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JOB DESCRIPTION

Library Faculty

  Librarian: ________________________________    Rank_________________________

  Director: _______________________________________

  Effective from ____________________________  to  ________________________________

                                      (date/event)                                                          (date/event)

This document describes the general job duties that have been mutually determined by the librarian and the Director.  A written review of the librarian's performance of these duties will be prepared on an annual basis by an individual or committee designated by the professional Library staff.  These written reviews will constitute one basis for decisions regarding renewal of contract, promotion, tenure, periodic performance review, and distribution of merit pay.
If a particular category of job duty does not apply, the category should be marked N/A

LIBRARY DUTIES

_____% OF ALL DUTIES

Primary area of responsibility    (_____ % of Library duties)

· The faculty member will have primary responsibility for the following areas of Library programs and services:

· The following data will be maintained for review by reviewer(s):

· The following activities will be reviewed by peers and supervisor at least once during the year:

Reference   (_____ % of Library duties)
· The faculty member will have the following number of student contact hours at the Reference Desk each week:

· Reference service will be evaluated from yearly patron surveys

· Reference service will be observed by peers or supervisor at least once during the year.

Collection Development   (_____ % of Library duties)

· The faculty member will review, select, and weed materials in the following subject areas:

· Selection activity will be monitored by the Collection Development Librarian and Director at least twice during the year.

Bibliographic Instruction   (_____% of Library duties)

· The instructor will perform the following number of bibliographic instruction sessions per year:

· Session evaluation forms will be maintained for review by the reviewer(s).

· Instruction activity will be observed by peer or supervisor at least once per year.

SCHOLARLY ACTIVITY/PROFESSIONAL DEVELOPMENT

__% OF ALL DUTIES

The following is a list of activities that are considered to be scholarly/professional development for this instructor.  They are arranged in order of relative value.

SERVICE

_____% OF ALL DUTIES

The following are categories of activities that constitute valuable service at each of the following levels:

Division   (_____% of service duties, optional)
College   (_____% of service duties, optional)
Community   (_____% of service duties, optional)
COLLEGIALITY
A fundamental responsibility of a faculty member is to maintain constructive and civil interactions with other members of the campus community.  This aspect of faculty performance will be reviewed each year.

REVIEW
· The review for this faculty member will be completed no later than: _______________________ each year.

· The instructor will file an updated Curriculum Vitae in the unit office prior to the review date.

· On ________________ (mm/dd/yy) the faculty of the Library designated the following person or committee to prepare a written review of all faculty members:


Faculty Member:
___________________________________
Date: _________________


Division Chair:
___________________________________
Date: _________________


Dean:
_________________

Date:__________________

ANNUAL PERFORMANCE REVIEW
Library Faculty

 Librarian:____________________________________________________________________
 Reviewers:____________________________________________________________________
 Academic Year _____________________________ to ________________________________
* Rationale for "inadequate" ratings and suggestions for improvement must be attached.

† Attach comments as necessary; documentation of exemplary performance encouraged.

LIBRARY DUTIES

_____% OF ALL DUTIES

Primary area of responsibility     (_____% of Library duties)

Aspect
Inadequate*
Adequate†
Initials
Date

Reference     (_____% of Library duties)

Aspect
Inadequate*
Adequate†
Initials
Date

Collection Development     (_____% of Library duties)

Aspect
Inadequate*
Adequate†
Initials
Date

Bibliographic Instruction     (_____% of Library duties)

Aspect
Inadequate*
Adequate†
Initials
Date

SCHOLARLY ACTIVITY
_____ % OF ALL DUTIES

Activity
Inadequate*
Adequate†
Initials
Date

SERVICE

_____% OF ALL DUTIES

Division     (_____% of service duties, optional)

Activity
Inadequate*
Adequate†
Initials
Date

College   (_____ % of service duties, optional)

Activity
Inadequate*
Adequate†
Initials
Date

Community     (_____% of service duties, optional)

Activity
Inadequate*
Adequate†
Initials
Date

COLLEGIALITY
A fundamental responsibility of a faculty member is to maintain constructive and civil interactions with other members of the campus community.  Has this faculty member met this standard of professional conduct?  If the answer is no, please attach an explanation.



yes   __________


no   __________

REVIEW OF CURRICULUM VITAE

Current year
Initials_______________
Date _______________

Prior year
Initials_______________
Date _______________

NARRATIVE SUMMARY
Reviewer: _______________________________________
Date: _______________

Reviewer: _______________________________________
Date: _______________

Reviewer: _______________________________________
Date: _______________

Reviewer: _______________________________________
Date: _______________

Reviewer: _______________________________________
Date: _______________

Review Acknowledged by:
Faculty Member __________________________________
Date: _______________

Response Attached:    ___Y   ___ N
Division Chair ____________________________________
Date: _______________

Response Attached:    ___Y   ___ N

Dean ____________________________________
Date: _______________

Response Attached:    ___Y   ___ N

(Acknowledgment does not necessarily imply agreement)
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