LIBRARY BRANCH

ORGANISATIONAL STRUCTURE OF THE LIBRARY BRANCH

[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.png]


[image: image7.png]


[image: image8.png]


[image: image9.png]


[image: image10.png]


[image: image11.png]


[image: image12.png]


[image: image13.png]


[image: image14.png]


[image: image15.png]


[image: image16.png]


[image: image17.png]


[image: image18.png]


[image: image19.png]


[image: image20.png]



In-Charge Library





Planning, monitoring, supervision of execution and general management of library





UNIT I


Acquisition & 


Technical section 


Unit Officer:


Assistant Professor


Staff:


One full time consultant


One part time consultant


One JACT


One Book Bearer





UNIT II


Circulation Section


Unit Officer:


Assistant Professor


Staff:


One Book Bearer


One attainder








UNIT III


Periodicals & Reference Section


Unit Officer: Assistant Professor


Staff:


One JACT


One Book Bearer





UNIT IV


Office Administration


Unit Officer: Superintendent


Staff:


Two JACT


Two Attainders (For all the sections of Library)


Sweeper





UNIT V


Narla Library


Unit Officer: Consultant








�	Services/work


Acquisition of Books & non Book Material.


Duplicate Checking


Placing of Orders


Processing of bills


Accessioning


�	Technical section:


Classification


Cataloguing


�	Miscellaneous:


Organizing Book Exhibition


Dispatch of books to Study Centers.


Stamping, pasting labeling.


Maintenance of Acquisition files.


Communication with Book publishers & Suppliers.


�	Any Other Entrusted 


     Activity.





�	Services/work


�	User Services:


Check-in and 


         Check out of books


OPAC Assistance


Inter library Loan


Bibliographic services


�	Stock area 


              Maintenance:


Arrangement


Rectification


Verification


Binding of Books


Barcode Labels


�	Miscellaneous:


No Dues


Transaction & Statistics.


Editing of Database


�	Any Other Entrusted 


     Activity.


       








�	Services/work


Subscription of Journals and news


         Papers


Approval & Ordering


Processing of invoices


Receiving of Registering issues of 


         Periodicals


Missing claims


�	User Services


Check in &Check out of Journals


Model Question Papers


Project Reports


Public Documents


Bibliographic services


Preparation of OPVARSITY Abstract.


�	Maintenance of Journals &


      Reference Section:


Arrangement of reference books.


Barcode labels.


Maintenance of journal code files.


Binding of journals.


�	Miscellaneous:


System Administration (Libsys).


Communication with the


         Publishers & Suppliers.


�	Any Other Entrusted Activity





�	Services/work


Approvals for Advances and loans.


Settlement of Bills


        (Journals& Books etc)


Salary bills and Leave Events.


Maintenance of interest


Attending to Audit objects.


Preparation agenda items for meetings


Disbursement of cash


Xerox


Stationary


Inward & Out Ward.


 Filling


Postage


Typing & Data Entry.


Notice Board


Maintenance of Library


     


�	Any Other Entrusted Activity





�	Services/work


�	User Services


Check-in and 


         Check out of 


          Books


OPAC Assistance


�	Stock area 


      Maintenance:


Arrangement


Rectification


Verification





�	Any Other Entrusted Activity


























