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| “Competencies are the abilities, qualities, strengths, and skills required for the success of the employee and the organization” — Sarah Houghton-Jan |
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Development Phase

Identify functional areas within the
library

Identify technology knowledge/skills
(TKS) required for positions <
Identify core TKS «

¥ = accomplished
<« = in progress

Technology Knowledge and Skills List

A B! ¢ |[DIE[F[G[H
Staff Technology Knowledge Skills
Link back J/skill to a task in their job description
3 iz .
Knowledge / Skill LA
General PC | Network Tasks
Turn on PC v ¥l ]v
Turn on / off monitor v vy
Log onand off the PC v |]v]v
Shutdown / restart PC v I/
Change your password v |“|v v
Connect to network drive v [“|¥]¥
Run updates (Windows, Adobe, Java) v vIviv
Connecting to VPN v XXX
Accessing desktop PC remately v Ix|x[x
Windows 7
Use minimize. restore, maximize and close buttons v v |vv
Find folders or files v [v]v]v
FI|EF|D|UE(U(QBNZGUDH L B Ea ki
Making backup copies of files v |[/]v]v
Move, copy, rename or delete folders and files v ¥ Y
Connect a USB (‘flash” or ‘thumb”) drive: v vV
Open and save files on hard drive / USB drive v || ]¥
Utilize Recycle Bin to retrieve a deleted file v Vvl
Use Help v [vIv]v
Check print queue 'l
Delete job from queue v |¥|v]v
Change default printer v |v|v]v
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Implementation Phase

Determine Current Level of TKS of Staff 1.

Members (pre-test)

Develop Training Program for TKS <«
Develop Training Program for Area-
Specific TKS <«

Determine Level of TKS of Staff Members

(post-test)

Project Web site:
www.txmike.com/unthsc/comp

Bibliography: (Major sources)

Core Technology Competencies
for Librarians, ed. Thompson

Library Technology Reports,
March-April 2007

Texas Teacher Technology
Competencies

(See Project site for complete bibliography /
full citations)

Evaluation Phase

Evaluate Training and Modify
As Needed

2. Incorporate into New Library
Staff Orientation

“If you're not helping them learn, you’re
helping them leave” — Bruce Massis

Training Web Site
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2. Lewis Library Technology Knowledoe. X
1 H EALTH Gibson D. Lewis Health Science I
finina LIBRARY
Technology Knowledge & SkillsTraining Page
The links below vill present information to help you master the various tasks on the Lewis Library Technology Knowledge & Skill ist. Below each lnk are
those tasks which are addressed at that lisk
Co XP to Windows 7
A short video showing a few of the similaritis and differences between Windows XP and Windows 7. Ouly watch the first 1 mimite and 30
seconds; the last past has to do with upgrading your version of Windows 7 which you should NOT do on our PCs.
an accessibility tool, will make portions of the screen much larger for readability
d PCs (Bke at the Circ desk), you shoukd only add gadgets approved by the supervisor of the department
1 -- If you bke Snaglt (or simlar programs), some of that functionality bas now been added to Windows 7 in
this tool
The videos above willnot address any particular knowledge or skill but wil belp you feel more comfortable navigating inside Windows 7
* Using e-mad and the
Skip the first past of this video (1:32) on e-mail -- we do ot use Live. The remainder discusses using Internet Explorer 8
« Ein
. ctting

“Core competencies not only define the present, they also ensure a future for the profession” — David Hunter




