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1. Sources and Types of Information
a. Formal and Informal Sources
b. Conventional and Non-Conventional Sources
c. Researching and Delivering Information
2. Library and Society
a. Library as a social Institution
b. Types of libraries
c. Normative Principles and laws of library sciences
d. Library Legislation: Need and Essential Features, Library
e. Legislation in Nepal, Property Right Act of Nepal, Advocacy in library
3. Library Collections
a. Selection and Acquisition
b. Processing
C. Serials Management
4. Library Management
a. Managers and Their Roles

o

Recruitment and Personnel Policies, Staff Skills, Technology, Budgets

Government Policies and Their Impact on Managers

a o

Security Issues: Job description, Design, Training, Equipment; Users: A Safe Environment,
Appropriate Systems, Accommodation of Differences
Time Management, Working with People and Helping Yourself, Active Listening

Maintenance: Responsibility, stacking shelving-methods, guides, repairs, binding and its types

o «Q —H o

Preserving the intellectual content: Conservation and preservation method, wedding,
rectification, dusting and cleaning

5. Library Cataloging



a. Need, Purpose and Functions of Library Catalogs
b. Types of Catalogs, Elements of a Bibliographic Record
c. Tools used for Cataloging:
d. Copy Cataloging:
e. Cataloging on Computers, The Authority File,
6. Library Classification and Information Processing with Reference to Dewey Decimal Classification
(DDC)
a. Introduction to the text of three volumes of DDC
b. Basic Plan and Structure of DDC
c. Procedure of Assigning Class Numbers in the DDC
d. Practical Number Building in the DDC
7. Reference Works and Services

a. Reference Services: Meaning and Need for Reference Service,

(ox

. Reference Books: Bibliographies and Guides, Indexes, Dictionaries, Encyclopedias,

Handbooks and Manuals, Year Books and Annals, Atlases, Professional Journals,

o o

. Abstract Journals

@

Ready vs. Long Range Reference Service

=h

Reference Service in Different Libraries
g. Awareness Service, Selective Dissemination of Information (SDI), Referral Service
8. Library Statistics
a. Annual report
b. Library statistics and their compilation

c. Preparation of library brochures

9. Library Authority:
a. Needs, purpose, Importance and function: Librarian and library committee, Types of library
committees
b. Library rules and regulation
10. Library Automation:
a.Definition of Library automation and ILS (Integrated Library System), Advantages and features
of ILS,

b. The Acquisition, Cataloguing, Circulation and Serials Module, Potential difficulties of LIS.



c. Library software and its types with different features
11. Computer Networking
a. Introduction to Computer Networks:
b. Network types
c. Network Devices: NIC, Modem, Amplifier, Repeater, Hub, Bridge, Switches, Router, Wi-Fi
devices
12. Information and Communication Technology
a. Introduction, Information Technology (IT), its components and its role in the library
b. Multimedia: Introduction, Building blocks of multimedia, system, data compression,

multimedia application.

FFLER TANT AT AP TAAAHS AR TEIAHH

1. Knowledge of operating systems: Microsoft Windows & their version

2. Knowledge to backup data and store them for further use.

3. Knowledge of essential application programs: a) Microsoft office package (MS word, MS excel, MS
power point &MS Access) b) Data base Programs (Dbase & Fax Pro.) c) Photo editing programs
(Paintbrush, Adobe Photoshop, Macromedia, freehand package etc.) programs

4. Printing & Scanning knowledge

5. Internet& E-mail uses for official purposes.

Evaluation Method

- Typing letters using MS word in Nepali & English scripts

- Design Pvc card using appropriate program

- Maintain the database of AFU staff using MS excel/Access

Necessary to prepare slides of AFU structure and present them.






