Library ‘Snapshot’

(Statistics from 2003 and 2007 Annual Statistics

and State Library Reports from 2003 and 2007)

Library Users, Hours, Circulation, Attendance

	Library Users
	2003
	2007

	Total Registered
	5,279
	5,841

	#of Residents
	7,350
	7,454

	% of Residents
	72%
	78%


	Library Hours
	2003
	2007

	Open Per Week
	63 Hours
	63 Hours

	
	4 Evenings
	4 Evenings

	
	12 Weekend Hours
	12 Weekend Hours

	
	5 Hours on Sunday
	5 Hours on Sunday

	Customers satisfied with hours


	Circulation, Walk-In Attendance and Program Attendance
	2003
	2007

	Circ Per Capita
	13
	10  (library closed 7/11-8/1)

	Annual Walk-In #
	107,682
	111,862  (library closed 7/11-8/1)

	Annual Visits Per Capita
	15
	15  (library closed 7/11-8/1)


	Program Attendance
	2003
	2007

	Adult
	0
	200

	Children
	675
	1,150


Library Staff

Summary: The size of the library staff has changed only slightly in the past five years. We have always had 2.57 Librarians. The only change was that for 3 years the Librarian II position was covered by three hourly employees with no benefits. The position is now back to being covered by one person with benefits. Children’s services continues to be covered by hourly employees (.11 FTE).  In 2003 we had a .76 FTE Library Assistant I position which is now covered with hourly employees (LA I).


[image: image1]Positions and duties (October 2007)
City Librarian

· Administers the daily operation (including overseeing budget, personnel, scheduling, patron services, technical services and the physical maintenance and improvements to the library).

· Directs the development of the Library’s collection, including print and audiovisual materials as well as virtual materials such as databases.

· Develops programs of service to meet community needs.

· Involved with long-range planning, including keeping abreast of library-related technological changes as well as planning and managing their implementation.

· As a director of a member library in MARINet (a consortium of all public libraries in Marin County), serves on its board of directors and is involved in planning and administration of the consortium.

· Serves on the administrative board of the North Bay Cooperative Library system, a regional network of public and college libraries.

· Attends meetings of the Library Board and prepares reports which provide technical and professional advice and recommendations related to levels of service, operational policies, goals and objectives and other library-related matters. Acts as secretary to the Library Board and carries out policy of the Library Board.

· Serves on the Friends of the Library Board.

· Serves as Secretary of the Library Foundation Board.

· As a member of the Senior Management Team, attends SMT meetings and reports to the City Manager.

Librarian II

· Acts for the City Librarian as necessary.
Responsible for:

· Overseeing technical services (ordering, processing, cataloging, and supervising staff).

· Overseeing reference services, readers’ advisory services, and electronic services (including Library’s web page).

· Together with the City Librarian, overseeing collection development (including books and audio-visual materials).

· Overseeing outreach and public programs.

· Assisting the City Librarian with planning and implementing new technology in the Library and training staff. Performing basic computer troubleshooting.

· Representing the Library at community and professional meetings and receiving ongoing training.

Librarian I (half-time)

· Performs reference and readers’ advisory service.

· Responsible for cataloging and catalog maintenance.

· Represents the Library at professional meetings and receives ongoing training.

· Provides informal Internet instruction.

Librarian I (hourly)

· Responsible for collection development of Children’s books.

· Responsible for children’s story time and special programs.

· Act as substitutes for full-time staff when sick, on vacation, attending meetings/training.

Senior Library Assistant

· Responsible for all activities related to the Circulation desk, including training and supervising circulation desk staff and library pages.

· Responsible for providing Interlibrary Loan service to patrons.

· Represents the Library at MARINet meetings.

· Compiles statistical reports.

· Receives ongoing training.

Library Assistant II

· Works at the Circulation desk half-time.

· Works in technical services half-time, ordering and processing library materials.

· Responsible for ordering supplies, paying invoices and updating lost, paid and damaged items in MARINet system.

· Creates signs and processes documents and library handouts.

· Super User on City’s web team.

· Serves on City’s Customer Service team.

· Assists Librarian II with programs.

· Receives ongoing training.

Library Assistant I (hourly)

· Cover circulation desk

· Act as substitutes for full-time staff when sick, on vacation, attending meetings / training.

Library Pages (hourly)

· Shelve books

· Empty book drops

· Pull requested books from shelf

· Place plastic book covers and laminate on books

Budget

	Financial Resources
	2003
	2007

	Total Operating Budget
	$556,512
	$593,233 (incl. $50k Friends’ contrib..)

	Expenditure Per Capita
	$76
	$80


Library Materials

	Library Materials
	2003
	2007

	Adult Books (volumes)
	50,948
	50,028

	Adult Periodicals (titles)
	176
	181

	Audio-Visual Materials
	4,097
	3,660

	E-Books
	3,939
	9,043

	Databases
	15
	18

	Children’s Books (volumes)
	10,805
	10,241

	Children’s A/V Materials
	490
	484


Internet Access and Use

	Internet Access & Use
	2003
	2007

	# Public Workstations

(including  Internet Stations, catalogs, and database stations)
	10
	10

	Wireless Access
	Yes
	Yes

	# Users Annually
	44,535
	54,020


Other Services Provided

· Computers- Provide access to Excel, Word, PowerPoint, Picassa on four Public Internet Stations. Will soon be loaning 2-3 laptops for use in library.

· Internet Training-Monthly classes (hands-on computer lab) and one-on-one training by appointment

· Photocopier
· Microfiche Reader-Printer
· Betacom Magnifying Reader
· Museum Passes-Two free passes that each admit 2 adults to the De Young, Legion of Honor, and Copia museums

· Notary Service by appointment

· Test Proctoring by appointment

· Passport application acceptance by appointment.

Facility

· 28 years since remodeled

· total square feet-4,455

· Condition –good
· Code compliance-adequate
· ADA compliance-adequate
· Electrical wiring-adequate
· Appearance-good
· Signage-adequate
· Parking-adequate
· Meeting room space-poor
· Location-excellent
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