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The wide array of information resources It's important to consider the challenges
provided by Technical Services of space planning in Technical Services
professionals today blends print and through careful review and analysis of
technology in ways that were not existing and future needs. For example,
imagined a few years ago, when print, plan to accommodate the flow of
microfilm, and microfiche dominated materials, book trucks, and people
library collections and book budgets. through the work area in an orderly

For those who are very fortunate, new manner. A good floor plan should not
or renovated libraries and information have book trucks and people zigzagging
centers provide an opportunity to meet back and forth through the department.
the workflow requirements of electronic, Allow personal space for a variety of

print, and other information formats.
Others strive to accommodate workflow
changes by ingenious reorganization

great for multi-tasking and special needs
such as preservation activities.

Of course, electronic and ergonomic
flexibility should be high on the priority
list. Determine connectivity for
computers, printers, telephones, fax
machines, copiers, typewriters, etc.,

and maximize connectivity points.
Ergonomic flexibility can increase staff
comfort and productivity while helping

and reuse of existing facilities. In either Ergonomic flexibility can increase staff comfort
case, careful planning can maximize the and productivity while helping to reduce

usefulness, efficiency, and comfort of

the Tochnical Servites work atea: absenteeism and chronic physical ailments.

When planning for Technical Services
space and technology requirements,

star with:the follosiog fee. working relationships. Staff who work

* Have one person coordinate planning interactively on a frequent basis may need
and be sure to include staff in the close proximity to one another while
planning process. others may require more privacy. Personal

space in close work areas can be achieved
through careful selection and placement
of furniture and equipment.

e Work continuously with key staff and
bring others into the planning process
as needed.

Remember to provide workspace for

student and temporary employees that

will maximize flexibility and allow

e Consider orderliness and aesthetics; sufficient space. Often students have
provide space for personal belongings. similar class schedules and primarily

work the same hours, a situation that can

require maximum space for intermittent
periods of time. If possible, include a sink,
counter space, and storage for office and
processing supplies. These areas can be

¢ Be sure to maximize the potential for
future flexibility.

* Reducing opportunities for clutter
increases efficiency and is good for
morale.

1 should not have book trucks
ng hek all lnrth through

to reduce absenteeism and chronic
physical ailments. Be sure to encourage
an attractive work environment. This can
be another key factor in enhancing staff
productivity. Administrators should be
willing to spend a little money to help
create an environment that will be
functional and that will also encourage
good morale.

Consult with staff about the details of
daily work as you determine space and
workflow needs. Some factors can be
grouped together such as:

® Mail deliveries and distribution

e Campus mail, package and express
mail deliveries, couriers, etc.

* Mail sorting and distribution
e Mail pickup and/or delivery for the
library, law school, firm, etc.

Acquisitions activities need space for ads,
order requests, invoices, claims, and other
files. Even in the era of EDI, short-term
paper files can be essential in dealing
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