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Mysore University Library

About Periodicals section

Sl. No working staff under this Nature of work
section
1 Nagasunadara In charge of Periodical section
Assistant Librarian » Maintain Periodicals section materials including
bibliographic and other Periodical files.
» Train and supervise, library Professionals and assistants in
their job duties.
» Guiding the staff in classification, cataloging, preparing, and
organizing Periodicals according to established policies
»  Assist readers in finding Periodical and help students and
faculties in research problems and reference questions
» Maintain the library in the absence of the Librarian or in-
charge of library
»  Arrange to maintain Periodical section clean, safc and
organized
»> Perform the library work as assigned by the librarian at time
to time
2 Ramesh A. N In charge of Periodical section

Assistant Librarian

>

Y

Y

Maintain Periodicals section materials including
bibliographic and other Periodical files.

Train and supervise, library Professionals and assistants in
their job duties.

Guiding the staff in classification, cataloging, preparing, and
organizing Periodicals according to established policies

Assist readers in finding Periodical and help students and
faculties in research problems and reference questions

Maintain the library in the absence of the Librarian or in-
charge of library

Atrange to maintain Periodical section clean, safe and
organized

Perform the library work as assigned by the librarian at time
to time




3 Manjunatha H D » In this section, my routine work is to render the services to
the users for searching and providing print as well as

Library Assistant electronic journals and guiding them how to access
Shodhsindhu electronic journal from our library website and
(Temporary) many more services have been given to user.

> systematically arranged back volumes of the journals on
shelves

» 1 assisted to in-charge of the Periodical Section for annual
subscription of about the 139 print journals

% To work under overall supervision of the Assistant Librarian/
Librarian
» Cataloguing and indexing of periodicals

>  Assist the users towards effective utilization of Library
services

Y

An arrangement for the maintenance and repair of periodicals
and other related
equ pment in the Library

Arrangement of non-book materials.

»  Assisting the Assistant librarian/ Librarian in Periodical
selection and acquisition

> Shelving and rectification of library collection on day to day
basis according to the system of the library.
»  Any other library works allotted by the Assistant Librarian /
librarian
4 Meghamalini D Typing work /library routine work.
Clerk Any other library works assigned by the Librarian
= (Temporary)
E 5 Chandrashekar Sealing of all Periodicals and Section cleaning
gardner
6 Chethan K Sealing of all Periodicals and Section cleaning
Tl €y o‘vovvj'—s
Peon
7 — Umesha Sealing of all Periodicals and Section cleaning
L.'—[—Evvn apwuyﬂ
Attendants
3 Shashikiran S Sealing of all Periodicals and Section cleaning
N e P orody
L Attendants
9 Madhusudana M S Sealing of all Periodicals and Section cleaning
g eyt )
Attendants
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Acquisition Section’s Staffs, Duties and Responsibilities

Staff Name and
Designation

Duties and Responsibilities

Smt. Jayashri Jagadish
Assistant Librarian

Section Head
Maintenance of acquisition section and CIRC

Taking appropriate action to tackle the problems and issues
involved in acquisitions work.

Identify the factors behind selection, procurement and
accessioning of documents.

Analyses the various jobs selecting to the functions to
establish routines.

Create, maintain and handle records, registers and files of
the acquisition section.

Ordering for book supply to the vendors/Publishers.
Passing of bills, conserved to the all PG Departmensts
subject Books.

Prepairing Budget Allocation Documents.

Maintainance of Accesstion Register.

Manjula P.
Temporary Library
Assistant

Assisting in preparing reports like budget allocation, budget
utilization, loss of books, and number of books procured
during academic year for annual report as well as for
auditing purpose

Crosschecking of recommendation against Bills, Price
proof checking and bill processing for all PG Departments.
Updating Budget Book, D.C. Bills & B. R, Register..
Uploading bibliographic data of books procured during
academic year to KOHA-ILMS software through
Acquisition module & as well as for the purpose of
preparing accession register.

Firm wise & Subject wise Cheques detail updated in Excel
Sheet.

Accessioning and processing of Brail books educational
audio CD’s for visually challenged students.

Assisting in rendering information services to visually
challenged students of Mysore University Library.




i
i

Assistant,

smt. Swapaa C,

! Temporary I ibrary

¢ Ubploading softcopy of PhD theses subraitted to University |
of Mysore in Shodhaganga e-Theses repository.

® Assisting in the arrangement  of Library Advisory
committee meetings, Technical committes meeting, E-
fesources price negotiation meeting organized by Mysore
University Library,

¢ Assisting in organizing workshops, bock taiks and other
events which Mysore University Library is hogtin

¢ Assisting in Organizing TOT workshop and  other
workshops held for Visually challenged students.

© Assisting in submitting annual report and other necessary
details required by IQAC for NAAC purpose.

¢ Updating metadata details of research articles published in
national, internatiopal reputed journals by authors of
University of Mysore in Institutional repository through e-
prints software.

Smt Likitha
| Attender

-
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MYSORE UNIVERSITY LIBRARY

ABOUT TECHNICAL SECTION

Sl.No. | Working staff under this Work of nature T
section
B MARISWAMY C. Classification of books following DDC latest
edition.
Assistant Librarian :
Classify books as General, TBLS, CIRC,

Reference, Stack and Active Stack.

After completing all technical process to send all
books for the concerned section.

2. VARALAKSHMI M. Cataloguing of books following is to create full
) MARC records according 1o AACR-2R
Library Assistant standards.
(Temporary)

Preparing / Update Database using Koha
software.

We verify all bibliographic records are available
to the end-user through our online cataloging
system.

After cataloguing of books generate barcode,
spine-label.

On request by users (Students, Research Scholar,
Teaching Staff) the demanded books out of newly
arrived collection will be processed as soon as
possible to reach the end users.

3 MOHAN RAJ Pasting barcode and spine-label for books. Due
date label pasting, sealing of all books, and
Attender Section cleaning,
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