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R.H. SAVE LIBRARY MANUAL 

The R. H. Save Library is aim to support the institute curriculum in providing best 

library services to take up the challenges of this backward region for the 

development. The library is well managed and acts as the knowledge resource 

centre of the entire institute. It has riched and comprehensively high quality 

book collection. It also served as information and research centre in supporting 

the teaching, learning and research activities of the institute for the students 

and faculties. 

 

LIBRARY ADHOC COMMITTEE:  

The library adhoc committee is responsible for the performance of its duties and 

exercise of its power. The function of the library committee is to support the 

functioning of the library so that it can facilitate the library development plans 

by advocating the library development activities with the management.  

 

This committee is appointed by the college principal comprising the senior 

faculty members from each department. The library committee constituted for 

a year for well planning and to design the policy for the development of library. 

The librarian is the permanent secretary of the committee. The meetings of the 

committee held twice in a year. Generally in first term and another in second 

term of every academic year to discuss the issues and priorities for achieving its 

overall goals and development. Notices for the library committee meeting the 

sent to all members by the librarian through the principal.  The principal presides 

over the meeting and minute book proceeding is recorded by Librarian and 

present the agenda of meeting for the consideration and approval of principal 



 
 

and committee members. Library Advisory Committee composed for the 

academic year 2019-2020 as follows. 

MEMBERS –  

1. Prof. Dr. Kiran J Save           -   President (Principal) 

2. Prof. Mahesh Deshmukh     - Member(Administrative Supervisor) 

3. Prof. Dr. Harshad Vanmali       - Member(Administrative Supervisor) 

4. Prof. Dr. T.J. Pol           -  Member 

5. Prof. Dr. Suhas Janwadkar    -  Member 

6. Prof. N. D. Jawale                  -  Member 

7. Prof. Vivek Kudu              -  Member 

8. Prof. Prashant Kadam          - Member 

9. Prof. Dr. Shilpa Gharat                  - Member 

10. Prof. Shreya Mishra               - Member 

11. Prof. Rashmi Varhade       - Member 

12. Prof. Himanshu Patil              - Member 

13. Prof. Dr.  Sheela Godbole         - Secretary 

 

The following are the general objectives/duties of the committee 

1. To formulate the policy for library use and procedure to be followed. 

2. To assist library in providing need based information services.  

3. To assess the requirements of the new programmes being introduced and 

advice the authority of library about financial status to be improved.  

4. Estimating the books procurement and allocation of budget accordingly 

5. To assist in stock verification, Weed out/Write off from the library stock. 

6. Evaluate the suggestions offered by the library users 

7. To assist the Librarian in formulating general rules and regulations which 

govern the functioning of the library  



 
 

8. To work towards modernization and improvement of Library and 

documentation services 

9. To contribute a wider vision in building the future shape of Library services 

10. To take action against the users in case of any misbehavior which is 

beyond the control of the Librarian  

11. To take decision on the un-service-able/old books, missing/weeding 

out/write off books to replace.  

12. To approve the minutes of the previous Committee meetings.  

13. To recommend the requirements like building, furniture and other fittings 

in the library. 

WORKING HOURS OF THE LIBRARY:   

The library remains open from 7.00 am to 5:30 pm throughout the year except 

Government declared holidays and all Sundays without break for different type 

of functions like reference/issue/return of books. The library staff served in two 

shifts. During examination days working hours of the library extends up to 7:00 

pm by the demands of students with the prior permission of the principal. 

 

Beside library working hours the librarian is available online for 24 hours to 

provide the urgently required information and reference service for the faculties 

of the college.  

 

MEMBERSHIP:  (STUDENTS, FACULTY AND EXTERNAL MEMBER) 

How to get membership: 

Only bonafide students, faculty and staff as registered member are 

allowed to use the library.  

 

STUDENTS: 



 
 

Students have to get membership for the use of library facilities they have to fill 

up membership form in appropriate format provided by assistant librarian. The 

filled membership form have to be submitted to the Asst. librarian. At the time 

of admission students will get the library ID card with college ID and they have 

to fill up the membership form provided with library ID then they will get 

barcode on library card. 

To get membership students have to submit 2 passport size photo with 

membership form. 

 

FACULTY : 

College faculty also get the membership after filling and submission of 

membership form in appropriate format with one passport size photograph 

provided by Assistant Librarian. The newly recruited staff has to submit 

application by proper channel to the Asst. Librarian duly signed by the Principal. 

After receiving the furnished application form Bar-coded transaction book 

allotted with transaction employee number to the faculty for transaction. 

 

Students and faculty can also download the required form from the 

college/library website. 

As per the decision of library adhoc committee the books can be borrowed is 

limited to members as follows –  

Category No. of Books Issue Period 
Senior college teaching faculty 

(Aided/Regular) 

35 30 days 

Junior college teaching faculty 25 30 days 

Clerical staff 15 30 days 

Unaided teaching staff  10 30 days 



 
 

Subordinate  staff  5 30 days 

Students  1 8  days 

External Member 1 8 days 

EXTERNAL MEMBERSHIP:  

R. H. Save library is very rich in terms of collection of books, reading material for 

all type of users. All type of reading materials is also available to users of 

different age groups. Ex student/faculty and local persons from palghar region, 

any outsiders with reading habits can use this rich reading collection getting 

external membership of the library. The interested and habitual reader have to 

fill up the  external membership form available with library clerk  against 

recurring deposit of Rs 500/- (Refundable)  and registration fees of Rs 250/- (Non 

– Refundable) along with filled form with photographs. The users will get only 

one book or the no. of books valued to deposit at a time. The membership is 

valid for only one year membership can be extended for another year after 

paying library fees 250 Rs. He / she has to return the books before completion 

of the year.  

 

BORROWING FACILITY: 

There are two sections in the library to borrow books to the users i.e. 1) 

Textbook circulation counter and 2) Reference book circulation counter. 

borrowing counters are generally managed Library clerk with the assistance of 

library attendants. students or users  get only one book at a time  at any counter 

against their library card for the limited period of one week. They have to return 

the book within a week and can get another book returning the previous one. 

Books to be borrowed by faculty members from the library clerk Competitive 

books, Magazine and Periodicals to be borrowed by Library staff deputed in the 

reading hall. Competitive books, Magazine & Periodicals are permitted only 



 
 

inside the library and will not be issued to the users outside the library or to take 

to home in any situation. 

 

BORROWING RULES :  

1. One Book is issued to the Students against their Library card for limited  

Period of one week. 

2. Books in demand may not be renewed.  

3. Readers are responsible for books issued to them 

4. The maternal such as Dictionaries , back values of periodicals and other 

reference are available within the library  

5. Library Card is not transferable students are not allowed to sub – lend the 

books of the library to other students 

6. Borrowers must see the Physical Condition of the books before issuing 

otherwise they will be held responsible for any damage at the time of return. 

 

OVERDUE CHARGES : 

1. Borrower should return the book on the due date stamped in the book issued 

2. After due date the Borrower has to pay time  R.S. 1/- per day , while charging 

the fine holiday will be Counted 

3. The Borrower shall be responsible for any damage or loss done to book 

borrower by them shall be required to replace such material or to pay the 

double. 

BOOK SELECTION, PROCUREMENT & ACQUISITION PROCEDURE 

Book Selection: 

Selection and procurement are the important function of a library for a 

collection of documents for effective and potential use. It has been traditional 

for the faculty to take part in book selection procedure. The faculties have to 



 
 

recommend books and other publication through requisition form available in 

library. In starting of academic year teaching staff are informed to fill 

prerequisite requisition form and submit to the library clerk. Besides this Book 

review, Publisher catalogue are also a basis for recommending books for the 

library. The library circulates publisher’s catalogue to the staff informing them 

about new publication. 

BOOK EXHIBITION: 

Library arranges book exhibitions through publishers for obtaining books 

recommendation. 

BOOK PURCHASING PROCEDURE: 

After receiving requisition of books library staff check for duplication and find 

out exact details of the title recommended. On the recommendations of the 

faculty the library purchase multiple copies of only those books which are found 

to be in great demand. Library staff then prepare the final list of books. The 

library place orders with well recognized vendors based on their performance 

like speed of supply, adherence to the terms & conditions. The discount insisted 

upon would be a minimum of 20% on the reference books and 10% on 

textbooks. The exceptions would be Govt. publication and nil discount items. In 

case of multivolume books and encyclopedia efforts made on to obtain higher 

discount. 

ACCESSIONING AND BILL PROCESSING: 

Once the books received in the library along with the bills, the price of each book 

and discount rate are verified. Library staff crosscheck the details of the books 

are matched with requisition form and check physical and general conditions of 

the book.  Entry for each book is made in the Accession register which has all 

the relevant details of a book like its price, publisher, vendor, year of publication, 

class no etc. library is computerized with SOUL library management software 



 
 

after verification and register entry library staff takes all the books for computer 

entry. Then the bills are processed for payment with the Accession number 

entered against each item. Librarian certified above procedure before 

forwarding bill to  principal for approval of payment and send to  accounts 

section for the disbursement of payment, while billing foreign exchange 

conversion Good Offices Committee (GOC) rates followed and finally prepared  

database to maintain billing record. 

TECHNICAL PROCESSING: 

This work starts after accessioning of the book the classifier generally librarian 

or Asst. librarian classify and assign call numbers  after verifying the content of 

document. This process helps to students to find out books place in the library. 

For the classification point of view Dewey decimal classification (DDC) system 

used. Cataloguing is the process of preparing catalogue of the book. Library 

catalogue act as a medium between the author and reader. 

Bibliographic details of each registered book in accession register entered in to 

cataloguing module of the library management software SOUL which used in 

library for library automation, according to AACR2 standards for complete 

bibliographic details such as title, author, publisher, place of publisher, 

publication year, vendor, price, class number etc. for computerized catalogue 

which called OPAC. 

After the process of classification and cataloguing books are forwarded for 

technical section where stamping, labeling and barcoding of books.  Sticks the 

barcodes on the first, and title page of the books. After this process book card 

prepared and laminates the books finally makes arrangement of processed 

books into shelves on order of classification. 

SUBSCRIPTION OF JOURNALS: 



 
 

Provision of Adequate annual fund approved for Journal subscription and 

renewal in Annual Budget and put for approval in Library Advisory committee. 

The Process of renovation done at end of December and early June and 

subscription are continued without any discontinuation in issue. Journals 

subscribed directly from the publishers regarding with International Journal 

subscription payment made after verification of foreign conversion rate, proper 

Bill register has been maintained of all invoices passed for payment after 

receiving of all Journals issue get bound and kept on shelves. In Case of non 

supply of Journal issue or missing issue reminders send to the publishers. After 

ensuring those Journals received in the library is taken for processing and 

physical verification, stamping, Labeling. 

WEEDING OUT AND WRITE OFF POLICY: 

This is the important function of the library and this policy is adopted after the 

permission of the principal and management after every 5 year. The library 

reading material which is damaged due to frequent use, damage due to pest, 

termite, obsolete titles and the collections which is out of syllabus at present. 

Every library staff is involved to sort out and find out the titles and listing of the 

books is being done by library clerk. The final book list to be weeding and write 

off placed in front of principal and management for the approval to implement 

weeding and write off the books. After proper approval from the management 

authority all the said books is exhibited openly in library and all faculties are 

invited to select the books to keep again for reuse. After selection final list get 

approved from management and placed for sold at very low nominal price to 

interested students and faculties remaining books are also donated to the public 

libraries then all remaining titles disposed as junk paper to Kawadiwala.  

AUTOMATION OF THE LIBRARY: 



 
 

The concept of automation was centered on the use of computer for 

housekeeping operations and information services. Library has installed the 

library management software i.e. SOUL software for the in-house operations like 

Acquisition, Cataloguing, Circulation, and Serials Control etc.  

 

OPAC:  

This is online catalogue which provide the information regarding availability of 

books. Entering search keywords like title of books, author of books, name of 

publisher and the status of library collection. OPAC is available in our college 

library. Student and faculties can search their required books through OPAC. 

There is one individual system is placed at the entrance of the library, where 

anyone can search the reading material through the system. The stepwise 

instructions regarding how to use OPAC displayed closely to the system. 

WEB OPAC:  

Web OPAC is also known as OPAC that uses a Graphical User Interface 

(GUI) access via the World Wide Web and also it is provided on library website 

as one individual module.  

LIBRARY SERVICES AND FACILITIES: 

Reading Hall: 

Library has spacious reading hall can accommodate 200 students at a 

time, Reading hall is well equipped with comfortable chairs and tables for the 

users so that they can sit & read. Readers have to show their college ID at the 

entrance and scan barcode on ID card to login to account. Bonafide students of 

the college have to right to use reading hall. 

In Reading hall there is a special section of competitive exam books, 

current magazines and periodicals. To serve the reading material to the 



 
 

student’s library staff is always ready to fulfill the demand of the students of 

reading material. Library staff is deputed to maintain peace and silence inside 

the hall. Readers should not scribble on table tops or damage them. More than 

four hundred students availed this facility of  the reading hall in a day. 

 

 

BOOK BANK SCHEMES: 

There are two book bank schemes available to the college students.  

Backward Class Book Bank Scheme : 

Backward class book bank scheme is run and funded by Mumbai 

University, Mumbai only for the SC, ST, SBC & NT caste students studying at 

degree and PG level. 

To get benefit of the scheme the students have to take book bank 

application form from library clerk and submitting it with true copies of caste 

certificate and mark sheets library clerk. The meeting of the students with 

principal and Librarian organize within a week after submission of application 

form.  only those students gets books who attended the said meeting. After 

meeting held, there will be notice on library notice board regarding the 

distribution of books with respective dates. As per the dates allowed to the class 

they have to come in library and  to take the books from library clerk.  The books 

distributes to the students only as per the syllabus for a year. The students 

should carefully and sincerely use the books and have to return the books in the 

library just after completion of their exams. If they failed to do so, their mark 

sheets will be held till the return of the books. 

 

COLLEGE BOOK BANK SCHEME: 

The other book bank scheme is run by our college and is only for the 

Economically Weaker needy and meritorious students providing EWS certificate. 



 
 

This scheme is available to the limited no of the students depending upon the 

availability of books. The students will be selected by the selection committee 

constituted by the Principal comprising three members. The books issued  to the 

selected students recommended by selection committee. The books will be 

given to the students for whole a year. The students should return the books 

just after completion of the exam. If the failed to do so, there mark sheets will 

be held till he/she return the books. 

 

BEST READER AWARD:         

 R. H. Save library offered awards to the students in two categories i.e. best 

Reader Award and best library users award.  

 

Best reader award is for those students who register their names in the library 

after their admission in college. They have to register his/her name to Lib clerk. 

Students have to take books from the concern staff, students will be given an 

extra library card against deposit of 100 Rs/-(refundable). The Best Reader 

Award will be selected on the basis of their book reviews submitted by the 

students and personal interview conducted by library comprising senior faculty 

and librarian.  

 

The best library user award is given to those students who use library resources 

frequently in the current academic year. This information will be generated from 

the system and the most frequent user name will be finalized.  

 

The winners are declared at the end of the academic year in prize distribution 

ceremony. Best awardees will get a set of books and certificate for the first three 

rankers of each category. 

 

INTERNET ZONE:  



 
 

Library has well set up of Internet zone with 25 computers it is adequately 

specious as per the need of the users, 25 students can use this service at a time. 

In this zone only bonafied students can get entry providing their library ID cards. 

They should not take their own material inside the zone. This service is totally 

free of cost with unlimited time but only in official hour. 

The users have to maintain silence in the zone. They have to maintain all the 

equipment connecting all the cables, wires as it is for the effective use of 

internet. Students have to follow the following rules very strictly and carefully. 

If anyone failed to follow the same he/she will be permanently debarred from 

using the internet zone. 

 

RULES OF INTERNET ZONE: 

 Connecting Mobile or any external device to computer strictly prohibited. 

 Do not install any software without prior permission  

 Online chatting/dating, browsing of social networking sites, playing games 

downloading movies/songs are strictly prohibited in this premise. 

 Changing the setting and display of computers, removing land coed, key-

board and mouse from the computers are not permitted. 

 Take permission of the Librarian before connecting pen drive or external 

devices. 

 Turn off the computers after work is completed. 

 In case of computer problem contact to IT Technician in the library. 

 Moral and ethical behavior is expected from the Internet users in the zone. 

 Strict disciplinary action will be taken against the defaulters. 

USER AWARENESS PROGRAMME:  

Library arrange the user awareness programme to orient the fresh   and newly 

admitted students in the college in the beginning of every  year. The orientation 

programme is arranged in such a manner that they will be fully aware about 



 
 

library before going to the library. The Librarian orients the students through 

PPT explaining rules and regulation, services, sources, caring of the books, about 

staff, issuing, returning and fine and all the rules to be followed by the student. 

With regards to the date time and place circulates in every class to inform the 

students to attend by notice. The attendance to the programme is compulsory 

to all newly admitted students in the college. Beside this, the awareness 

programme is conducted when requested by user from time to time. 

EARN AND LEARN SCHEME: 

This scheme is run by our college to help the economically weak and needy 

students. This scheme is for limited number of students. The students selected 

in this scheme few of them works in library throughout the year for 2 to 3 hours 

daily and they get certain amount to meet their educational requirements. 

ONLINE E RESOURCES:     

Library has subscribed N-LIST (National Library Infrastructures for Scholarly 

Content)database launched & managed by UGC availing thirty three lacks e-

books and eight thousand e-journals for the effective use of this database faculty 

have to take login ID and password from library IT Technician. 

This database is very rich in collection and provides useful e-resources to the 

students and faculties. The main feature of the database is once any users get 

user ID and password can access Information and required e-material anywhere 

anytime on their own pc and access available on their smart phones.  

INTER LOAN LIBRARY FACILITY: 

Library has taken Institutional Membership of British council Library where users 

can access e-resources of this library and demand the resources which are 

available to this library but not available in our library. All possible efforts must 

make to make available all learning resources needed for the faculty and 

students through this service. 

LIBRARY WEBSITE: 



 
 

Library has its individual website and also linked to our college website. In library 

website provides the information regarding library services, collections, rules & 

regulations, issuing of books, library hours, library staff and all required 

information of the library. 

Website also provides online e-links to search information and open access e-

resources. There is a special module for the student to download previous years 

question paper, previous and current college magazine, membership form, 

requisition form. 

NEWS PAPER CLIPPINGS: 

The library is subscribing number of newspapers. Every day the newspapers are 

containing very important news in special edition on various subjects which are 

very useful to the readers. Depending on the usefulness of the information 

available in the newspaper, it may be cut/photocopied and arranged subject 

wise and kept in the library files for the use of readers. 

EMPLOYMENT INFORMATION SERVICE:  

In view of fulfilling students need regarding proper authentic employment 

information. Library every day displays the new advertisements regarding 

coming competitive examinations, recruitments, walk in interviews on library 

notice boards so that eligible & needy candidates can responds to the concerned 

advertisements, notifications & declarations.  

REPROGRAPHY:  

Reprography service is facilitate to the students and college faculty charging 1 

Rs/- per page. Reprography service regarding the books is partly available due 

to the resolutions and reprography laws to keep the right of writers and 

publishers. This service is managed by Mr. Roshan Patil. This service is available 

from 10:00 am to 5:30 pm. only.  Its goal is to bind and preserve the torn books, 

periodicals and other rare collection of the Library.  



 
 

REFERENCE SERVICE: 

All type of reference books, i.e. Encyclopedia, Dictionary, Directories, Yearbooks 

are available in the library. The collection range from general to subject specific 

sources. Users can get the assistance directly from the library staff for any quires 

in proper communication with sophisticated ways. 

 

LIBRARY EXTENSION SERVICES 

New arrivals Display:  

Library displays new books which enable library users to aware about new 

collection of the library. They can familiarize themselves with latest 

developments in their interested field. As and when the library purchases new 

titles displays  in the “New arrival Stand” for the benefit of reader. 

BOOK EXHIBITION:  

Exhibition on specific topics would help readers to be aware of the kind of books 

already available in the library. Library arranges the book exhibitions on 

different occasions like Ranganathan’s birthday (Librarian’s Day), Library  Week, 

Independence day, Republic day, Teachers‟ day, college annual function day etc.  

to motivate the users to read the books, the library should arrange.  

ORGANIZING TRAINING PROGRAMS: 

The library organizes training programs  for the library staff to know the latest 

developments in information technology and resource sharing. By these, library 

staff can update their knowledge to help the readers in information searching 

and providing. 

PREVENTIVE MEASURES: 



 
 

There is no property counter and specially deputed staff at the entrance of 

library. Hence, library follows closed access to the reference book and 

specialized collection. 

Provision of adequate lighting, fans has been adopted. Also library staffs monitor 

the library deputed in each section. 

LIBRARY SECURITY SYSTEM: 

Closed circuit camera system (CCTV) has been installed in the Library for the 

Security and safeguard of the Library resources. The Library has installed –

Cameras across different sections of the Library for monitoring Librarians 

section has a LCD monitor where the (CCTV) feed is provided and access to 

recording of the footage. Besides of this Library Attendants monitor at stack 

rooms and study Places.  

BEST PRACTICES: 

1. Computerization of library with standard software. 

2. Inclusion of sufficient information about the library in the college 

prospectus. 

3. Compiling student / teacher statistics 

4. Displaying newspaper clippings and a clipping file maintained periodically. 

5. Career/ employment information services 

6. Internet facility to different user groups 

7. Information literacy programmes 

8. Displaying New Arrivals 

9. Conduct book exhibition on different occasions 

10. Organizing human library programmes 

11. Instituting Annual  Best Reader and Best User Award for students 

12. Organizing competitions annually 

13. Compiling a list of Current Serials/ catalogue of journals 



 
 

14. Updating and maintaining library website 

15. Maintaining useful statistics regarding the use of the library and displaying 

them on 

16. the library walls  Compiling checklists on different subject/topics as a part 

of documentation service 

17.  Library Committee formation 

18.  Distribution of useful handouts 

 

General Rules and Regulations: 

1. Identity card is compulsory for getting access to the library. 

2. Student members have to show their library I.D. While enter the library and 

Scan “Barcode,” which is on I-Card to log into account. 

3. Books removed from the shelves by students, if not required for reference, 

should be kept on the book trolley or on table nearest to them. Please do 

not try to shelve them yourself. Please remember that a book misplaced is 

a book lost. 

4. All the students/scholars are required to bring one of their recent 

photograph (Passport Size) while applying for Library membership 

5. All users are requested to keep their mobiles switched off or in silent mode 

in the Library. 

6. Beverage and Eatables are not allowed inside the Library. 

7. Before leaving the Institute, the member should return all the publications 

issued to him/her. 

8.  Files, Bags, personal text books are not allowed inside the library. 

9.  No person shall write or damage or make any mark on any book journal or 

other materials belonging to the library. 



 
 

10.  Before leaving the Library the reader shall keep on the table any books / 

periodical which he/she has taken for use. The same shall not be kept back 

on the shelf by the reader to avoid misplacement. However the books 

borrowed from the text book counter have to be returned to the counter. 

11.  Maintaining peace silence in the library is a must. 

12.  Loss of borrower card has to be reported immediately to the Librarian in 

writing. 

13.  Dictionaries, back volumes of periodicals, project reports and other 

reference are available within the library. 

14.  Borrower tickets are not transferable.  Members are not allowed to sub-

lend the books of the library to other students. 

15.  Member should take care of their personal belonging the library is not 

responsible for any claim of loss of such articles in the library. 

16.  Smoking and consuming Chocolates, Gutka etc,. In the library is strictly 

prohibited. 

17.  Any infringement of the norms and procedures will render the student for 

strict action including cancellation of admission 

18.  All cases of disregards of these rules will be reported to principal for 

appropriate action. 

DUTIES AND RESPONSIBILITIES OF THE LIBRARY STAFF : 

Librarian  

Librarian is  a head to the library and information knowledge resource 

centre, responsible directly to the principal of the college. The primary function 

of the librarian is to facilitate and provide all learning resource programme. 

Librarian Assume responsibility for the daily operation of the Library  and  the 

implementation of the collection development, services, public relation and 

immediate supervision of the library staff. 



 
 

JOB DESCRIPTION  

1. Assist in the preparation of the Library budget 

2. Implement the collection development process and planning and 

developing of the library 

3. Supervising the process of cataloguing and indexing of books and 

periodicals. 

4. Provide reference services as needed. 

5. Orienting the users towards effective utilization of Library services. 

6. Assume primary responsibility of managing the maintenance of print and 

non-print materials and equipment’s in the library.  

7. Supervising circulation (charging and discharging) of books and learning 

materials.  

8. Arranging for stock verification of library collection and weed-out/write-

off books.  

9. Strengthen library automation, e-library-digital aspects.  

10. Maintain records and statistics and submit reports as required.  

11. Provide bibliographic instruction upon request.  

12. Promote and implement mediated instruction, interactive media 

conferencing, and other related emerging technologies.  

13. To attend/participate library related meetings, 

workshops/seminars/conference/ orientation programmes/refresher 

courses/any other training programmes.  

14. Organize, train and supervise library staff 

15. Assign and supervise the duties of library staff. 

16. Maintenance and Supervision of library premises.  

17. Initiate and process purchase of materials if any for library. 

18. Maintain positive public relation. 

19. Organize book talks, extension programs, exhibition and displays.  



 
 

20. Exhibit leadership and cooperation with administration, faculty and 

students to formulate foals and objectives of the library services to meet 

the need of the users by the approval of principal. 

ASSISTANT LIBRARIAN  

The Assistant Librarian work under the supervision of a Librarian provides a wide 

variety of work/services and administrative support.  

 

JOB DESCRIPTION: 

1. To check-in, check-out and circulation of library materials. 

2. Perform user registration and transaction activities. 

3. Process new books, maintain circulation records and make reserves on 

requested books 

4. Manage library data and reports utilizing library software systems.  

5. Maintain library materials including bibliographic and other library files.  

6. Train and supervise library clerks and assistants in their job duties.  

7. Assist staff in classification, cataloging, preparing, and organizing library 

materials according to established policies.  

8. Assist readers in finding books and help students and faculties in research 

problems and reference questions.  

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

10. Address administrative issues like colleting fines and managing 

reservations.  

11. Arrange to maintain library clean, safe and organized.  

12. Edit bibliographic record to add or remove items according to current 

library stock.  

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

LIBRARY ASSISTANT / LIBRARY CLERK/TYPIST/COMPUTER OPERATOR:  



 
 

Job Description:  

1. Accessioning books 

2. Cross checking and finding duplication of the requisition. 

3. Data entry of books in  computer 

4. Preparing subjectwise register 

5. Preparing book and journal binding list binding list. 

6. To work under overall supervision of the Librarian. 

7. Cataloguing and indexing of books and periodicals. 

8. Assist the Librarian in supervision and administration of Library. 

9. Keep the books, ready for circulation (if closed access).  

10. Assist the users towards effective utilization of Library services. 

11. An arrangement for the maintenance and repair of books, periodicals and 

other related equipment in the Library.  

12. Arrangement of non-book materials.  

13. Assisting the Librarian in book selection and acquisition.  

14. Managing special assignments/tasks as entrusted by the Librarian. 

15. Circulation (Issuing and receiving) of books and learning materials. 

16. Maintenance of the library registers (Accession/periodical) and other 

statistical records.  

17. Shelving and rectification of library collection on day to day basis according 

to the system of the library.  

18. To work under book weeding out and stock verification work. 

19. Assist the librarian in  Periodical subscription work. 

20. To work under the overall supervision of the Librarian and/or the Assistant 

Librarian. 

21. Assist the Librarian and Assistant Librarian in cataloguing and indexing.  

22. Issuing and receiving of books 

23. Restoring of books and periodicals.  



 
 

24. Completing special assignments/tasks as entrusted by the 

Librarian/Assistant Librarian.  

25. Typing work /library routine work. 

26. Manages and maintain the Library Database.  

27. Any other library works assigned by the Librarian. 

 

LIBRARY IT TECHNICIAN: 

Job Description: 

1. Specialist in  computer applications 

2. Maintain hardware and Networking  

3. Management and maintenance  of  Library Management software 

4. Maintain data back up 

5. Prepare QR code of question papers, college magazine,  

6. Design and templates certificates, banner and book cover 

7. searching for and retrieving information from the internet and online 

databases 

8. Information system design 

9. Managed e-library and Internet Zone 

10. Issue  and manage non book material 

11. Barcode the books 

12. Manage and issue  user ID and password to user of  NLIST Database  

13. Assist in subscription of NLIST  and British Council membership  

14. Updates and manage the library website 

15. Assist students regarding SWAYAM learning platform. 

16. Any other library works allotted by the Librarian. 

LIBRARY ATTENDANTS: 

Job Description: 



 
 

1. To work under the overall supervision of the Librarian/Assistant 

Librarian/Library clerk. 

2. To check at the entrance.  

3. To control at the property counter. 

4. To maintain and upkeep/cleaning of library. 

5. Labeling and pasting.  

6. Assist in book shelving 

7. Sticking and pasting Barcode to the books 

8. Lamination of books. 

9. Maintain the silence in the reading hall 

10. Issuing Library ID and college ID cards. 

11. Repair and binding of books. 

12. To maintain the books and periodicals properly.  

13. To be present in the library for the specified working hours with punctuality.  

14. Any other work assigned by his superiors 

 

 

   

 

 

 

 


