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NOTES FROM THE AUTHORS

In recent years, during our frequent exchanges both domestically and
internationally with our library colleagues in Mainland China, we are often confronted
with questions about the library profession in the United States—questions regarding
the differences between the two cultures and linguistic conventions. It would be
difficult to draw a-line between such distinctions, cultural or linguistic, given their
reciprocally causative nature. Our research on current library information education in
Mainland China has observed absence of training in library English. Despite a few
publications on the administration and operation in US academic libraries, of library
English sentence patterns, or of bilingual dictionaries, there are insufficient works in
this field. The already published works are not very effective in content, which is
either outdated or not tailored to meet the practical needs of professional library
workers.

This book, therefore, is meant to be a handbook for library public services, a
textbook for self-study, and instructional material for in-service training. Our targeted
readers include professional librarians, who have a moderate command of the English
language, library and information science majors and all, who desire to learn about
library services and expressions. Its content matter gives consideration to both cultural
background and professional language; it employs primarily a dialogue discourse set in
actual library operations that cover a full scope of public services. The book comprises
not only popular topics such as “Reference Services” and “Circulation,” but also such

y

topics as “ Specialized Services” and “Information Literacy,” which have not yet
received sufficient attention. In order to achieve a comprehensive coverage, we have
integrated practice at multiple library settings into one U. S. university library service
modal. The English-Chinese bilingual format is used to facilitate language consultation
and comparison. Taking into account the needs of readers at various difficulty levels in
choice of words and sentences, we have used not only simple djalogues, but also
paragraphs of exposition in addition to policy statements, emergency announcements,
and questions and answers of visit sessions. Explanations on relevant cultural

1



background and expressions are provided either in the dialogue discourse or via
“Challenging Questions” and “Suggested Answers” to enhance understanding and
stimulate thinking. A glossary is appended to list words and expressions, some of
which are either not included or explained correctly in other sources. Photographs of
kind or services have been taken of real library settings.

This book, which covers public services, is only our initial attempt for a library
series. We sincerely hope that our library colleagues will kindly share with us their
thoughts on the book, including its concept, its content trade-offs, arrangement, and

so on, in order to help us make improvements in our future work.
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PART 1 INFORMATION SERVICES
H—ar FEMRS

1.1 LEARNING ABOUT THE INFORMATION DESK SERVICES
THRIERAERS

Student Worker Training

FHETEAREI

Information Desk Training g8 &4 15
(Photography by Charles Larry)

Situation ; Jane (J) is a sophomore in the College of Education. She will be
working 10 hours a week at the Information Desk this semester. Mark
(M), the unit supervisor, is training her. P = Patron. K =Karen, the

reference librarian.

# R WOEREF¥ER _FRNFE, XTEPHEERERFREE TE
10 A~/hiF, Shod (M), XAERITE AT A, EFERYIM ., P =124,
K =gUe, SEEAEBER

M: Hello, Jane, we’ll start some training Wi, &, BTSRRI LI,
today. Have you used the Information RUBIABRAEMATEEENHRSE
Desk services before? We?



J: Yes, quite a few times, especially

during my freshman year.

M: What do you think is the most

frequently asked question at the
Information Desk?

J: Let me think. ‘Umm, is it the library

hours?

M: Yes. Library hours could be a lot of

other things besides the building
schedule. There are many different
offices, collections, and service points
in the library. They do not share the
exact hours. On weekends, for
example, the Regional History Center
and the University Archives Unit are
closed whereas some service desks are
open for part of the time when the
library building is open. Therefore,
when the library building is open, it
doesn’t necessarily mean all the
offices, collections, and service desks
are open. We need to find out what

the patron really means by “hours. ”

J: Where do we keep all the information

about hours?

M: Regular, interim, and holiday library

building hours are posted outside the
front entrance on the bulletin board.
Both the building hours and the
Reference Desk hours of the current
semester are displayed at the Reference
Desk. The overall library schedule,
including the main library building and
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its service points for the whole

academic year, is posted on the
library’s webpage. Click once on

“hours” and you’ll see all of it.
J.I see.

M We also receive a lot of “where” type
of questions, such as “Where is the

closest men’s restroom?” “ Where is

the water fountain?” “ Where is the
computer lab?” “Where can I find a
copy machine?” “Where is the student
lounge?” “ Where are the lockers?”

and so on.

J: I don’t really know the answer to all of
them.

M:We keep the library floor maps in the
All the public facility

locations are indicated on them.

top drawer.

J:This is very handy. I’'m guessing I will

use them a lot.

M ; There is other stuff in the drawer, too.
When opening the desk in the morning,
we take out the stapler, the hole-puncher,
and the tape and put them here on the
right side of the service counter. At

closing,, put them back into the drawer.

J:How about the pencils and scissors? Do
we also put these out?

M:No, we loan them at request. We need
to keep the service area neat and clean.
It wil be too messy if we leave

everything out.
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