Typical Workday

Opening Duties
Unlock, Prepare for Public

Daily Tasks
Emails, Inventory, Book-Drop, Check-Ins

Desk Shifts

Circulation Desk

Reference Desk

Programming
Planning, Creating, Performing

Paperwork
Staff Scheduling

Closing Duties
Lock Up. Prepare for Next Day

Event Planning: 1-3 Months

Discovery

IF: During workday, staff see audience

need See an audience need

Determine if need is widespread
enough to address

IF: During workday, staff does not see
audience need

No need present to warrant new event

“Create event for our
audience’s needs.”

“Staff member 2 has had
at least ten audience
members ask about X in
the past month?” Initiating
Spark
Wants to create new

— IF: Other staff has experienced this event to address need

need
+Intrigued: Listens to audience’s need

IF: Other staft has not experienced
this need

“Staft member 2 has
never heard of anyone
wanting X at the li-
brary”

“Sometimes we can’t fa-
cilitate new event for our
audience”

Not enough need to warrant new

event
-Disconnected: Lack of evidence for new

event

Planning

Initial planning

Work out specifics

Is event an emergency need?

No

Yes

Proceed with regular
event development.

Do you have the resources to create new
event?

Contact staff employees, distributors,
partners, etc.

Gauge availability, time, and budget for
new event

IF: Resources
are available

IF: Resources are
NOT available

Not enough resources to develop
new event

-Disconnected: Lack of resources for new
event

-Frustrated: Audience needs unmet

Can the event get on the calendar?

IF: Event calendar
does NOT have space

and time

IF: Event calendar
DOES have space
and time

Calendar is not available to develop
new event
-Disconnected: Lack of time for new event

-Frustrated: Audience needs unmet

—— Who is the audience?

Secondary Spark

Need for content
to promote event

Children Youth Teens Adults

Contact respective Outreach Coordinator for
the branch

Consider event options

Structure event
Date, Time, Location, Contact Person, Ob-
jectives, Risks, Budget

Finalize event

“Our patrons should hear
about this great event we
have!”

Go back to daily duties until a new need is discovered.

Content Development: 1 Week

Communication

Contact publicist with event information

Publicist contacts Director and AD

Director and AD decide: Is event appro-
priate for audience?

Director and AD contact Publicist

IF: Event not approved

Publicist contacts staff w/o feedback

Event is not appropriate for audience

-Disconnected: New event not appropriate
-Frustrated: Audience needs unmet
-Tired: Event plannnig was unnecessary

-Confused: No feedback from administration
on why event was not approved

IF: Event approved

Content Creation Content Sharing

Materials and information are re-
leased to audience and staff simul-
taenously

Publicist creates and approves con-
tent materials

Publicist decides to release mate-

rials «
I heard about that new event on

Facebook at the same time our pa-
trons heard about it”



