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SECTION 1

1.0
ACHIEVEMENT OF OBJECTIVES FOR 2002-2003

1.1 Provide staff support for Information Services Desk.

Cathe Cannon and Brian Franklin continue to work a regular schedule at the ISD.  All staff assist in the provision of information service for resources in micro formats; and paper collections of maps, atlases and government documents. 

1.2 Provide necessary staff training to meet user demands for access to special formats and map resources.

Staff training continues in the identification and retrieval of materials in all formats.  A Minolta 6000 digital reader/printer was purchased, and staff received training in a new scanning feature.  Users from the Institute community are encouraged to scan and e-mail images from technical reports and other materials in micro formats.  Staff will monitor the use of this new feature.  

1.3 Continue efforts to provide easy access to cartographic and micro format resources.

Staff continue to shift collections and improve signage and proper labeling of stacks and map cases to facilitate access.

1.4 Continue retrospective cataloging project for government publications.

This is an ongoing project and has been temporarily suspended due to more immediate assignments in ICM.  Retrospective cataloging of government documents should resume at the beginning of 2004.

1.5 Convert government documents in older electronic formats to newer storage media.

Librarian, with Brian Franklin, will consult with others in the documents community for best practices in making this conversion.  Plans are to have the project completed within FY 2003-2004.

1.6 Continue weeding government document collection in all formats.

Staff continue to weed collections in all formats to provide necessary space for growth.  

1.7 Continue to explore preservation methods for microfiche collection.

Preservation efforts continue.

1.8 Continue collection development and classroom presentations for academic faculty and graduate students.

Librarian continues to participate in the activities of the Information Resources Council, and provides training and presentations as needed.

SECTION 2

2.0 FACULTY/STAFF HIGHLIGHTS AND ACCOMPLISHMENTS

2.1
Barbara Walker

· Chair, Government Relations Committee, Georgia Chapter SLA.

· Member SLA Public Policy Committee.

· Member of Library Committee on Appointment, Promotion and Cumulative Review.

· Member of Student Regulations Committee.

· Made presentations to graduate students at CAU School of Library & Information Science.

· With Patricia Kenly and Patricia Johnston, made presentation to graduate students in City Planning.

· Received Frances Kaiser Award.

· Attended Federal Depository Library Conference in Arlington, VA.

· Attended SLA Annual Conference in New York City.

2.2 Jenita Billups

· Successfully completed Workplace Spanish Level I.

· Assisted in relocating government documents reference collection from 3rd Floor East to 2nd Floor West.

· Continues to work with staff in ICM on retrospective cataloging of government documents.

· Assisted Pat Johnston in preparation for class lectures.

· Continues to provide support for all departmental activities as needed.

· With Brian Franklin, began extensive stacks maintenance for paper collection of government documents.

· Prepared lists of documents weeded from collection for Regional Librarians to discard.

2.3 Cathe Cannon

· Works regular schedule at the Information Services Desk (ISD).

· Continues to provide processing and maintenance support for micro format collections.

· Completed the work begun with the move of the microfiche room by labeling stacks and adjusting locations.

· Prepared and moved CD-ROMs, ready reference, and other technical information support materials to their new location in the Library West Commons (LWC).

· The LWC officially opened on August 19, 2002, and Cathe began attending joint meetings with OIT and Library staff working the Information Services Desk (ISD).

· Served as member of Library Staff Activities Committee, Price’s Pride Nominations Committee, and the LWC-OPS Customer Services Committee.

· Attended workshops/training for the LWC, Information Services Department staff meetings, and Vendor presentations for various databases.

2.4 Joyce Craft

· Assisted in completing move of materials from microforms room to open stacks.

· Assisted in the preparation of materials to be relocated to the ISD.

· Weeded collection of duplicate microfilm and microfiche.

· Works on special projects such as compiling lists for discard when needed.

· Successfully completed classes and workshops through the Office of Organizational Development.  Certificates were received for Access 2000 – Level 2; PowerPoint 2000 – Levels 1 & 2; Word 2000 – Levels 1 & 2; Workplace Spanish – Level 1; Web-Page Designs (Dreamweaver 1 & 2); and Diversity in the Workplace Workshop.

· Increased skills and understanding in the access and location of all departmental resources.  Makes appropriate referrals when in doubt.

· Provides maintenance assistance for reader/printers.

2.5 Brian Franklin

· Completed the move of map cases and collection from 3E to 2E.

· Completed stacks labeling of paper collection of government documents, maps and atlases.

· Continues hiring, training and supervision of student assistants.

· Filed overflow collection of CD-ROMS and shifted for growth.

· Works a regular schedule at the Information Services Desk, including weekends.

· Provides special reference assistance for departmental collections, including cartographic materials.

· Wrote instructions for the use of the new Minolta 6000 Digital Reader/Printer.

· Continues to provide technical support for electronic government documents.

· Continues coursework in computer science at Georgia State University.

2.6 Vincent Thorpe

· Will complete coursework for master’s degree in Library & Information Science in winter of 2004. 

· Provides special assistance in patents and trademarks as needed.

· Assisted in completing the move of materials from microforms room to open stacks.

· Assists in shifting of collections as needed.

· Provided attractive signage for instructions in using the Minolta Digital Reader/Printer.

· Assists in preparing lists of documents weeded from collection for approval from Regional Librarian.

· Provides assistance in using reader/printers.

SECTION 3

3.0 OBJECTIVES FOR 2003-2004

· Cross-train staff in processing departmental resources.

· Continue to provide staff support for the Information Services Desk.

· Continue retrospective cataloging project for government documents.

· Continue weeding government documents in all formats.

· Convert government documents in older electronic formats to newer storage media.
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