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ROLES AND RESPONSIBILITIES 






Central Library
       Yogoda Satsanga Mahavidyalaya

	                    Key Responsibilities Areas (KRA’S)- Central Library
This document outlines the key responsibilities associated with the various positions at the Central Library at YSM, ensuring clarity and alignment with the organisational goals. Understanding and fulfilling these responsibilities is essential for succeeding and contributing positively to our team and institution. 
Library Staff:
· Librarian- 01
· Library Assistant- 01
· Library Book Sorter- 02
· Support Staff: 01

 Librarian:
· To be responsible for the introduction, monitoring, review and evaluation of all systems and procedures associated with the libraries. 
· Creating, updating and managing online information resources. 
· To be responsible for the day-to-day running of the libraries. 
· Planning and organizing extension activities.
· Assist the Principal in the strategic planning and development of the service. 
· Instruct students and staff in the use of the libraries. 
· Supervise and assist with the processing, shelving, maintenance and organization of resource materials including the collection and presentation of information to support both staff and students. 
· Budgeting of the Library.
· To be responsible for the general appearance of the libraries and to maintain an atmosphere conducive to study. 
· Updating and development of Library Management System.
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 Library Assistant
· Entry of New/Donated books in the Accession register
· Classification and Cataloging of Books using DDC
· Guiding the students to search books using N-List and NDLI and renew books through OPAC
· Guiding students to use Dspace to retrieve Previous year's Question Paper and digital Notes through OPAC
· Adding of new Patron on Koha.
· Newspaper Clipping. 
· Correction of classification number, Barcode and location.
· Printing/Pasting of Barcode and Call no. and Label on the spine, Title page and secret page.
· Segregation of books according to different Library
· T. C Clearance. 
· Supervising the Cleanliness of the Library.
· Maintenance of Book lost fine register.
· Work assigned by the Librarian.
 Library Book Sorter 
· Circulation of books.
· Organizing returned books and placing them back on shelves in their correct locations according to the library's classification system.
· Inspecting books for any damage or signs of wear and tear, and reporting issues to librarians for necessary repairs or replacements.
· Newspaper Clipping
· Ensuring that books are arranged neatly and systematically on shelves to facilitate easy access and retrieval by library users.
· Keeping track of the number of books sorted and shelved, and updating circulation records as needed.
· Working closely with other library staff members, such as librarians and Library Assistants, to ensure efficient operation of the library.
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· Keeping the records of Newspaper, Magazine & Journal 
 Library Book Sorter 
· Ensuring cleanliness and tidiness of the library premises, including shelving areas, reading rooms, and other public spaces.
· Offering basic assistance to library users, such as guiding them to specific sections or helping with routine inquiries.
· Organizing returned books and placing them back on shelves in their correct locations according to the library's classification system.
· Opening the library in the morning, ensuring that all areas are ready for use by patrons.
· Closing the library at the end of the day, ensuring all patrons have left the premises.
· Monitoring the library premises for security purposes, ensuring compliance with library rules and regulations, and reporting any issues to the concerned staff.
· Providing general administrative support to librarians and other library staff, including photo
· Copying, filing, and data entry tasks.
· Update the new arrival section and Notice Board.

Good Practices
· Strive to provide courteous, helpful, and efficient service to all library patrons.
· Be flexible and adaptable in responding to changing circumstances and patron needs.
· Be open to feedback from supervisors and colleagues to improve performance and service delivery.
· Always be punctual.
· Do your work with devotion and open heartily.
· Inform the Librarian before leaving the college in between college hours.
· Inform the Librarian regarding any kind of leave.

Choose a job you love, and you will never have to work a day in your life." - Confucius
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