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TEN STEPS TO REALITY!
I have recently returned to a sole charge Library/Records position  in a small organisation. I am in the process of evaluating present systems and thinking about future plans and it has occurred to me that others in similar circumstances may be interested in my approach to delivering information services in these circumstances.  I apologise in advance to those of you not involved in library processes  but it does seem that the trend is towards integrated information services. I also apologise if what I have to say seems obvious. It is my experience, however, that we often lose sight of basic principles when we are snowed under with competing demands and it never hurts to repeat them. 

Anyway, what follows is my recipe for a taking reality check on the delivery of Information Services in a sole charge position – probably any position, for that matter!

1. Take a customer service approach to your work. Your job will only be safe as long as you are delivering results for your organisation. 

2. Find out what the ‘live’ information issues are in your organisation and address them as quickly as possible. Don’t let problems drive the process - or lack of process. You may need to be a bit creative if resources are scarce. Use best practice as your guide but bear in mind that your management don’t care about the details of how you do what you do as long as you deliver the goods. 

3. Ensure that everything that comes out of your Information Centre is identified. Take a little time to design a simple cover slip to attach to out-going internal mail. 


4. Once you have addressed the immediate concerns and got some basic systems in place you can begin to make a case for better resources and phase in new services as you have the time.

5. Get to know your clients.  Join in morning tea groups, at least occasionally, and support social activities. Become familiar with the work that individuals are involved in and their information needs. This will help you to customize your approach and to offer proactive services.

6. Don’t let vendors drive your processes. Good basic processes are most important and often manual systems are just as effective as automated ones in small organisations. A comprehensive catalogue giving good subject access to your collection is more important than a sophisticated automated book issuing system.

7. Take time out at regular intervals to question everything you are doing. Don’t fall into the trap of assuming that because ‘something has always been done this way’ it needs to continue. Ask the following questions of each process
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
Why do I do this – what is the value of the process?


Is the original reason for doing this still valid?


Is there a better way to achieve the same result?


Could someone else in the organization do it for me, e.g. the receptionist?


What would be the consequences of no longer doing it at all?


8. Take time out to keep abreast of new developments in Library and Information Management. Use some of your budget for your own professional literature. 

9. Keep on training and learning. If your organization doesn’t take this seriously you may need to be prepared to invest in your own future.

10. Work actively on your networks. Maintain membership of professional organisations and join or initiate special interest groups. 


Linda Campbell



TVNZ INSIGHT

TVNZ Archives staffers and General Manager Alan Ferris gave ARMA Wellington a revealing look behind the scenes at New Zealand Television when the chapter held its monthly meeting at the archives’ Lower Hutt headquarters in February.

Mr Ferris, an unashamed enthusiast for the importance and potential of the resource, told the evening gathering that the archives are self-supporting and are run without calling on any broadcast license money.  Its clients are all over the world, as well as in national television companies.

He said that contrary to reports, the TVNZ Archives were not threatened with government plans for selling off into private, foreign hands.  The archives is staffed by a team of dedicated and enthusiastic people intent on providing accurate, swift service to broadcasters and still excited to get archive material out onto the airwaves.  The studios are also the home of director Peter Jackson film processing unit for the Lord of the Rings epic trilogy.

Many of the staff had volunteered to stay behind after work in order to accompany ARMA members and guests around the archive vaults and process plant.  They showed the vast and growing collections of TV film from Channels 1 and 2.  It is kept in a bewildering number of different formats, everything from cine film to digital video, involving the Archives in the maintenance of a large amount of different play-back equipment. 

Michael Steemson


 FOR YOUR DIARY…..

	Date
	

	2 March 2000
	ARANZ Wellington  Monthly Meeting – Thistles and Kiwis – Archives in Scotland and New Zealand.  Venue: National Archives Training Room, 10 Mulgrave St, Wellington.  5.30 pm

	14 March 2000
	ARMA Wellington Members Meeting - Ross Tanner, Deputy Commissioner, State Services Commission speaking about: Developments following ‘Framework for Government-held Information’. Venue: SSC, 100 Molesworth St, Wellington, report to the 2nd floor reception. 12.15pm 

	28-30 March 2000
	Electronic Document Management for the New Millennium.  Queen’s Wharf Events Centre, Wellington.  Contact: www.aicworldwide.com 

	11 April 2000 
	ARMA Wellington Members Meeting - Michael Hoyle, Manager, Statutory-Regulatory Group, National Archives speaking about “New National Archives Standards and other matters”. Venue: National Archives Training Room, 10 Mulgrave St, Wellington. 12.15pm

	9 May 2000
	ARMA Wellington Members Meeting - Tad Howington, President of ARMA International speaking about “ARMA International Policies and Aspirations”. Venue: to be arranged. 12.15pm

	13 June 2000
	ARMA Wellington Members Meeting - Jackie Jean, Information Management Advisor, Land Information New Zealand (LINZ) speaking about  “LINZ Email Policy”. Venue: to be arranged. 12.15pm

	15 - 18 October 2000
	LIANZA Conference 2000. Christchurch. Contact: g.pattie@libr.canterbury.ac.nz

	3 - 6 December 2000
	RMAA 17th National Convention, Sydney. For more information contact the conference secretariat: wscn@convention.net.au 


UPDATE FROM THE MEMBERSHIP SECRETARY

We have members!  In fact, we have 50% more members now than we had last year. Plainly the benefits of membership are being recognised.  The chapter reports from the USA also indicate that we have more members than Tokyo.  How about that for a piece of useful (less) information.

 

Do remember that Associate membership is available.  This membership category manages to bring lots more people into the network.  

The first member of any organisation must be a full member, be registered with ARMA

International and will receive ARMA international publications – subsequent members of the same organisation can be corporate associates.


Corporate Associates

· Must be individually registered by name (this keeps us in synch with other Chapters) 

· Get invited to all Wellington ARMA Events 

· Are on the chapter e-mail list 

· Receive the chapter newsletter

· Can use the chapter library 

· Can claim ARMA negotiated discount to events 

· Pay a membership fee of only $25 (versus $250 for full membership)

· Are not registered with ARMA International 

· Don't get ARMA International publications

Just let me know if you would like an application form.

Helen Hancox

REPORT FROM THE FEBRUARY COMMITTEE MEETING

· A reshuffle of Committee positions has been finalised with Desiree Barnes taking over as Secretary and Kerri Siatiras concentrating on the newsletter and the web-page.

· Discussions were held about what we are going to do with Tad Howington (President of ARMA International) when he visits at the beginning of May. At this stage there will be at least one members’ meeting during the time he is here - Trish is co-ordinating the visit.

· It was reported that there had been little feedback about the mentoring idea put forward by Gillian Oliver in the last issue of FTR - however the Committee is so keen on the idea that we will pursue it anyway. 

· There was also very little feedback about the proposal to increase the charge at the lunch time sessions as a way to raise funds for the President to attend the ARMA International Conference each year, so this will be brought forward as a motion at the AGM in June/July.

· Gillian Oliver outlined plans to develop a module based Records and Information Management programme to be offered through The Open Polytechnic. Trish will be writing to TOPNZ to support the development of such a  course.
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For the Record Editors





Please send us contributions or suggestions for the next newsletter…





Gillian Oliver  - OliGil@topnz.ac.nz


Linda Campbell - Linda.Campbell@ermanz.govt.nz


Kerri Siatiras - kerri.siatiras@nz.eyi.com








FEBRUARY, THE MONTH OF ROMANCE….IN THE FILE ROOM????





Frisky File looking for papers, if you’re sick of lying around unloved on a desk just give me a call and I’ll give you comfort within my covers! x980.





Do you have spare room? My drawers are full and I need to find new homes for some of my papers. Only genuine replies please, to, Big Green Cabinet, Level 3





Lonely East-light binder looking for love in the file room. Please contact  ‘Policy Documents - 10065/35/2’ with classification details….and we can see if its a match made in heaven.





Are you a stray file clip? Then I’d like to meet you! Friendly file cover looking for friendship and romance. Contact LEG 12/3/7 in Stack O.





Like living life on the edge? Then you’re bound to enjoy file hopping. Yes, Wellington’s first extreme file jumping club is now in operation - for those papers that like to change their surroundings frequently. Gather in the file room after 5.30pm for details.
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Your Chapter Committee





PRESIDENT


Trish O’Kane


trish@swim.co.nz


VICE PRESIDENT


Helen Hancox


Helen.hancox@xtra.co.nz


TREASURER


Christine Edney


edneyc@companies.govt.nz


SECRETARY


Desiree Barnes


Desiree.Barnes@treasury.govt.nz


PROGRAMME SECRETARY


Michael Steemson


mike.steemson@xtra.co.nz


MEMBERS


Kevin Bourke


kevin.bourke@usa.net


Jackie Jean


jjean@linz.govt.nz


WEBPAGE ADMINISTRATOR


Kerri Siatiras


kerri.siatiras@nz.eyi.com


LIBRARIAN


Deirdre Wogan


dtw@actrix.gen.nz





ARMA Wellington chapter Web Site http://home.clear.net.nz/pages/arma.wgtn
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