SMALL CAN DO IT IN BIG WAYS

NJLA 2007 SPRING CONFERENCE

NETWORKING:
· Patrons -  They’ll tell you what they need, what they don’t need, what other libraries are doing, what their jobs are, about their hobbies, their family, where they live, their neighbors, & what they’ve read or heard in the media.  Patrons have ideas, talents and are possible donors.
· Vendors – They will introduce new products, offer discounts and special deals.  They are an entirely different network outside of local community.  They know where the jobs are.
· Colleagues – Join small local libraries group or larger consortia.  Seek them out to meet regularly or set up a blog or listserv (all are free).  Support each other emotionally – share your frustrations and your best ideas.  Small staffs, small budgets, & small buildings are your commonality.  Cooperate by sharing programs, resources (digital projector), working on common problems, and building on others’ successes.
· Community - Boroughs/towns might be willing to share meeting spaces, equipment, purchasing options, or staffing in an emergency (you might have to repay in kind).  Consider all other departments: Senior Advisory Council, Health, Police, Fire, Environmental Commission, Historical Commission, Museum, etc.  Reach out to civic organizations such as Little League, Scouts, Woman’s Club (many of these started our libraries), Chamber of Commerce, Rotary, etc.  Become a member and attend meetings.  Religious congregations are another source.  Schools should be eager to assist the Library.
COLLECTION DEVELOPMENT & PROGRAMMING - Subject 
specialization suggestion: beware of a community collection development committee!  Groups involved in stamps, chess, manga, intergenerational reading, dog therapy, knitting, any hobby or craft, tutoring cooperative, community adult education courses can be used as sources.  At the very least all of the above groups can brainstorm for new ideas.  Be available to speak to groups about your Library

PUBLIC RELATIONS
· Free – Be aware of free opportunities for publicity
· Press releases should be professional
· Photos can be digital and sent as an attachment
· Flyers might be a minimal cost – seek printing for sponsorship
· Email news

· Newsletter can be distributed by town, with official notices stuffed in local papers, etc.
· Phone etiquette is important
· Smile (if it kills them)
· Flexibility on overdues, extended circ times, etc.
· Desks should be uncluttered, well organized and neat
· Nametags should be worn by staff
FRIENDS OF THE LIBRARY

They are a valuable resource for not only fundraising, but advocacy and consciousness raising on behalf of the Library.  They can be your best resource.  Beware of power plays by diplomatically explaining that the Board and director run library. 
VOLUNTEERS:

· Sources - All groups previously mentioned are great sources for volunteers Try to cultivate retired librarians, teachers, and other professionals.  Consider the use of manpower for physical labor for repairs, shelving, etc.  It is important to set boundaries on what volunteers do and don’t do.  Do not use on circ desk in place of paid staff.  Treat them professionally – never speak down to them, always be grateful, use time cards or sign in sheets, hold periodic meetings.  Some will not be worth the effort – but you’re stuck with those you have inherited.
· Indiscretion - While they are in building – be indiscrete!  Never talk about staff, trustees, mayor and council, or other patrons except in glowing terms.  Volunteers are not your friends – you are in an official capacity.  Always be solicitous, grateful, kind, generous (offer coffee), optimistic, and enthusiastic.  Treat all volunteers the same regardless of their age..
· Staff/volunteer relations - Assure staff they are not being replaced. Discuss boundaries with staff and explain benefits of using volunteers.  Explain benefits again
· Sensitive areas – Do not give volunteers access to personnel records or patron information.  This should include billing patrons for overdue/lost items.
· Tasks – These can include: craft program prep, shelf reading, some weeding, relocating/shifting/reorganizing shelves, answering phones (could save time for hours, directions, etc. while not loosing the personal contact), unpacking new books and doing prep (dates, order slips), unpacking ILL deliveries.
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