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Advice

Take notes

Take responsibility for your learning

Ask Questions

Everyone’s opinion and experience is valid

Participate

Share your experiences and learn from each other

Be Present

Stay focused
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Objectives (s5_S cilaal)

Change is happening whether we like it or not! \
Why do we need to change?

Why do we resist Change?

Taking full responsibility of our own actions and growth
Treating our job as our own business

Importance of Communication in Librarian life
Communication to individuals, and groups

Customer Service



OIINUS 3 )54 3 ad pa e ges

 Librarian is sitting and reading books all day

People don’t know what a librarian is about!




But, what ‘ you really do?

 Librarian is in charge of expanding cultural development

* In the new era of information technology communication
IS accordingly changing

OUR JOB AND YOURS IS TO
INFORM and EDUCATE




So, We need ...

We need new expertise and communication skills

In public libraries communicating with clientele and
people is very important

Work ethic is very important in our communication
Patience is extremely important

Have to have a long life education and upgrade
ourselves in our communication skills

Know new environments
Know relevant software and technologies

We can meet the needs of our users only and only if we
listen to the needs







the only constant

1S

change
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"NO ONE WILL
BELIEVE IN YOU
IF YOU DON'T
BELIEVE IN
YOURSELF”
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‘.ll.!/lit[l(.

. —\‘“ "4 - ’




Exercise: Definition of Habit
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“A habit is a routine of behavior that is repeated
regularly and tends to occur unconsciously.”

From Wikipedia



Habit is like a cable.

We weave a strand of it
every day, until it is extremely
difficult to break. In the end,
our habits become either the
best of servants or the

worst of masters

Horace Mann
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Exercise: Name some ba

-ﬁ"'a Cwereating or stress eating
-ﬁ"':‘a Meglecting yourself

-ﬁ"':‘: Stressing out

-ﬁ"':‘a Procrastinating

-ﬁ""a Being a "yes" person

-ﬁ"':‘a Losing your temper

-ﬁ"':‘a Meglecting your family
-ﬁ"':‘: Smaking

-ﬁ"':‘a VWatching too much T

L Compulsive shopping

1:"':"H Being a pushowver

1:"":3 Spending too much maney

1:"':} Being a workahalic

1:"":3 Being chronically late

1:"":3 Megative thinking

1:""‘3 Meglecting your health

1:"":3 Blaming others for your prablems
" Nil biting

1:"":3 Computer addictions

i"'a Lying



Habits
of highly effective people







Your Daily Thoughts

/5% Are Negative

90% Are Repetitive

20,000 To 70,000 Thoughts A Day

0 10,000 20,000 30,000 40000 50,000 60,000 70,000 50,000
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And excuses — Let us write it down

—

What are your
excuses?



It’s the economy
It’s my boss

It’s too difficult.
It’s too risky.

I’'m too busy.

I’'m too old.

I’'m too young.

t of Excuses

* |t’s never been done.

* I’'m not good enough.

* I’'m not smart enough.
* I’'m not good looking enough.
* | can’t afford it.

* I’'m afraid.

* | don’t have time.






EXCUSE,

Ol YOU Calmake

PROGRESS

Your Ghoice.



NO MORE “I'll Do It Tomorrow.”

NO MORE "Buts ..."

NO MORE “| Can't.”

NO MORE “It's Too Hard.”

NO MORE “I'm Too Tired.”

NO MORE "Waiting For It To Get Easier”
NO MORE "Putting It Of"

NO MORE “| Don't Have Enough Money”
NO MORE “I'm Neot Good Enough”
NO MORE “| Would It 1...."

NO MORE EXCUSES
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The circulation desk

... where significant
communication takes place
between library staff and users.




Front desk

* Front desk is where you
pick up the fruits and is
where the Librarian action
IS happening

« S0 you should always be
ready to meet the
clientele and address
their need
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Effective
Communication
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“Coming together is a beginning,
staying together is progress, and
working together is success”
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"Eighty-five percent of the reason you get a job,
keep that job, and move ahead in that job
has to do with your people skills

and people knowledge"
Cavett Robert

48



ART & SCIENCE of Communication




Types of Communication




Intrapersonal

Communicating with oneself
— Self-Talk




Interpersonal Communication

Communication
that takes place
between two
people:

— Face to face
— Phone




Small Group Communication

Communication that takes place between more than two
members

— Group members usually communicate equally




Public Communication

Communication that
takes place in a
large group:

Too large for all

members to
communicate equally
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Communication for effective administration

 Librarian is responsible for the

=

_/
)

control and supervision of a 1
library, and cannot function R )) = J
without good communication '{_

1N\




Communication for effective administration

In order to achieve desired
results:

 Need more meaningful
and understanding
relationship between the
clientele and the staff of
the library




Library Communication

Library communication is carried out within the library and
IN some cases between libraries.

« Communication in the library has two distinct levels:
— Staff communication
— Clientele/staff communication




Importance of Communication

properly, horizontally and gown¥e!
vertically, the library will be well-
managed.

_ \@
. . 9 y “\%
 Where communication flows C gpward Bore
&




WHAT ARE THE
CHARACTERISTICS OF

'y A COMPETENT

COMMUNICATOR?




Basic Characteristics

A wide range of communication behaviors to
choose from in an interaction




 Ability to choose the
most appropriate
behavior for the
situation

« Plenty of practice as a
skilled communicator




"Only those who
constantly retool
themselves stand a
chance of staying
.employed In the
-~ years ahead."

Tom Peters, Author
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Communication facilitates the
achievement of organizational &R Nt // e
goals. e

Good communication gives a
sense of direction and serves as
a guide.




Clients challenges

« Many library users are not even aware of
the various sections of the library and how
and where to locate information and
materials.

« Some of them do not understand the need
to interact with the librarians when they
need information.

« Some, out of pride or shame, do not want
to ask for help and will leave the library
without the information that they need.




of Communication in the Library

- A library that is staffed with ungqualified librarians,
who do not actually know their duties and responsibilities

and who cannot communicate effectively, leads users to
lack interest in using the library.



The Communication Process / Cycle

[ Message

[ Encodes Receiver ]

[ Sender Decodes ]

Feedback ]

68




Business Communication Goals

The Communication Cycle

* Receiver Understanding
* Receiver Response

Sender
 Favorable Relationship Communication

Encodes Decodes

Decodes Channel

69
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“You cannot ’ﬁahge the wmd ‘But
you can adjust the sails!”



&

"Success IS
the sum of
small efforts -
repeated day In
and day out"

Robert Collier
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UNTIL CHANGE

SOM \QLUQDO
DALLY. THE SECRET
OF {Wk SUCLESS

IS FOUND WT\‘&;)P\

DALY ROV

““"”'_‘,"M‘ N T




LTI

b PP

5933 6B BB & HIww) §l
XS ST SRS RURN S VITE
JtiS 5050 60 35 oS Slass Sy

= 2O Ry b7 Py 917m ")ﬂ—pp

l\r—yﬂ% f),—wa—f. - o, AL




IT°S
THE

LITTLE THINGS




All These have
COMPOUND EFFECT










