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The
- Efficient
Library

Simple Changes that Save Time and Improve Service,
in Both Ordinary and Extraordinary Times.
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X Taking “paperwork,” answering emails @ home
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X Working

o on an emergent basis




Once in a while
It’s going to happen...
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But regularly?
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not this!

Charlie Chaplin. Modern Times, 1936.

©Roy Export SAS
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http://www.youtube.com/watch?v=ZdvEGPt4s0Y
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Please select the to complete the
following statement.

* Please make this task as as possible.
a. difficult
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X Cluttered or disorganized
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X Cluttered or disorganized I e Al 10
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[ MYTH BUSTING TIME ﬁ\

“If 1 don’t look busy every minute
of the day, it will

Look like 1 don’t need help!
Invite more duties as assigned.
Cause my hours to be reduced. (]
Mean | will die if | stop moving.
All of the above
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If your goal is to be

Customer Service
Oriented




Customer Service Oriented
e Thoughtful

e Responsive



Personal

| W10




= What if I'm
questioned
because |
don’t LOOK

busy?
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e Reference & Instruction

Whatever shall
I do instead of
being busy?
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Whatever shall
I do instead of
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Reference & Instruction
Collection Development

Acquisitions

e Cataloging
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Whatever shall
I do instead of
being busy?

Reference & Instruction \

Collection Development

Acquisitions

Cataloging

Managing Continuing Resources
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e Reference & Instruction

e Collection Development

Whatever shall , acquisitions

I do instead of
being busy?

Cataloging

e Managing Continuing Resources

Program Planning & Collabora’[i;Z
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e Reference & Instruction

= What if I'm e Collection Development

que5tioned e Acquisitions
dl:)en?ta :cs)%:( e Cataloging
busyo e Managing Continuing Resources

e Program Planning & Collaboration
e More efficiency! /Z
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x |t doesn’t take a lot of
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“ 41t is a practice,
not a perfect.”

-David, Yoga Ins
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Basic Actions

1. Decluttering
2. Analyzing Processes
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3. Reconfiguring space




Declutter



e Desk

N SR .
3 e \Workstations
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S e Storage/Floor

o oObsolete equipment
o damaged, hazardous furniture







2 Analyze your
Processes

The steps you take routinely to get




management:

less time on routine tasks
more time on
whatever 1S most important




Opening routines
Closing routines
Check in

Check out
Ordering supplies

Purchasing materials
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e Opening routines

e Closing routines
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e Checkin
e Check out




e Ordering supplies

e Purchasing materials




3 Reconfigure
Space

Placement of furniture/fixtures to
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WHAT GETS \
MOVED] Follow these precepts of space:

e High circulation items go toward the front

e Low circulation items go toward the back
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WHAT GETS

MOVED] Follow these precepts of space:

e High circulation items go toward the front
Low circulation items go toward the back
Grab and go shelves in the front
Research materials toward the back

Loud activity, gathering space toward the
front

Quiet, solo work toward the back
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= SHELVING BOOKS
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/{ Priorities J

Yours

X Long/Healthy Life
X Satisfying Career
X Relevant *
X Excellent customer
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/{ Priorities

Stakeholders

X Read or listen

X Watch or participate
X Learn or be entertained *
X Excellent customer




/{ What everyone J W\

EACELLENT
(USTOMER

SERVICE

wants




The
Efficient
Library

Ten Simple Changes
that Save Time and
Improve Service

Thanks!
Any questions?
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