phue with same
rating at Dao. Although Tram's job should be 8
it would be very unjust to promote her and none others.

However, I shall tell her if she improves, if she does
more work and works well with the other girls, she will
get a promotion in 6 months.

Therefore I highly recommend that you review her case in
about 6 months and ask Dao, Kim Saand about

her work, and possibly your own judgement, and then she
should be promoted to 8. If Dao is a 6 by then, Phue
should become a 7.

Mrs. Team was never hired by the library. She came
to work on a special project (typing the catalog) and then
wanted to stay. As we have a lotex OI work, and as
I recognized that she is quite bright, I let her stay. However,

if there ever should be a real reduction of force, she should
be the first one among library staff to go 1) because she came
latest 2) because she isn't too productive 3) because of

her difficult personality.
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EVALUATION OF MISS TI 

by 

Juliane M. Heyman 
February 21, 1961 

CONFIDENTIAL 

Al though I only have had - the opportunity to know ~!liss Ti and observe 
her work during one week, and therefore am perhaps not qualified to 
give my judgment, I should nevertheless l ike to record my impressions 
regarding her competence and qualifications. 

Miss Ti s eems to have a good general educational background and a 
f amiliarity with the social sciences which are prerequisites for a 
professional librarian for the NIA library. In addition, I believe 
she has received the necessary professional education and training 
in library science in the Philippines in order to carry out her duties 
as head NIA librarian. I have not noticed any professional in­
adequacies in her work in the library. 

Miss Ti is not only able to perform the regular duties of a profession­
al librarian such as classification, cataloguing, acquisition, 
reference, etc., but she is also imbued with the philosophy of modern 
librarianship and has a good understanding of the contribution that 
a library can make to an institution. Miss Ti is a devoted and loyal 
librarian. She likes her profession and is very sincere in her 
desire to further the NIA library and the library profession in 
Vietnam. 

In addition, Miss Ti has administrative abilities. She had demon­
strated that she can supervise the work of others and she has 
effectively organized the work of her staff. 

She is a serious, res ponsible person with a pleasant personality. 
Her subordi nates se~m to get along with ~er in spite of a very 
difficult situation, which could have caused a lot of friction. I am 
referring to t he fact that the rest of the staff receive much h igher 
salaries--one person receiving almost double the amount of Miss Ti's 
present s alary. 

She is not an aggres sive person; yet I believe that she is not easily 
intimidated and would s tand up for what she believes is right. 

Miss Ti has an excellent command of the English language; she is 
fluent in French, of course, and has some knowledge of Spanish . In 
addition, she now is studying German. 

If there are perhaps some weaknesses in her performance, I would say 
that there are weaknesses related to her lack of experience. It must 
be remembered that she is holding a position of great responsibility 
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EVALUATION OF MISS TI

by

Juliane M. Heyman
February 21, 1961

Although I only have had the opportunity to know Miss Ti and observe
her work during one week, and therefore am perhaps not qualified to
give my judgment, I should nevertheless like to record my impressions
regarding her competence and qualifications.

Miss Ti seems to have a good general educational background and a
familiarity with the social sciences which are prerequisites for a
professional librarian for the NIA library. In addition, I believe
she has received the necessary professional education and training
in library science in the Philippines in order to carry out her duties
as head NIA librarian. I have not noticed any professional in-
adequacies in her work in the library.

Miss Ti is not only able to perform the regular duties of a profession-
al librarian such as classification, cataloguing, acquisition,
reference, etc. but she is also imbued with the philosophy of modern
librarianship and has a good understanding of the contribution that
a library can make to an institution. Miss Ti is a devoted and loyal
librarian. She likes her profession and is very sincere in her
desire to further the NIA library and the library profession in
Vietnam.

In addition, Miss Ti has administrative abilities. She had demon-
strated that she can supervise the work of others and she has
effectively organized the work of her staff.

She is a serious, responsible person with a pleasant personality.
Her subordinates seem to get along with her in spite of a very
difficult situation, which could have caused a lot of friction. I am
referring to the fact that the rest of the staff receive much higher
salaries--one person receiving almost double the amount of Miss Ti's
present salary.

She is not an aggressive person; yet I believe that she is not easily
intimidated and would stand up for what she believes is right.

Miss Ti has an excellent command of the English language; she is
fluent in French, of course, and has some knowledge of Spanish. In
addition, she now is studying German.

If there are perhaps some weaknesses in her performance, I would say
that there are weaknesses related to her lack of experience. It must
be remembered that she is holding a position of great responsibility
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which in Western countries would require from 4 to 8 years of 
professional experi ence, in addition to a M.A. level educational 
background. 

It i s very shocking that Miss Ti's salary and prestige are so low. 
I will not go into this , because it has been discussed many times 
and has been referred to in various reports. Anything that could 
be done to improve the situation should be done, for if the NIA 
will lose Miss Ti the library would disintegrate in a very short 
time. It must be remembered that at t his time she is the only 
librarian with a profes~ional library degree in Vietnam and the 
NIA should be very pleased and proud to have her on their staff. 

The development and future of the NIA will be hampered by the low 
po s ition of the librarian. 

Although I believe that her education is adequate for the performance 
of her work in the library, if it would enhance her status it would 
perhaps be desirable to send her to the United States for the 
Master's degree in library science. I would also like to rai s e 
the question of what will happen to Mis s Ti once Kim Sa returns 
f rom the Uni t ed States with the M. L. S. degree, and luiss Ti, who 
sho uld always have t he h ead library position at the NIA because 
of her maturity, competence and administrative ability, has only 
the B.A. from a Philippine University, which unfortunately has less 
prestige in t his country than a U.S. degree. 
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which in Western countries would require from 4 to 8 years of
professional experience, in addition to a M. A. level educational
background.

It is very shocking that Miss Ti's salary and prestige are so low.
I will not go into this, because it has been discussed many times
and has been referred to in various reports. Anything that could
be done to improve the situation should be done, for if the NIA
will lose Miss Ti the library would disintegrate in a very short
time. It must be remembered that at this time she is the only
librarian with a professional library degree in Vietnam and the
NIA should be very pleased and proud to have her on their staff.

The development and future of the NIA will be hampered by the low
position of the librarian.

Although I believe that her education is adequate for the performance
of her work in the library, if it would enhance her status it would
perhaps be desirable to send her to the United States for the
Master's degree in library science. I would also like to raise
the question of what will happen to Miss Ti once Kim Sa returns
from the United States with the M.L.S. degree, and Miss Ti, who
should always have the head library position at the NIA because
of her maturity, competence and administrative ability, has only
the B.A. from a Philippine University, which unfortunately has less

prestige in this country than a U.S. degree.



PHAM THI HOA 

Responsible for Circulation with half time assistance 
of Phuc 

Reference 

tiindery 

in cooperation with Kim Sa 

(assistance of Mr. Nham for accession of bound 
periodicals) 

Periodicals 

Pamphlet File - Assign Subject headings to pamphletsa 

When time permits translate English Subject Headings 
for ~ietnamese Index. Should then be sent to 
Translation Pool for checking and be typed and 
filed by Tram 

Do some classification - a few hours a week to get the 
practice 

HOA

PHAM THI HOA

Responsible for Circulation with half time assistance
of Phuc

Reference in cooperation with Kim Sa

Bindery (assistance of Mr. Nham for accession of bound
periodicals)

Periodicals

Pamplet File - Assign Subject headings to pamphlets.

When time permits translate English Subject Headings
for Hietnamese Index. Should then be sent to
Translation Pool for checking and be typed and
filed by Tram

Do some classification - a few hours a week to get the
practice
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U. S. GOVERNMENT 
SAIGON VIETNAM 

Michigan State University Group 
.. ··-·····-----·················-·· ···--·-····················-····· ·····················•······•·••··•····· · ·· 

(Agency) 

OFFICIAL POSITION DESCRIPTION 

LOCAL EMPLOYEE 

1 UYEN Tiil TITU-NGA 
Name ........................... . 

FOR PERSONNEL OFFICE 

Number 

Title 

Grade 

Date Al located 

Approva l 

Li hrary Cl crl· FSL-7 
Grade ......................... ·-················································-Position Tit le ... 

.Ii chirTan State Uni v . team 
Office or Divis ion ····································-····-·-····· 

Libr:.i.ry 
Section-.... ·············-············-·-·········· 

DESCRIPTION OF DUTIES : (Describe briefly but completely all the work you perform) 

C talo" books from instruction and by the use of the Li1rary o~ Congress catal og , 
, nd prepare al s·1pervi c:; e rnrl- of t h e second assistant . 

As"I ig.1 Author numbers to the "C a ll nu. her " by having learned the use of the 
"Cu ·tcr table " 

Yee rccor of supplies . 

S upervise Boo k shelving and qrrangoment o ; books and per i odicals , maki ng t h e shelf 
l abe l on1 any adjustoent"I n eded as shelves get overc&Ol" ed . 

C~eck in Periodicals and newspapers , making several ~ets of recor ls for the Library 
an 1 ~or the dir ctor of the Institute 

Letter boolQ by usin0 the Electric Stylos and supervising t1e le ttering of paper­
boun books , done by an a~sistant 

A<lsiQt in checking in new books and making ecords of them. 

Numbe r books by the numbering oachine for chronological record 

File catalog cards . 

Type order slips for LC car s , nd process them when they are rece ived . 

T-pc stencils w1e~ they are required 

Prepare books an ma~eGines for t he bindery , makin" recordQ of those sent and 
c1ec ing when the books are returned . 

C!Pc'~ in nd p rocess Uni tcd Nations publications . 

(amil FOR PERSONNEL OFFICE

Number

Michigan State University GroupU. S. GOVERNMENT

(Agency)SAIGON VIETNAM
Title

GradeOFFICIAL POSITION DESCRIPTION

LOCAL EMPLOYEE
Date Allocated

NGUYEN THI THU-NGA
ApprovalName

Library Clerk FSL-7
GradePosition Title

Michigan State Univ. team
Section Library

Office or Division

DESCRIPTION OF DUTIES : (Describe briefly but completely all the work you perform)

Catalog books from instruction and by the use of the Library of Congress catalog,and prepare and supervise work of the second assistant.

Assign Author numbers to the "Call number" by having learned the use of the
"Cutter table"

Keep record of supplies.

Supervise Book shelving and arrangement of books and periodicals, making the shelf
labels and any adjustments needed as shelves get overcrowded.

Check in Periodicals and newspapers, making several sets of records for the Library
and for the director of the Institute

Letter books by using the Electric Stylos and supervising the lettering of paper-
bound books, done by an assistant

Assist in checking in new books and making records of them.

Number books by the numbering machine for chronological record

File catalog cards.

Type order slips for LC cards, and process them when they are received.

Type stencils when they are required

Prepare books and magezines for the bindery, making records of those sent and
checking when the books are returned.

Check in and process United Nations publications.
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zDO MABB NHAM 

Shelve books daily 

Type secondary catalog cards and some easy first cards 

Type book cards , book pockets ., 

Mark books 

Shelve shelf list cards 

Accession books 

Fill in at eirculation desk 

Assiet Miss Hoa in checking in bound periodicals from bindery. 

NHAM

zDO MARH NHAM

Shelve books daily

Type secondary catalog cards and some easy first cards

Type book cards, book pockets,

Mark books

Shelve shelf list cards

Accession books

Fill in at sirculation desk

Assist Miss Hoa in checking in bound periodicals from bindery
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