SCHOOL OF LIBRARY SCIENCE, W.R.U.

Michigan State nivemeite Library
NAME OF STUDENT__ yo riore 1o~ Assignment perfed_ sy . wie oy

Ploase camment cn tho followings
PERSONAL CHARACTERISTICS

Adaptability oo Good memory .o

Common sense good Perseveranca (wirage
Couftosy very good . Aesponsivenesa Jsrg 2904
Dependability average or delow Selfwpossossion _god
Bmotional stability _good Mannerssms ﬁn-nm;»
ATTITUDES

Constructive attitude toward work goo'

Interest in people g0

Interest in work as & whole good

Professional spirdit good :

Willingness to aceapt crittciem and suggostions Lveroes
Willingness to ask questions giof j to refer questions yery «ood

Ahm to understand and interest borrower poor  Knowledge of reference tools
Ipr::'m-boeml_c of linguags barrisr) i '

Oeneral intelligence _ymry gt Resourcefulness __ —
Initiative goog ar times Thoroughness _oesegs %e g_.w.- :
Knowledge of books
Do you consider this student fitted for this kind of work?

 Pitted, but oot suffislently ralnest X
m:ﬁhmitomw student? (please comment).
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Then 1 was shown by her how to work in this department.

*

T —

The first five weeks, I worked every morning in thia dzpag-*,;
ment, doipg these following jobs: A 1
= lending books, stamping date due

- f_tg_cm.vinc returned books, pulling out their glip 'y

receiving fines, wr:itir.:;- receipts
- filing books on shelves

= helping students to operate tm mierofilm, micropr:l.nt £

mierocard m.n'xl!im.- 3N e _:-
§ = gulding the studant' to the stacks wanted . | p!
', Tt = checling depository box for material on the datly dtpod,-‘h

l

| , tory sidpping , u.m
! « = recoyding circulation

- = outting call slips
.« = preparing bocks for bindery ' N
.f"_ | - pnpnﬂ.ug 1iste of foreign newspapers on nic:'ot‘:l.ln

| ) ehek:lng tie newspapers and putting them on néwspaper

| ] o Bti&. - | g

i © Basides ticec: jobs, I have learned how to Iad the reference
?i‘ g wuﬁonn td:r ‘ﬁl Mts from t;’hc Gnvcmnt lublientim. and
BN e tnmmﬂ-plmdwbom

'l.
=

| ~ In the aft .qmmth-tint fivamekn.I_._ © iworked
| th ; : lf A ‘ i
1 wes intros g

| ‘__1., metiommhuﬂo
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ging section, Printing section, Pyping section, Filing section, Chee-~ L
- - L)

king saction ete. Begides these sections, there is the photograph ouvﬁ

due slip section, whieh is not beloaged to the Catalogimg Department.

. What I have done in this dapai‘tme"tt _ . i ¥
i % My Lirst job was to 1Mm how ﬂﬁ !115 the cards. 1 Eiled the :
wd- in the pubuc cntalog.
I did ‘some preliminary checkings on new books for the cntalor'eul
daina these following jobssr
k N - nmivi.ng books from the Acquisitions .npn'tn-m: J
ll _ - pnuing out the proccss slips Il
| o ~ comparing the cards with the books(since the eard being a
L.C. eard, or a proof alip, it has ‘nuuy the call number) |
4 - chack:l.ng the author's name in the publ'ic_. catalog f
4 IR ~ echecking tie title or any entry of tid lmmthorinthepu-_ ‘
! gl = checking the subject of the book in the subj&ct authority :
e Sl catalog Pr s T - }
- | - if tie sub ject is new, K making a new sub ject card
mmw.m mkinsthlmsﬂu card if they -E
s e AL ohm the m:. mibu- in the .0, h‘unmuuon 5

-
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checked, they were affixed the date due slip and wers given to the de-

partments , which ordered the tooks. Their cards were photographied
and were printed into many copies nnd were {iled in the pnbuc catulo'r.
I did other _,oba as £followa:
Adding notes on cards: - - -
v - pulli.ug out the cards from l:hn pnblicl catalog .
_ » typing the Totes on the cards- (emch:as. changee of title,
- o mta- coneerning latest adltiou, or ttmhtidn).

: Tha last week 1n this d.-.'pnrtmnt, 1 mtalom by myself a truck
g : ou\,u-us, I started to work in the General Reference Uepart-

m&mm ﬂﬂinthhwidbimWhthdtm.

¥ 1:‘_ ; % vas s:l.m a thomugh ortentation to th ﬁm“ Department

-

ﬁy n;m-lbnehy mmdq, tht ﬂnt usiu:m o!! tha Mmm ibrazian,

Mhabigwumzmmecoum&imﬁ:mnmm

_thuummmnbouhmy}pecifu which are located in different

ﬂlmntl on t:hdmm ﬂ.t.l.d. There are the interlibrary loans .

| ," : Alnbvviah tht nfem librarian, showed me how to look
for thlut;mm queati "m.; students to find the refaremce
mthymnd,:mgu Mtladcokmaniagothnrjobe
such as filing, maoﬁm ei attgnd  ‘'of reference questions. There
mtnkln:lucfra!m‘ nﬂhuqdckrdmmlmg

mmonnhwtohgp
ou. nd to kewp cxirplna- file.
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