
TheCirculationUnit:

Forthepurposeofthiscourse,moreemphaseswillalsobegiventothisunitsincetheunit

dealsmoreoftenwiththeusersintheirdaytodayuseofthematerialsinthelibrary.

TheCirculationunitofthelibraryistheintegralpartofthelibrary.Itisadivisionoranarm of

thereader�sservicesectionofthelibrarywhichalsoincludethereferenceandthereserve

units.

Thustheunitcarriesoutthefollowingfunction;

- Registrationofallnewlibraryusers

- Keepingrecordsofbooksborrowedandthosereturned

- Takingnoteofwhenthematerialsborrowedareduebackthelibrary

- Keepingthestatisticsoftheunitsactivities

- Sendingover-duenoticetodefaultinglibraryuserswhofailedtoreturntheborrowed

librarybooksafterstipulatedtime.

- Checkingusersontheirwayoutofthelibrarytomakesurethatlibrarybooksarenot

takenoutunlawfully.

THECHARGINGSYSTEM

Forregisteredusertoborrowabooksuccessfullyfrom thelibrary,thefollowingprocess
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N: VisualArts

NA:Architecture

NB:Sculpture

NC:Drawing,DesignandIllustration

ND:Painting

NE:̀PrintingMedia

NK:DecorativeArts,AppliedArtsetc.

NX:ArtsinGeneral

ClassSisdividedintothefollowingsubclasses:

S: Agriculture(General)

SB:PlantCulture

SD:Forestry

SF:AnimalCulture
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pageandusuallyintwocolumns.Theyareprintedandboundinabookform.Somespecial

librariesusebookcatalogue.Itisnotsuitableforrapidlychangingcollection,butitcanbe

updatedbyproducingneweditions.

FUNCTIONSOFCATALOGUE

- Itrecordseachworkthatisreceivedinthelibrary

- Itarrangesallentriesbythesameauthorinthesameplace

- Itprovidescallnumbersthatareusedinretrievinginformationmaterials

- Itarrangessubjectentriesinsuchawayitallrelatedtopicsarebroughttogether.

- Itprovidescross-referencetoguidetheusers.

- Itdescribeseachbookorreadingmaterialsthelibrarybyagivenauthortitleandsubject.

AUTHOR

Thisisthepersonresponsiblefortheintellectualaswellasartisticproductionofthecontents

ofadocument.

TITLE

Thisisawordorphraseappearinginpublication,namingtheproductionorworkcontaininit.
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Thisreferstoabriefdescriptionofthebookanditcomesaftercollectionandseries

ISBN

ThisstandsforInternationalStandardBookNumber.Itisimportantfororderingbooks

TRACING

Thereareaddedentryreadingse.g.Jointauthor,subject,titleetc.

Therearethreetypesofcataloguenamely;

Author/TitleCatalogue

TheClassifiedCatalogue

TheSubjectCatalogue

AUTHOR/TITLECATALOGUE

Thiscatalogueexerciseisapplicableonthematerialswheretheauthor�snameortitleis

known.Itisalphabeticallyarranged.

CLASSIFIEDCATALOGUE

Thisisthetypeofcataloguewheretheentriesarearrangedusingthenotationofthelibrary

materials.
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courseorwayalongwhichinformationtravels.Oralchannelsincludeletters,memos,report,

telexetc.

THEIMPORTANTOFCOMMUNICATION

Theimportanceofcommunicationbothtoindividualandorganizationareobvious.Forbusiness

purposesofeverykindandforeverylevelofperformanceandwriting.Insomeprofessionasin

religion,law,politics,communicationistheessenceoftheiractivity.Communicationisusefulin

establishingandkeepingrelationships(formalorinformal)

Inmasscommunication,someofthefunctionsofcommunicationareeducation,information

andentertainment.Throughorganizedandsystematicdisseminationofinformationthese

purposesareachieved.

Inbusiness,effectivecommunicationnotonlycreateawarenessofgoodsandservices

availablebutalsousesappropriatelanguageofcampaigntodrawtheappetiteoftheaudience

totheservices.

Effectivecommunicationbringsharmonyandunderstanding

betweenhumanbeingsandsocietiesbecauseindividualsandcommunitiesunderstandeach

otherbetterandexpressmutualtrustoneachother.

Inwrittencommunication,informationcanbestoredandpreservedsinceitsform isvery

durable.

FORMSOFCOMMUNICATION

Generally,communicationfallsintotwobasiccategories,namely,verbalandnon-verbal.
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Thisinvolvestheuseofgesture,paralanguageanddistancetoconveyideas,thoughtand

feelingsaswediscussthem below;

Gesture:Thisrepresentsthewayormannerwemovesomepartsofthebodyoreventhewhole

ofit.Thisphenomenonisalsocalled

bodylanguage.Sometimes,suchgesturesareunderstoodwithoutanywordsgoingwiththem.

Ifforinstance,onegivesahandshaketoavisitor,thatvisitorwillunderstandthatheiswelcome.

Supposingonemotiontoanotherwithbarehandtocome,thepersonsomotionedcan

understandevenwhennowordsaccompanythegesture.Somegesturehavewelldeveloped

signlanguagewithwhichtheycommunicate.

Paralanguage:Information,attitudeandfeelingscanbeconveybythemannerathingissaid

ratherthanwhatissaid.Ahissatsomeoneisasignofscornordissatisfactiontothatone.

Similarly,thingslikevolumeortoneofvoicemaysayalotaboutthespeaker�sfeelings,

attitudeorhisstatus.Inparalanguage,informationisconveyedbytoneofvoiceofthespeaker

andhiscountenanceratherthananyspecifiedwordused.

Distance:Thisisthegapmaintainedbetweenpeople.Keepingadistancefrom apersoncansay

anumberofthings.Itmaybethatthepersondistanceisunwantedorthatthesourcewantsto

removehimselffrom aparticularsituation.Distancetotallycutsoffpossib/pnbsp;Inmost

cases,periodicalsarenotborrowedoutofthelibrarylikebooksunlessinexceptionalcases.

Theyareusedorreferredtointhelibrary.Thisisbecauseoftheirfragilenature.quot;"ilityof

communication.However,distancecanbebrokenbyfriendsandcolleaguesbutstrangers

cannotpenetrateit.

ADVANTAGESOFNON-VERBALCOMMUNICATION

ItcangiveadditionalinformationtocommunicaTheyprovideimportantquotationstionbythe

useofgestures,action,andtoneofthevoice.Itgivesvisibleactions.Itenhancesoral

communicationbytheprovisionofvisiblemovement.

DISADVANTAGESOFNON-VERBALCOMMUNICATION
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