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| wear a lot of hats.
Catalog-SLASH-Metadata Librarian

Manager

Subordinate

Faculty

Librarian

Cataloger

Metadata wrangler

Software debugger
Committee member
University community member



http://youtu.be/oTugjssqOTO

Randy Pausch, 1960-2008


http://youtu.be/oTugjssqOT0
http://youtu.be/oTugjssqOT0

Agenda (for the next 10 minutes)

e \Why time management?
e Practical tips
e \Work-life balance



Why time management?
To keep our head above water!

MAY E MILLER -~ TRUNGEON STROKE




Why time management?

e EXxpanding roles of the library cataloger.
e One can feel overwhelmed by the myriad of
responsibilities that a cataloger is expected

to manage.
e How to decide the most effective use of

time?






Practical Tips

Prioritize
Organize
Remain flexible
Know your limits



Practical Tips
Prioritize.

Apply contextual decision-making to determine
cataloging priorities:

Needs of users
. Needs of librarians

1.

2

3. Resource type

4. Length of time in backlog
5

. Fun factor!




Practical Tips
Prioritize.

Determine cataloging priorities:

e Needs of users
o Items requested by users
o Iltems belonging to a highly circulated collection
o Items that belong to a field of study that is strong
at the University



Practical Tips
Prioritize.

Determine cataloging priorities:

e Needs of librarians
o Librarians may want certain resources cataloged
o Librarians may need particular information
cataloged in the record
o Librarians may want to know what is being
cataloged so they can inform their patrons



Practical Tips
Prioritize.

Determine cataloging priorities:

e Resource type
o This primarily concerns the format of the
resource and how it can be accessed.
m Electronic resources
m Media
m Serials
o Analyze circulation statistics



Practical Tips
Prioritize.

Determine cataloging priorities:

e |ength of time in backlog
o The greater the length of time an item remains on
the backlog shelves can increase the opportunity
that records already exist for those items; and
therefore these items can be quickly processed.



Practical Tips
Prioritize.

Determine cataloging priorities:

e Fun factor!
o Catalogers will process enjoyable materials more
quickly than some other materials.



Practical Tips
Organize.

e Create "to do" lists
o lots of them
o for today, this week, this semester/quarter
o and organize them
o with deadlines
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Covey, S. R. (1989). The 7 habits of highly effective people. New York: Simon & Schuster.
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Covey, S. R. (1989). The 7 habits of highly effective people. New York: Simon & Schuster.



Practical Tips
Organize.

Keep your desk clear

o File items

o Don't let papers and books pile up
o Allows you to focus

Get two monitors
Use post-it notes
Get headphones or earplugs






Practical Tips
Remain flexible.

e Reactive procedures
o On the fly cataloging
o Changes to workflows

e Proactive responses
o Lead meetings
o Take minutes

e Listen

e Adapt




Practical Tips
Know your limits.

Know what is your job
and what is NOT your
job.

Know when to say NO.
Know when to say YES.
Delegate.




Work-Life Balance
It's a library.




Work-Life Balance

e \We work to live and
live to work.
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