Transform

Yourself and your Library with some @
handy tips and tricks using my Toolbox

(my personal blog)

Jill Stephens
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What's in the Box? My Toolbox

» Background on Urbis and our team
 Information Organisation

» Colour coding

* Emails

e Schedules

e Saying No

* Listen to your clients

* Networking in your organisation

* Policy and procedures

» Technology to make your life easier
* Improve yourself

e Mentoring students

« 80/20 rule




Top 5 actions that are zapping your energy

HOME (tomorrow) WORK (Monday)

« Cook dinner for 6 tonight * Prepare to attend a meeting
« Write that paper » Do urgent reference search
» Get a new push bike * Redesign the intranet

* Ring up Aunty Dot « Work on search, for the

e Clean up the back room intranet

e Join ALIA * Pay the bills

e Must clean the house more e Order a new book
 Take the kids to the park more ¢ Answer the phone
often * Reply to that nagging email

e Fit In exercise




K&IM Team




Information Organisation

e Managing company information

* Improve library and project file system

e Archives

 Job files

* News about company

e Library items, hardcopy and electronic

* Photos (ie. Graphics image library)

* Reports generated by staff
* Provide business solutions to information
o Ask staff what they want

* Promote applications to them




Colour Coding




Colour Coding




Colour Coding

Tip:

 Clear the clutter

* Minimise pieces of paper syndrome

» Colour code the folders

» Use a toast rack or something that makes sense to
you

 Pick up specific folder when needed

* You'll feel more organised
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Emails
Tip:
 Determine your own reading rhythm et
e Either 3 times a day g
e Or as much as possible R
« Have email flash up on screen to see if it's urgent ..., .+
++++++++

» Ask people to follow up with a phone call if urgent
 File email into folders

e Colour code them

» Close off jobs

* Open up filter email addresses, like Library or Intranet

++++++++++
+++++++++4+
++
++
++

++
++
++
++




Emaills

e F:\Jill Email assigned.bmp
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Schedules

Tip:

* Do you need a schedule? Light or heavy?

e Can your calendar do your scheduling for you?

» Be flexible if you need to change your schedule

o Ask others what they do, how they work

e If you break the schedule, how will you make
sure you have completed your tasks?
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» Realistically, we can’t do everyt_hmg T
e Learn how to say No, but explain why or let + tiid
them know maybe the item could be completed B i
at a future date PUUUIL S
) ) ++++++++ ++
» Ask for deadlines on completion dates
. . ++
* Observe if other departments are as available T
. ++
as the Library? t
. - ++
e Can you spend an hour in a quiet room to get i

nitty gritty planning completed?
e But, fact of the matter is that you still need to be
ready for that emergency




Listen to your clients

Tip: s

* What do they want from your service? etets o

« Do you understand why we have this on the T Ry
Library Portal? PR 3T S

e Talk to them, ask questions esssssclibe;

* Develop Library Sparks who you can work with,
their word will filter through to other staff i

* Market in their language, ie catalogue or library .
system i

» Talk their talk. Call it Get the Edge (not a blog)
 When you deliver on a suggestion, let them
know, make them proud




Networking

Tip:

* Get to know the movers and shakers et ean
o IT ++++++++++
+ Graphics EEses.
¢ Reception ++++++++II

. SparkS +4+++++++

* Food = Host breakfast or morning tea

e Conduct feedback sessions with 4 to 8 staff

« Keep things confidential

* Don’t scold your clients when they confess to you
* Don’t gossip
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Policy and Procedures

Tip:

 Policy — Statement — explanation why
e Procedure — Action — how to do something

* To refine your collection

« Market your service better

« Communicate to clients

» Spend one hour a week nutting it out

» Use technology to record your P&P for you and
future staff

» Allow a few people access in case you are
absent
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Technology
Wiki, Blog and Intranet slide removed due to confidentiality
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Improve yourself
.
++
. i
TIp: i
++
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. . . . +++
e If you improve yourself, you will be improving ettt o
what you are doing in the library, ie. You may T Ry
think of a new service B i
¢ CoaChing ++++++++++ Ii
) o ++++++++ ++
* Professional Associations
. ++
* Write papers, present at conferences i1
. . ++
* Networking — like today t
++
* Aurora e

« RMIT Industry Committee — feedback to RMIT
School of Business




Mentoring

Tip:

 Make it a two way relationship * win = win *
« Can help you get jobs done
 Either special project or 3 week placement
* Mentor the student

e Library tour

 Resume review

 Job interview skills

 Future of the profession

» Their career goals and aspirations

e Also, learn from them, ie course structure 2007
e RMIT, Monash, Swinburne, Victoria Uni, Box
Hill, Charles Sturt Uni
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Zap — 80/20 Rule
+++++

HOME WORK E

e Cook dinner for 6 tonight * Prepare to attend a meeting ++iii

« Write that paper * Do urgent reference search

e Get a new push bike * Redesign the intranet  ¥3ii3iiiis

 Ring up Aunty Dot  Work on search, for thetptranet i++,

e Clean up the back room « Pay the hills HARRRRET S T

e Join ALIA e Order a new book HES 5 S

e Must clean the house more ¢ Answer the phone

 Take the kids to the park Reply to that nagging email
more often HEH

* Fitin exercise ++

[
++++
++++

Try it, practice, keep at it, it will work and you will find yourself
more energised

Focus on what’s important
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How to transform from this...
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Transform: Summary

Make up your own Toolbox to Transform yourself and
your library

e Background on Urbis and our team
 Information Organisation

 Colour coding

 Emails

e Schedules

e Saying No

e Listen to your clients

* Networking in your organisation

* Policy and procedures

« Technology to make your life easier
e Improve yourself

* Mentoring students

« 80/20 rule

++++++++++
+++++++++4+
++
++
++

++
++
++
++




++ ++

++ ++
http://intechtheverve.wordpress.com S S TRERT—
+4+ ++ 4 A
++
++ 4+ e+ T
++ ++ ++ T
++ 4+ T
++ ++ T
++ ++ T
o I o S = o T SRR A o+t A+
++ A+ttt A+ ++++++ + o+t +
++  ++ ++ ++ ++ 4
++ o+ ++ ++ ++ 4
++ 4+ ++ ++ ++ 44
++  ++ ++ ++ ++
++  ++ ++ ++ ++ 4+
++  ++ ++ ++ ++  ++
: : o b b b o S S S S ++++++ +++++
istephens@urbis.com.au O et T b e +H++++ +++++
++ e bk T = S o S ++  +
++ b b R o ++ 4+
++ ++ 4+ ++  ++ ++  ++
++ ++  ++ ++  ++ ++ o+t
S b ok o ok o o N P R S ++  ++ ++  ++
FH+++t+EEE 4+ 4 ++  ++ ++  ++
++ ++  ++ ++  ++ ++  ++
++ ++  ++ ++  ++ ++ o+
++ A+ o b o o o R S s
++ o+t F+++++++ A+



