Dartmouth College Library

Acquisition Services

Annual Report July 1, 2007 – June 30, 2008
Executive Summary  

Consolidation and reassessment were the dominant themes in Acquisitions Services this year. Following completion of formal RFPs in late FY07, we began the implementation phase for the consolidation of US, UK and Canadian monographic, approval and standing order materials with Coutts Information Service. This included a complete review of all existing and related approval plan profiles for all bibliographers.   Fully implemented, this will represent an account of more than $900,000.  (For more detail, see the FY08 Vendor Consolidation Project Team Committee Report). 

The successful transition to the college’s new Oracle financial system was equally significant this year.  This implementation required extensive staff time and expertise to update and match fund and account information in the library’s ILS.  As budgets tighten, we are placing more emphasis on budget monitoring, analysis and feedback to bibliographers.    In addition, increased energy costs, inflation and the devaluation of the dollar, have compounded the continuous rise in highly-desirable but high-cost digital databases and the intricate price models that accompany them.  As information and workflow become more layered and complex, it’s vital to offer training and advancement opportunities for support staff in order to adequately prepare them for more advanced work assignments.  Our proposed plan for a job ladder in the department should enable our succession planning, where advanced skills are needed in these specialized positions.
We continue to reevaluate our services and explore new options to streamline processes and make more efficient use of staff resources and growing expertise.    Additional steps taken towards these goals include:   

· Four focus groups held with Bibliographers to assess current and future service needs

· Transitioned to online order selection for English language monographs
· Started training a Review Files Team as the first phase of a new Financial & Statistics team; the overall goal is to broaden staff expertise in both of these areas.
· Strategized ways to better predict spending patterns, improve budget management, and enhance services
· Wrote rationale and drafted a job description / job ladder proposal designed to acknowledge increased levels of skills needed, provide for better succession planning, and offer appropriate advancement opportunities for non-exempt Acquisitions staff.
 Additional highlights this year include:

· Alumni Memorial Books Fund Program (AMBF) Library Display held April – June, a collaborative effort between Dennis Grady (Graphic Arts Specialist) and Tricia Frazer, with support from Acquisitions staff.

· $10, 289 in AMBF receipts credited to the information resources budget; 311 Alumni memorialized. 

· $15,308 credited to the information resources budget from Misc financial gift receipts.
· First full year of participation in the Better World Books Library Discard Program, shipping > 2000 pounds of books and returning nearly $500 to the information resources budget.
· First full year using MARC 21 holdings format.

· Implemented electronic invoicing following last year’s implementation of EDIFACT ordering.

· Substantial work completed on digital implementation projects: federated searching (Search360), Scholarly Stats, and Millennium’s Electronic Resources Management (ERM) system. 
· Key statistics: ordered > 33,000 titles; cataloged > 14,000 titles; orders up nearly 18%; replacements up 77%; serial orders continue a five-year decline, now less than one-third of the FY03 levels; all special ordering categories are in decline, with gifts at 55% of last year; video orders declined 6%; Cataloging activity is down 7%;   Acquisitions completed 40% of all cataloging and 45% of all books cataloging.
· Statistics were adapted to reflect a major change in how ARL counts serials subscriptions (count only one format, starting with digital).  

Key Issues Looking Ahead
· Hire a new Acquisitions Services Librarian following Carol Magenau’s retirement this fall. This is a key professional position and a vacancy of any length will be detrimental to the effective operation and management of our department.  In fact, our goal to explore consolidation of digital subscriptions with a single serial vendor cannot begin until someone is firmly in this position.  
· Develop strategies to more accurately project spending patterns.
· Complete job ladder proposals for exempt staff and implement once approved by HR

· Continue implementation of Coutts ordering system, including a workflow and work-assignment review, transferring standing orders, and assessing our readiness for shelf-ready processing.

· Investigate options for consolidating digital resource subscriptions with one serials vendor  

· Continue to build digital team and begin merging digital & serials maintenance workflows

Special note:
I would like to express a special note of thanks to our Acquisitions Librarian, Carol Magenau, who will retire in September. Carol has been a member of the Dartmouth family since birth and will have completed twenty-one years of dedicated service to Dartmouth College Library.    Her knowledge and expertise have been invaluable.   

Thank you, Carol, for your many important contributions to Acquisitions and to the Library.  

You will be missed!     

Respectfully submitted on behalf of all Acquisitions Services staff,

Judy Maynes

Head of Acquisitions Services
July 24, 2008
Acquisitions Services 

Expanded Highlights for FY 2008

Staff Resources, Training and Development 

Staff Resources

· Sarah E.E. McBride, hired as Acquisitions Assistant, 20 hrs per week: September 10, 2007 

· Timothy Wolfe hired as Acquisitions Assistant, 37.5 hrs. per week: October 15, 2007
· One staff member out on family leave approximately 10 weeks

Staff Development, Training Conferences & Seminars
· Administrative Professionals Day Seminar, held at Dartmouth College

· October Conferences: Surveys and Focus Groups, held by Dartmouth Biomedical Libraries
· Licensing Electronic Resources, ACRL program held at Dartmouth College  
· Annual Conferences: ALA, IUG and NASIG

· Electronic Resource Management (ERM) Systems, ITIG (Keene NH)

· Electronic Resources Management Workflow, NISO (Denver CO)
· Understanding the Data Around Us: Gathering and Analyzing Usage Data, NISO (Dallas TX)
· Online Courses: Behavioral Interviewing Skills, Employment & Labor Law, and Etiquette for Supervisors
Presentations Provided by Acquisitions Staff
· “Report on Acquisitions’ Bibliographer Focus Groups” - to CMPG & Collection Development Forum

· “Encumbrances Demystified” presented to the Collection Development Forum

· “Library Statistics” – to Collection Services Roundtable (CSRT)
Participation in Library-Wide Initiatives:

· E-Resources Fair

· First-Year Open House
· Sophomore Summer Beach Party 
National Committee Participation
· Coutts Information Services – OASIS System Advisory Committee

Administration (Department) 
· Wrote rationale and drafted job description proposal designed to offer training and advancement opportunities for Acquisitions staff members and maximize succession planning 

· Acquisitions Training Team began development of department workflow orientations 

· Strategies for developing better financial and support services for bibliographers

· Preliminary plans developed with Feldberg Library to phase out serials check-in processing and recentralize through Acquisitions

· Developed backup plan for staff member on 10 week family leave  

Alumni and Other Programs:

Alumni Memorial Books Program (AMBF) and Misc Financial Gifts:

· The Alumni Memorial Books Program was a featured library display from mid-April through June.  

· $10, 289 credited to the information resources budget from AMBF receipts; 311 Alumni memorialized. 

· Reviewed and revised procedures & began training for new AMBF assistant 
· Transitioned from the paper-based AMBF ledger to Excel format.
· $15,308 credited to the information resources budget from Misc financial gift receipts.
Better World Books Library Discards Program

· Shipped 52 boxes (2184 pounds) of books to BWB, up from 512 pounds in FY07. 

·  $461.00 returned to library resources budget
Cataloging, Serials Maintenance & Site Administration 
· Holdings:  first full year using MARC 21 holdings format for all relevant formats (multivolume works, both complete and ongoing) and serials: for new materials and all substantive updates to the records.
· Cataloging: performed 40% of total cataloging (14303 /35609); and 45% of books cataloging (14190/31489).
· Site Administration: increased staff time is needed to makes selections on Serials Solutions for later downloads in the catalog; as well as reviewing administrative settings for various resources as they continue to develop and become increasingly complex and powerful. 
Collection Development Support
 
· Reviewed subject profiles prior to consolidation of US, UK & Canadian orders with Coutts 

· Held focus group sessions with bibliographers to solicit feedback on current & future service needs 

· Presentation to CD Forum:  “Encumbrances Demystified” 

· Participated in Stewardship Project to identify resources purchased through endowments  

Digital Implementation Projects

Digital Project Participation (in close collaboration with Director of Digital Resources):

· Federated Search System (Search 360): review of databases & categories to streamline service; manage the administrative console; teleconference meetings with Webfeat technical staff; advocacy for better reporting from Serials Solutions Client Center; testing and evaluation of Search360 in the new library web design; transition to "Enterprise" system, which will include services to Alumni and general public. 

· Digital Resources usage statistics ( Scholarly Statistics): reviewed  recommended changes in platforms; kept up with changes in the companies and platforms that affect where we get the statistics; recommended strategies for handling problems caused by changes;  

Electronic Resources Management (ERM) Cross-Departmental Implementation: 

· Began implementation of cost-per-use feature from Scholarly Stats into ERM 

· Coverage database in ERM was populated with data for over 60,000 electronic journals.
· Continued to create & maintain load tables for batch loading of MARC records into Millennium; maintenance of Serials Solutions, Coutts, OCLC, Knovel, Safari Books Online, EEBO & other load tables  
· Identified key elements and conventions for basic resource and contact records in ERM

· Continue work to prioritize phased implementation strategy given inadequate staff resources

Equipment & Facilities: 

· Increased height of workstations in key high-traffic areas to help alleviate visual and sound distractions 

· Replaced three label printers
· Completed several memory updates 
Financial
· Millennium was successful set up to run with new chart strings; FY08 marks the first fiscal close under the new ORACLE financial system; successful transition to the new ADI system(new journal transfers)

· Management for P-card & e-Procurement approvals was centralized under the management of Acquisitions for all the libraries except Dana Biomedical Library.

· The successful transition to EDIFACT ordering during FY07 allowed us to begin implementation of electronic invoice receipt and processing for monograph orders in FY08. 
· Initiated Phase One of our Financial & Statistics Team:  began training of initial core Review Files Team.
Statistics
· Serials maintenance statistics are lowest ever, down 47% from 2007, 15% from 2006 and 79% from the highest year (2004).  However, there continues to be a significant ongoing increase in the management of Serials Solutions Client Center administrative site to initiate monthly updates in the catalog.

· Annual statistics have been revised to correct errors from previous years, and make totals more transparent.  

· Total orders are up nearly 18%, primarily the result of a doubling in approval titles received compared with last year.  Replacements are also up considerably (77%), reflecting an Access Services project to identify lost materials and request replacement decisions.  Serial orders continue a five-year decline, now totaling less than one-third of the FY03 levels.

· All special ordering categories are also in decline, with gifts only 55% of last year’s totals.  Video orders remain high, but even they declined 6%.

· Cataloging activity is down slightly (7%) but Acquisitions still makes a major contribution to the amount of cataloging done in the Library, performing 40% of total cataloging (14303 /35609); and 45% of books cataloging (14190/31489).

· Statistics: adapted to major change in how ARL counts serials subscriptions (count only one format, starting with digital), with help from Digital Libraries Technology Group (DLTG)
Vendor/Business Relations
· Consolidated all US, UK and Canadian firm, approvals and standing orders with Coutts Information Service
· Negotiated new contract with Thomson Financial (now Thomson Reuters) beginning July 2007 following FY07’s resolution of ongoing account problems and consolidated Tuck subscriptions with the Library to consolidate management of this account through Acquisitions.  
· Established approval plan for Russian Émigré Literature with Eastview
· Arabic orders continue to be challenging; only one viable vendor identified
· Consolidate orders to multiple foreign vendors with Harrassowitz to help alleviate increasing shipping fees  
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Note: 
Diversity activities reported directly to the Diversity Committee.
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Appendix I. 
Acquisitions Mission Statement & General Areas of Operations 
Mission:

To provide exceptional support services for all collection development activities through prudent stewardship of the materials budget and strong working relations with our customers, colleagues and business partners. 

To fulfill our mission, Acquisitions strives to: 

· Employ good accounting principles, maintain accurate records and effectively manage the materials budget and the financial information in Millennium

· Provide accurate statistical, fund and other management reports 

· Periodically review policies and procedures to ensure effective and efficient services

· Develop strong working relationships with vendors, publishers, consortia and alumni 

· Maintain strong cross-departmental working relationships with colleagues

· Seek out new technologies in support of our work 

· Maintain a commitment to staff development & training

General Areas of Operations Managed by Acquisitions: 

· Library resources budget for all libraries

· Purchase and receipt of library materials 

· Approval plans, continuations, subscriptions and memberships

· Digital resources trials, license, lease, access and site administration 

· Alumni Memorial Books Program (AMBF), & Non-Memorial Gifts Program

· Fund, statistical and other management reports 

· Catalog materials on receipt
Appendix II.

Acquisitions Organizational Chart
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Appendix III.

Acquisitions Staff  

	Acquisitions  Services Staff List as of June 30, 2008
	
	

	
	
	
	
	

	Acquisitions Staff  
	Hours
	Title
	Grade
	Start Date

	Braman, Alexander
	37.5
	Acquisitions  Assistant II
	AAT C
	5-31-2005

	Burns, Cheryl L
	37.5
	Acquisitions Specialist / Vendor Relations
	DRM A
	9-2-1986

	Bushway, Karla E
	37.5
	Acquisitions  Assistant II
	AAT C
	1-8-2001

	Caruso, Susan A
	37.5
	Acquisitions  Assistant II
	AAT C
	9-1-1998

	Corriveau, Miriam J
	37.5
	Acquisitions  Assistant II
	AAT C
	8-24-1992

	Densmore, Marianne L
	37.5
	Acquisitions  Assistant II
	AAT C
	12-22-1986

	Fegan, Suzette K
	37.5
	Acquisitions  Assistant II
	AAT C
	1-28-1988

	Gilbert, Roberta A
	37.5
	Acquisitions  Assistant II
	AAT C
	9-21-1987

	Heath, Lori A
	37.5
	Acquisitions  Assistant I *
	AAT C
	9-18-2006

	Magenau, Carol
	 exempt
	Acquisitions  Services Librarian
	LPIII
	9-28-1987

	Maynes, Judy
	 exempt
	Head of Acquisitions  Services
	LPII 
	7-6-1999

	McBride, Sarah E.E.
	20
	Acquisitions  Assistant I  
	AAT B
	9-10-2007

	McIntyre, Julie P
	37.5
	Supervisor - Acquisitions Services 
	DRM B
	6-30-1980

	O'Neill, Kathleen E
	37.5
	Acquisitions Specialist / Financial Mgmt
	DRM B
	7-29-1985

	Peltzer, Jan E
	37.5
	Acquisitions  Assistant II
	AAT C
	11-14-2005

	Sterling, Barbara W
	37.5
	Acquisitions  Assistant II
	AAT C
	6-13-1988

	Torrey, Rebecca M
	37.5
	Acquisitions Specialist / Digital Resources
	DRM A
	9-6-2000

	Vinapol, Donna M
	37.5
	Acquisitions Specialist / Continuing Resources
	DRM A
	10-2-1995

	Walker, Kathleen A
	37.5
	Supervisor - Acquisitions Services 
	DRM B
	8-25-1986

	Welch, Karen J
	37.5
	Acquisitions  Assistant II
	AAT C
	1-24-2005

	Wolfe, Timothy M.F.
	37.5
	Acquisitions  Assistant I 
	AAT B
	10-15-2007

	
	
	
	
	

	* promoted to Acq II July08
	
	
	


Appendix IV.

Committees, Working Groups, Task Forces:
Acquisitions-Cataloging & Metadata Working Group

Acquisitions Management Team (AMT)

Acquisitions Training Team

Cataloging Roundtable

Collection Development Forum  

Collection Services Roundtable (CSR)

Collections Management & Planning Group (CMPG)

Conflict of Interest Study Group

DCLSA (including Program Committee, Social Committee, and Welfare Chair)

ERMIT-2 (ERM Implementation Team), large and small groups

First Year Open House

Labels Processing Working Group (reported to PACC)

Library Assessment Committee

Library Management Group (LMG)

Library Self Study 

Marketing & Communications

Preservation, Acquisitions and Cataloging-Metadata Committee (PACC)

Preservation, Acquisitions & CatMet Department Heads Group

Senior Library Student Book Plate Program

Sophomore Summer Planning Group

Staff Development Committee

Sustainability Committee

TECOR (Technical Coordinators' Roundtable)

Vendor Consolidation Project Team  

WebFeat Implementation Team 

External Committees:

Coutts Information Service Advisory Group

Appendix V.
Staff Development Activities (participation by various individuals):
All


FastCat Forums 

Series


Library Orientation series (10-22 to 11-19-07)

7/9/07


Class-Pivot tables in Excel

7/11/07  

Spotlight on Cataloging and Metadata

8/23/07

Staff Development Committee Book Fair (Luncheon Learn)

9/5/07

Artists Books (Luncheon Learn)

9/27/07

Collectors and Collecting (Friends of the Library)

10/11/08

Art of the Book exhibit tour

10/17/07  
Smart searching workshop

11/5/07

Florence Flood and Book Restoration (Luncheon Learn)

11/15/07  
Performance Evaluation workshop

11/20/07

Coutts Profiling Introduction (WebEx)

11/27/07

“Embracing Change: How to Energize and Engage Library Staff” (webcast of ALA presentation)
11/28/07  
WorldCat Collection Analysis Demo

12/4/07

Encore (III next generation system), presentation by Jerry Kline

12/5/07  

Spotlight on Kresge

12/10/07

A Winter’s Tale: wintry treasures, Special Collections

12/14/07

American State Papers: The Incomplete Story

12/18/07

“Teaching effectiveness and bibliographic instruction: the relevance of learning styles” (Education & Outreach program’s Journal Club)

1/5/08

Spotlight on Reference and Instruction Services

1/9/08

Illustrations of William Blake (Luncheon Learn)
1/23/08 

ALA reports meeting

1/29/08

E-resources fair (including assisting in various capacities)

2/7/08 

webinar on OCLC local holdings

2/15/08

Mentoring workshop

4/23/08  

Administrative Professionals Day (FISH)

Online courses through HR (Management Essentials at Dartmouth):

· Behavioral Interviewing Skills

· Employment and Labor Law

· Etiquette for Supervisors
Conferences Attended:

9/24/07

Electronic Resource Management (ERM) Systems, ITIG (Keene NH)

9/24-25/07
Electronic Resources Management Workflow, NISO (Denver CO)

10/12/07

October Conference: Surveys and Focus Groups, Dartmouth Biomedical Libraries (Hanover NH)

11/1-2/07

Understanding the Data Around Us: Gathering and Analyzing Usage Data, NISO (Dallas TX)

Jan.2008

ALA Midwinter (Philadelphia PA)

4/4/08

Licensing Electronic Resources, ACRL (Hanover NH)

4/28-5/1/08
IUG Conference (Washington DC)

5/7/07

Electronic Resources Program (ITIG)
6/5-9/08

North American Serials Interest Group, Phoenix AZ

6/26-28/08
ALA (Anaheim CA), including preconference on Staff Competencies

Presentations Provide by Acquisitions Staff:

Spotlight on Acquisitions Services – to interested library staff
Acquisitions Services Orientation as part of the Collection Development program - to New Library Staff  
Report on Acquisitions’ Bibliographer Focus Groups - to CMPG & Collection Development Forum

Encumbrances Demystified – to the Collection Development Forum

Library statistics – to Collection Services Roundtable (CSRT)
Appendix VI.
 Acquisitions Order & Cataloging Statistics: 9-Year Comparison

	
	
	
	
	
	
	
	
	
	

	
	FY00
	FY01
	FY02
	FY03
	FY04
	FY05
	FY06
	FY07
	FY08

	Orders Placed
	
	
	
	
	
	
	
	
	

	TOTAL
	34,315
	35,720
	38,344
	32,028
	33,653
	33,406
	36,999
	29,294
	34,490

	Firm orders
	19,975
	19,690
	18,628
	12,882
	13,046
	13,995
	15,242
	19,578
	19,592

	Approvals
	8,649
	10,236
	13,443
	13,041
	15,116
	14,522
	16,572
	5,186
	10,536

	BLSO items
	515
	921
	1,024
	1,030
	949
	781
	1,036
	765
	725

	Books in series
	1,814
	2,021
	2,145
	2,111
	2,256
	2,107
	2,318
	2,060
	1,620

	Class dups
	67
	164
	318
	112
	68
	95
	60
	79
	35

	Multiparts 
	480
	420
	277
	213
	157
	202
	165
	152
	149

	Repl. Mono*
	308
	380
	473
	295
	264
	310
	430
	371
	657

	Other
	473
	58
	177
	265
	445
	39
	12
	18
	8

	Total Mono Orders
	32,281
	33,890
	36,485
	29,949
	32,301
	32,051
	35,835
	28,209
	33,322

	Serial Orders 
	1,726
	1,450
	1,386
	1,784
	1,088
	1,045
	734
	714
	509

	Repl. Serials
	
	
	
	
	
	
	
	
	2

	Total Serial Orders
	1,726
	1,450
	1,386
	1,784
	1,088
	1,045
	734
	714
	511

	
	
	
	
	
	
	
	
	
	

	Other order breakdowns
	
	
	
	
	
	
	
	

	RUSH
	956
	1,175
	1,220
	895
	729
	826
	1,235
	1,026
	803

	Gift
	1,460
	1,217
	2,089
	2,219
	1,930
	1,711
	1,793
	2,063
	1,133

	Digital Resources
	664
	802
	759
	1,400
	656
	685
	394
	454
	387

	Videos/DVDs
	
	
	1,127
	976
	1,117
	1,362
	1,681
	1,695
	1,598

	
	
	
	
	
	
	
	
	
	

	Cataloging activity (titles)
	
	
	
	
	
	
	
	

	Monographs
	19,560
	16,805
	16,987
	12,878
	12,430
	13,133
	15,800
	15,233
	14,190

	 Serial titles 
	494
	452
	655
	602
	198
	156
	169
	127
	106

	 Scores 
	225
	38
	7
	9
	7
	5
	5
	13
	1

	Maps
	
	
	24
	7
	16
	12
	18
	12
	6

	Computer Files
	
	
	5
	2
	0
	2
	0
	0
	0

	All cataloging
	20,279
	17,299
	17,678
	13,498
	12,651
	13,308
	15,992
	15,385
	14,303

	
	
	
	
	
	
	
	
	
	

	*Monograph replacements include serials through FY07.
	
	
	
	
	

	#With FY07, counting approval slips with firm orders since they are ordered individually.
	


Appendix VII.
Serials Maintenance Totals
	 
	0707
	0708
	0709
	0710
	0711
	0712
	0801
	0802
	0803
	0804
	0805
	0806
	TOTAL
	 

	Added copy
	1
	0
	1
	0
	0
	0
	5
	5
	0
	1
	1
	2
	16
	Added copy

	Cancelled
	18
	40
	24
	5
	1
	1
	13
	20
	94
	43
	1
	14
	274
	Cancelled

	Ceased
	9
	1
	19
	3
	0
	1
	1
	2
	5
	2
	0
	1
	44
	Ceased

	Discard
	3
	4
	52
	2
	5
	2
	8
	14
	6
	7
	6
	5
	114
	Discard

	Update
	43
	24
	19
	19
	30
	6
	52
	38
	42
	0
	21
	33
	327
	Update

	Inactive new
	3
	0
	1
	13
	3
	0
	1
	1
	0
	0
	8
	3
	33
	Inactive new

	New titles
	5
	1
	3
	17
	1
	0
	1
	21
	13
	12
	2
	14
	90
	New titles

	Recatalog
	1
	0
	1
	0
	0
	0
	0
	2
	0
	0
	0
	1
	5
	Recatalog

	Reclass
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	Reclass

	Retrocon
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	Retrocon

	Title change (new)
	10
	15
	1
	2
	6
	0
	1
	6
	0
	0
	1
	4
	46
	Title change (new)

	Title change (old)
	7
	5
	0
	1
	6
	0
	2
	6
	0
	0
	0
	8
	35
	Title change (old)

	Transfer
	10
	16
	21
	1
	0
	3
	14
	30
	5
	2
	0
	22
	124
	Transfer

	Withdraw
	0
	0
	0
	0
	0
	0
	1
	0
	0
	0
	0
	1
	2
	Withdraw

	TOTAL
	110
	106
	142
	63
	52
	13
	99
	145
	165
	67
	40
	108
	1110
	TOTAL

	
	
	
	
	
	
	
	
	
	
	
	
	1110
	
	

	Note: Contributions by staff other than Kathy Walker--
	
	
	
	
	
	
	
	683
	KW

	Becky Torrey
	0
	0
	2
	0
	0
	2
	1
	0
	0
	0
	0
	3
	8
	RMT

	Donna Abbott
	18
	54
	76
	5
	19
	0
	21
	43
	89
	41
	13
	28
	407
	DMA

	
	
	
	
	
	
	
	11
	0
	0
	0
	1
	0
	12
	JEP

	
	
	
	
	
	
	
	
	
	
	
	
	
	1110
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Appendix VIII:   

Dartmouth College Library  

Acquisitions Services 

FY09 Goals

Communication & Collaboration: 

· Foster a supportive & collaborative work environment where each other’s contributions are valued, encouraged and respected; including a high standard of personal responsibility, courteous and professional interactions and teamwork focused on providing quality customer service.
· Participate in efforts to implement Bibliographers Toolkit and update departmental web content.
Information Resources Support & Services
· Develop bibliographer budget & spending  profiles to improve end-of-year projections 

· Re-develop claims procedures for new orders  

· Review ‘HOLD FOR’ procedures with other collection services departments to improve processing-to-shelf turnaround time. 

· Post license renewal dates on website  for bibliographers  

· Develop procedures to  review multi-funded resources  annually

· Create and post a bulletin of important budget-related events, alerts, deadlines, etc. for   bibliographers

  Staff Development & Training:

· Hire replacement for Acquisitions Librarian position by October 2008

· Complete job ladder proposals and implement once approved by HR

· Complete & implement Training Feedback Forms to document progress & improve feedback 

· Continue to develop Financial & Statistics initiatives and provide training

· Continue to develop and expand Digital Team   

· Implement updated Acquisitions/Bibliographer Liaison Responsibilities Guideline

· Provide educational series for Acquisitions staff to broaden knowledge of funding sources, priorities and financial pressures associated with individual subject collections 

· Cross-train Foreign Approvals Team

· Assess skills and staff resources needed for use-statistics analysis

Projects & Workflow Management  

· Complete implementation of Coutts consolidation, including a workflow and work-assignment review; and transfer of standing orders

· Assess readiness and funding source for shelf-ready processing

· Investigate options to consolidate digital resource subscriptions with one serials vendor  

· Restructure internal payment tracking methods for digital packages

· Assess and begin merging digital & serials maintenance workflows

· Continue implementation of Millennium’s Electronic Resources Management Module 

· Evaluate Government Documents workflow procedures

Vendors Relations:   

· Complete vendor analysis for monographic book vendors remaining from Coutts consolidation

· Transfer Russian Press subscriptions, approvals and standing orders to a new vendor

· Review Approval Plans to identify spending caps and update profile documentation
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