PERFORMANCE EVALUATION

ARROWHEAD LIBRARY SYSTEM

INTERLIBRARY LOAN CLERK

The following is a list of performance areas that reflect the function responsibilities of the Interlibrary Loan Clerk.  The list is adapted from the Job Description of Interlibrary Loan Clerk.  Under each heading are specific examples for each functional responsibility as listed under each of the performance areas.

Following is the scale to rate each performance area:


1 – below requirements


2 – meets requirements


3 – exceeds requirements


4 – outstanding

Interlibrary Loan Responsibilities:

1. Maintains files on all requests in process.

2. Receives requests from ALS libraries, RLL, WILS and other library systems

via delivery, mail, fax and email.

3. Verifies information using WISCAT, Internet catalogs (ALS libraries, Beloit College, MADCAT, etc.) and book sites.

4. Prepares and transmits requests to and from ALS libraries, Reference and

Loan, WILS, and other libraries and library systems.

5. Maintains statistics as required for ILL.

6. Assists in providing information to libraries regarding ILL policies and

procedures.

7. Maintains adequate supplies.

8. Assists in presenting ILL workshops.

9. Assists other member ILL personnel in learning new procedures.

10. Operates and maintains ILL microcomputer equipment.

11. Alerts supervisor and resource library to problems.

12. Attends ILL meetings, locally and statewide.

13. Updates WISCAT records for Arrowhead using WISCON

14. Updates WISCAT records for any Arrowhead library unable to do so using

WISCON.

Rotating Large Type and Book Club Collections

15. Keeps rotating and book club collection databases current.

16. Runs new packing lists for the ALS Large Type Collection

17. Maintains and processes materials for the ALS Book club books and the Large Type Nursing Home Collections.

18. Chooses and packs large type books to ALS Rock County nursing homes, Assisted Living and Senior meeting facilities on a regular basis.

19. Maintains the Tales to Go Kits.

20. Maintains Bi-Folkal Kits

21. Shelves routed materials.

Other Clerical Responsibilities

22. Performs clerical duties on request such as filing, copying, answering

telephone calls and sending/receiving material on fax machine.

23. Helps in delivery department as needed.

24. Assists library staff with computer problems, especially as related to ILL

WISCAT.

25. Responsible for printing Monday Memo and Monday Memo Labels.

26. Check ALS Webpage for broken links and notifies webmaster of them.

27. Backup for Administrative Assistant.

28. Backup ILL clerk for other libraries in ALS.

Evaluation of Other Clerical Responsibilities:  
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