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ABSTRACT 

The paper discusses the na ture of spe­
cia l libraries. It explains the meaning 
of a mod ern special library as one with 
mod ern li b ra ry fac ilities and equip­
ment and employ ing modern m ethods 
of in fo rma tion s torage and re tri eva l 
sys tems. The objectives and a ims of a 
modern spec ial library are s ta ted and 
the s tra tegies and services which must 
be ad opted in order to achieve them are 
discussed . The releva nce of the objec­
ti ves and a ims are discussed w ith re­
gard to the Gha naia n situation . 

INTRODUCTION 

A specia l library fo rms an integra l part 
of the orga nisa ti on of w hich it belongs. 

The main purpose of a ny special library 
is to prov ide services tha t w ill support 
th e a im s a nd o bj ec ti ves o f th e 
orga n isa tion . A mod ern specia l library 
here mea ns a library w ith modern li­
brary fac ilities like computer, photo­
copier, fax machines d esktop publish­
ing equipment and have access to on­
line d a tabases, internet and elec tronic 
mail. it also uses informa ti on technol­
ogy to s to re and disseminate informa­
tion a nd forms a ne twork with o ther 
libraries. 

For the purpose of this paper the defi-
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nition of a special library w ill be given. 
The objec tives and aims of a m od ern 
special library w ill be g iven . The vari­
ous serv ices to be pe rformed in o rder 
to effec tively implement the objec tives 
and aims w ill be discussed . These ser­
vi ces are current awa reness se rvice, 
bibliographic service, photocopier ser­
vice, inter-library loan, reference ser­
vice, abstracting and indexing service, 
h'ansla tion service and newspaper clip­
pings, Sh'a tegies such as library auto­
mation, conducting user needs survey, 
d eveloping an in-de pth knowled ge of 
sources of informa tion and marketing 
and promo tion of informa tion services 
which mus t be ad opted w ill be dis­
cussed . 

WHAT IS A SPECIAL LIBRARY? 

The term specia l libra ry has va ri ous 
m eanings fo r d ifferent people. ASLIB 
d efines a special library as "a d epa rt­
ment or facul ty responsible fo r the ac­
quisition, indexing and dis tribution of 
reco rd ed knowled ge direc tl y con­
cerned with the w ork of a specialised. 
orga nisa tion or a special group of us­
ers" (Halm, 1978:6). A special li brary 
is one that limits its scope to a particu­
lar subject o r group o f related subjects. 
For example, the law or art or medical 
library. Other libraries are called spe­
cial because of the form of materials 
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kept. For example map and picture li­
bmries. Spec ial libraries can be found 
in d epartmenta l libra ries of uni ve rsi­
ties ()r government departments or spe­
cia l di visions of public libra ries. They 
can be found in commercial and indus­
trial firms w hich may be government 
o r priva te ow ned and whose a im is to 
nl a ke pro fit o r in n o t-fo r-profit 
orga nisa ti ons like resea rch ins titutes, 
cultural institutions, learned and pro­
fess iona l societies like the Ins titute of 
C ha r te red Acco unta nts. All th ese 
orga nisa tions have different miss ions 
and different levL'is of support but a ll 
spec ia l libraries are alike in the sense 
that they focus on a specific subjec t and 
they prov id e cus to mised se rv ice to 
their parent organisa tion. They have 
the r es p ons ~bility to prov id e th e 
orga nisation with all the informa tion 
tha t will further the organisation's ac­
tivities. 

A special library has special users who 
a rc assoc ia te d with th e m a in 
o rga ni sation of which the library is 
part. The use rs have clea rly defined 
subject interest and they can be clearly 
identi fied . For example in a law library 
the users are mos tly law s tudents, le­
ga l prac titi o n e rs , m embe rs o f th e 
bench, and / o r clients who a ll h ave 
common interes t. The clientele is there­
fore ho mogenous. 

The co llec ti on o f a spec ial library is 
devoted to a specific subjec t or group 
o f s u bj ec ts. I t s h o uld cove r th e 
o rganisa tion' s m ain subjec t inte res t 
and its related topics and it must also 
reflect the needs of it users. In addi­
tion, the resources of the main field of 
inte rest must be developed in greater 

depth. Spec ial libraries place specia l 
emphasis on ma terials which have cur­
rent in fo rm a ti o n and so th e re is a 
s trong representa tion of seria ls such as 
scholarly journa ls, yea rbooks, mem­
oirs, review articles, bibliographies, an­
nua l reports, indexes and abstrac ts in 
its collec tion . These ma te rials could 
either be in print or non-print fo rmat. 

Spec ia l libraries provide specia lised 
informati on se rvices fo r the ad va nlage 
of the organi sa tion w hich p rov ides its 
fin ancia l suppo rt and the manner in 
which the service is prov ided is w hat 
distinguishes it form o ther types of li­
braries. 

The libra ry s ta ff of specia l libra ri es 
must be highly qualified in order to 
rende r effec tive service. Very often 
they have specia lised training in a par­
ticular subjcc t and informatio n re­
trieva l (A lemna, 1989) . 

AIMS AND OBJECTIVES 

A special library bcing part of the pa r­
ent organisa tion should have specific 
clea rly defined objectives and aims that 
are designed to mee t the info rmation 
needs and interests of the users of the 
parent o rganisa ti on and these a ims 
must be such that they can be achieved . 
TI1l' inlTl' c1 se in d emand for interna­
tional C()Ye r,lge of information, increase 
access ib ility and more timely delivery 
of infu rm<l tion has made it necessary 
for the librarian to look for more effec­
tive ways to serve its users. A modern 
special library will have the following 
objec tives and aims: 

OBJECTIVES 

The main objective will be to provided 
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tin,ely information either elech·onic;aIly 
or in print on demand and in anticipa­
tion of demand in a form tha t is needed 
to support the ac tivities of the parent 
organisa tion . 

AIMS 

~ To provide an effective library ser­
vice for the users and to support the 
aims and objectives of the parent 
organisa tion . 

~ To maintain a full awareness of all 
potential information sources and 
to be able to get the best informa­
tion quickly and cheaply and ap­
propriately packaged. 

~ To promote the use of information 
technology in data manipulation 
and management. 

~ To promote the education of practi­
tioners and other users interested 
in the use of information technol­
ogy, 

~ To market and promote the library 
se rvices through abstracts, re­
sumes, bulletins, reports, bibliogra­
phies and contacts with individu­
als. 

~ To form networks with other li­
braries. 

THE GHANAIAN SITUATION 

With the increase in the number of sci­
entific, business, technical and indus­
trial research in Ghana, many 
organisations have found the need to 
establjsh libraries which will serve the 

~nfolimatidn needs of the organisation . 
. Most\pf these organisations are en­
gaged irt.agricultural'research because 
Ghana is an a'gficulturaI' country and 
so w e have quite a number of agricul­
tural libraries , . Presently there .are 59 
agricultural related '~nstitutions in 
Ghana and 27 of them have library fa­
cilities (Atsodibour,1996). The Minis­
try of Agricultural library is the first 
special library to be set up in Ghana 
around 1890 (Alemna, 1989). There are 
other libraries like Research Library on 
African Affairs, The Regional Institute 
of Population Studies, Institute of 
Chartered Accountants of Ghana, Co­
coa' Research Ins titu te, Medical School, 
Ghana$tandards Board, School of Ad­
ministration, Export Promotions 
Council and the CSIR group of librar­
ies which is m.ade up of 14 institutes, 
namely, Animal Research Institute, In­
stitute of Industrial Research, Institute 
for Scientific and technological Infor­
mation, Science and Technology Policy 
Research Institute, Water Research In­
stitute, Oil Palm Research Institute, 
Plant Genetic Resources Centre, Build­
ing and Road Research Institute, For­
estry Research Institute of Ghana, Soil 
Research Institute and Savanna Agri­
cultural Research Institute. The rea­
son for establishing these libraries was 
the recognition of the fact that librar­
ies play an important role in support­
ing the research activities of these 
organisations. Their development 
have been affected because there is a 
continuous decrease ' in the financial 
allocations of the parent organisations. 

In general library services in Ghana at 
all levels were considered to be per­
forIping well in that they were able to 
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m ee t the in fo rma tion need s of their re­
s pec tive clienteles until the la te 1970' s 
w hen the s itua tion s ta rted to d ecl ine. 
The s itua tion of agricultura l libra ries is 
conside red critica l (ISNA R, 1989). 

Materials 

The m ater ia ls in most of the spec ia l Ii­
bra ries a re outd a ted and o f little use to 
th e resea rche rs (Alemna, 1989). Thus 
it is di fficult to obta in current in fo rma­
tio n . Impo rta nt journa ls a re no t ava il­
able and those that nrc ava ilable a rc re­
ceived late . There are virtua lly no com­
plete runs of se ria ls. No n-book mntL'­
ria ls like microfilms and fiche a re no t 
ava ilable in m os t of the libraries. They 
lack modern reference tools and equip­
m ent. The re la tive ly wea k and sm all 
co llectio ns cou)'lled with poor acquis i­
tion po licies has affec ted the services 
provided . Thus the existing facilites 
and lite ra ture resources canno t su pport 
th e ex is tin g research work. Inte r-li­
brary loa n and o the r co-o pe ra ti ve ef­
fo rts a re non ex is tent. 

C urrentl y mi c roco mpu te r s can be 
fo und in a few of the libra ries as well 
as C D-RO M facilities. A few o f th e li­
bra ri es have pho tocopiers and a ir con­
ditioners to p ro tect their m a teria ls from 
d derio ra tion . Specia l libra ri es with 
interne t and C D-ROM fu cilities arc able 
to obtain current information on time. 
The Ins titute for Scientific a nd Techno­
logica l Info rmation (I NSTI) now has 
"T h e Esse ntial Elec tron ic Library 
(TEEA L) compact disk and this has 
irnproved access to current information 
for som e o f th e special libra ries. INSTI 
is a lso the focal point in Ghana for the 
d elivery o f Question and Answer Se r-

vice fo r Ghanaia ns . This serv ice is be­
ing spo nsored by The Technica l Cen­
tre for AgriculturLl l a nd Rura l Co-op­
era ti on (CTA). 

Staffing 

Mos t o f the spec ia l libraries presently 
h ave profess iona l librar ians w ith bas ic 
LJu a lifica tio ns o f postgradua te di plo ma 
o r Mas ters in libra rians hip bu t m ost of 
them lack the specia lised h·aining in the 
management of in for m a ti on. l'vlos t of 
the libraries a rc a lso unders taffed . 

A fi ve yea r p rogramme to improve li ­
brary nnd informa tion sys tems to en­
hance agricultura l resea rch was s tarted 
in 1991 by the Na tio nLlI Agricultura l 
Research Project (NA RP) . Fourteen ag­
ricultural1ibraries have benefited from 
the pro jec t. Th rough the p rojec t these 
libraries ha ve been prOVIded with com­
pu tors, pho tocopiers, library furni tu re, 
books, journa ls and C D-ROM for se­
lected libra ries. There have a lso been 
som e tra ining fo r the librLl ri Ll l1s in in­
formation m annge mcnt, d a tabase cre­
ation , e-ma il and inte rne t u sage. 

Services 

Mos t o f the specia l libra ries a re mainly 
e ngaged in tra diti on a l se rv ices li ke 
lending nnd reference. Other ex pec ted 
services like selecti ve dissemina tion of 
info rmation , clipping serv ices, current 
awa reness services a nd transla tion ser­
v ICes arc 
lacking in these libraries due to fund­
ing, staffing, ma terials and accommo­
dation problems. The libraries with 
computer facilities have started com­
puterising their libraries collection and 
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th ey a re able to p roduce accessio n lis ts 
fro m it. 

l'v111s t of the libra ries do no t know wha t 
exist in o ther libra ri es . A unio n lis t o f 
ca ta logue and seria ls a rc non existent. 
It is therefo re a difficult tas k for the li­
bra ri an to m ainta in a full awa reness of 
a ll p o te nti a l info rm a ti o n so urces 
w ithin the country. 

The idea of ma rketin g libra ry services 
is a new concept in mos t spec iallibra r­
ics in G hana. A few libra rians have 
quite recentl y been ex posed to it and 
a re in the p rocess o f d eveloping m ar­
ke tin g s tra tegies. At the moment some 
libra ria ns try to marke t and prom ote 
their libra ries through seminars and 
pos te rs. 

The I ibraries o f foreign missions like 
Briti s h Co uncil a nd FAO a re w e ll 
equipped w ith modern library facilities 
and they are able to provide services 
wh ich m ee t the ir aim s a nd objec tives. 

Networking with other libraries 

No fo rm a lise d n e tw o rk h as bee n 
fo rmed a mo ng the specia l libraries in 
Ghana. The CSIR libraries w hich w ere 
sp onsored by NARP are s till in their in­
fantile s tages o f d eveloping an effec­
ti ve ne twork sys tem w hich will m ake 
exchange o f informa ti on easie r. 

Recommendations 

Th e present pic ture is no t as gloom y as 
it u sed to be. There has been progress 
in many fronts in some libraries which 
m ee t international standards. Special 
libraries in Ghana should increase au-

toma tion of informa tion services. They 
sho u lei concentra te on access to infor­
m a ti on tha n acquis itio n. Thi s will 
m ean m apping journal s and d a tabases 
th a t may be useful to the m . T h ey 
should m ake use o f fo rma l a nd info r­
m al netwo rks like interlibra ry loan n et­
works and elech·onic discussion groups 
and profess io na l ne tworks . As online 
access to rem o te d a ta bases a re too 
costly, resource sharing among selected 
libra ries could improve access to info r­
m atio n. 

HOW TO IMPLEMENT THE AIMS 
AND OBJECTIVES 

A sp ecial library will be able to imple­
m ent its aims and objec tives by adopt­
ing certa in s tra tegies and thro ugh the 
serv ices it o ffers. The s tra tegies to be 
ad opted a re libra ry autom a tio n, con­
ducting a survey of user need s, d eve l­
o ping a n in-depth knowled ge of in fo r­
m atio n sources and marketing of the 
serv ices of the library. 

Automating the library processes 

The present grow th of knowled ge d e­
m ands highly organised re trieval sys­
tems. In order fo r a m od ern s pccialli­
brary to offer the full ran ge o f serv ices 
avail able the library se rvices will have 
to be automated. " Library autom ation 
is the use of automa tic and semi-auto­
matic data p rocessing machines to per­
form such traditional library ac tivities 
as acquisitions, cata loguing a nd circu­
la tion" . (Attaullah, 1994:234). 

The use of computers will improve con­
trol over collection d evelopment, con­
trol over operations, it will h e lp with 
the establishment of inter-library co-
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operation and also improve services to 
library users. The use of information 
technology in the special library sector 
is less documented (Furness and Gra­
ham, 1996:23). According to Bri ttin 
quoted in ( Furness and Graham, 
1996:23) "This is to be expected as spe­
cial libraries generally tend to be un­
d er-represented in the literature in 
comparison with other library sectors". 
The availability of microcomputers and 
user-friendly software packages will 
allow the library to create automated 
databases of information available and 
also provide more access to informa-

. tion and special services. Both e lec­
tronic and printed sources of informa­
tion will be needed in order to give a 
well balanced and thorough coverage 
of literature tcMhe users. It is also im­
portant that a computer-based system 
is developed because this will allow 
users to interact directly with the li­
brary and its databases through their 
desk terminals. 

There are various areas one could au­
tom.ate and ca taloguing appears to be 
one of the first that should be tackled 
because of the many advantages at­
tach ed to it. Automation of the cata­
loguing process will increase the speed 
with which n ew materials are cata­
logued . Consistency with which ma­
terials are catalogued will improve and 
this will in turn improve retrieval pro­
cess. The information stored will also 
be more accessible to most people than 
if they w ere held in physical form.a ts . 
The automated catalogue will lead to 
the ease in creating union catalogues 
and shared cataloguing thus making it 
possible for the librarian to locate 
needed information and access them as 

quickly as possible. The library will 
also be able to access large biblio­
graphic databases and networks to bet­
ter serve user needs. The description 
of one document can also be used in 
different layout in different files for the 
title ca talogue, classified ca talogue, a l­
phabetical catalogue and accession 
lists. It will also increase the access 
points and large amountof information 
can be manipulated. Correction to the 
entries can also be made at any time. 

The use of computer ne tworks and 
electronic resources for the announce­
ments of holdings and new develop­
ments along with delivery of reports, 
articles and books will improve ser­
vices. Automation of acquisition will 
help the librarian to detect duplica te 
titl es, to id e ntify mate rials to be 
claimed or cancelled and total cost of 
order which will all in turn improve the 
management of the library. 

Knowing the needs of users 

Before any meaningful information can 
be provided for the right person, a t the 
right time and in the right format the 
librarian must have SOIne idea of w ha t 
the information needs of the library us­
ers are. This can be known by conduct­
ing a survey on user needs, consulting 
statistics on circulation and inter-li­
brary loans. The user needs should no t 
be based on current needs alone but 
also on potential areas of future needs. 
Also by attending meetings and hav­
ing informal chats with the users the 
librarian will have some idea of what 
their needs are. From time to time us­
ers must be contacted to find out any 
new changes in their informa tion 
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needs. 

Knowing the sources of information 

Knowi ng :'o ur sources of info rm<1tio n 
is very important in o rde r to be able to 
provide th e ri g ht info rma tioll to the 
right pellple at the right timc . Books 
arc import<1nt fo r b<1sic inform;ltio n , 
d<1t<1 and facts cmd the bibliog raphi es 
thev contain m ew be used in liter<1ture - . 
seClrchin g <t nd 111<t)' lw co nsulted before 
carry in g o ut a search. A comprl'lll'n­
sivl' knowledge about th e refe re nce 
Jl1 cltl'r iil ls in tlw field of th e p ,lre nt 
,)rgilnis<1tio n is very impo rt,ml. Peri­
odiGl ls which include le<1rned journClls 
published by societies, co mm e rcia l 
pu bl ishe rs, trad e jou rna Is, abstracting 
~l nd indl'xing jl1urnals, rev iews, newS 
illld tech ni l"<1 1 jou rn<t Is, re ports, co nfer­
L'nce proceed ings must be sh.ldied and 
exa mined to enabl e the librarilln to dis­
cove r the varillUS information thev con­
t,lin. 

Pl'riud iC<1ls <1 re ve ry i m port,m t bcc,luse 
the\' cunt,1 in currl' nt inform,ltion which 
is vcry impurt<1 nt for the us, 'rs ()f <t sp e­
( i,ll library. O n-line data b,lses in thl~ 

sub ject area of the orga nis Cl til1n mll s t 
be studied so th a t the right source will 
be con t<1 c ted in times of n eed <1nd in 
a ntic ipatio n o f d e mand . An in-hollsL' 
dClt<1b<1se on useful internet resources 
as \-vell <1S co mnwrci,ll d<tta bClses like 
CD-ROM concernll1g the 
o rgcmisil ti o n 's su bjec t area mlly <tlsn be 
compiled to save bo th th e use r and li­
brari Cl n 's precio us time when informa­
tion is n eed ed . The various mate rials 
both print and non print which arc rel­
eva nt to the activities of the 
orgllnisati o n must be acquired, 
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orgz1I1ised ~1I1d disse111iniltcd . 

Marketing and Promoting Library 
Services 

Market techniqu es and public ity in till' 
<1I"e,1 of librllrv and info rmation services 
is significZlnl. In the modL'rn technol­
ogy L'ra wherebv computers a rt' ch e<l p 
,1Ild the rl' are improved wlIys of acquir­
in g info rmZltio n , if the librClrY d ocs not 
market its services its role in the future 
may be that of a warehouse. The li­
brary must th e refore, ,ldvl'rtise tIll' in­
formation and services which tIll' li­
br<1ry supplies. Very of ten use rs <1re not 
fully awan' o f wh<1t services ,He pro­
vided by the libmry and Wh,lt will ben­
efit th e m a nd the o rg,lIlisation CIS a 
whole <1nd marke ting the services uf 
the library cCl n he lp to solve this prob­
lem. Thus the informcltion sl'rviCl~ mllst 
be public ised and Clny changes must 
b e mad l' known. "Marketing is a 
planned process of identify ing, lIttrad­
in g, sa ti sfy in3 and ga ining support of 
specific user g roups in a mllnI1l'r thClt 
furthers till' goa ls of b()th libmry and 
(1rganisatiull it ser\'l~ s" (Stcrngold, 
1 t)B2:25~). T hus it invo lws a piCllllll'd 
lIpproach whereby the lI ser and libr<1rY 
produ c t arc brought togetlwr to bcili­
t<lte exchange bctwl'en th em . 111 order 
for the librmy to produce a n effective 
service till' Iweds of the use rs must l1(' 
studied Clnd t1w service must Lll' tar­
geted at thesl! needs. T he right infllr­
mation mllst be d e liv(' re d to tIll' right 
person at the ri ght tinw Zllld in the right 
form . If inforITtation is not d e livered 
in the rig ht form and time it cCl n have 
nega tive perce ptions. The sl'rvices pro­
vided mllst be reviewed periodically 
and if they Cln~ not se rving the nCl'ds of 



Grace Annoh 

the users they must be removed and 
replaced with new ones. "Marketing 
can make a meaningful contribution, 
since the kinds of services h'aditionally 
provided by .libraries and the tracti­
tional ways of providing such services 
are viewed by marketers with a new, 
fresh and different perspec tive" 
(Shapiro, 1980:470). Special flyers can 
be prepared to annOj.lnce new products 
like CD-ROM, microfiche or new ser­
vices like bibliographies or on-line 
sea rching. New library materials 
should be displayed and this will help 
to attract the attention of users to the 
library. This may be targeted at par­
ticular users or group or the entire 
organisation. Any appropriate oppor­
tunity should be ceased to make oral 
presentation a1{out the library and also 
get feedback from the users on the per­
formance of the Library. The Librarian 
rnust keep his/ her eyes open for new 
interest of the users. The marketing ac­
tivities should be evaluated from time 
to time to see if they are having the 
desi red impact. 

SERVICES 

A special Library will have to provide 
certain services in order to achieve its 
aims and objectives and these services 
have been explained below. 

Dissemination of information 

Dissemination of information can be 
directed either towards all the staff of 
the organisation both present and po­
tential or towards groups of users or 
individuals. Accession lists, periodi­
cal title lists and abstract bulletins can 
be provided to inform 
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all users about what is available at the 
library. For special groups or individu­
als bibliographies, selective dissemina­
tion of information, periodical circula­
tion, datasheet, informal conversation, 
telephone calls and Literature searches 
can be provided. The library will have 
to decide on the ones that will benefit 
the users most. Some services could 
be combined with others. For example 
a bibliography could be prepared out 
of an abstracting bulletin. The librar­
ian must provide a core collection of 
materials whereby the users can have 
ready access. 

Current Awareness Service 

The users of special libraries want in­
formation and not how to look it up in 
a periodical or catalogue. It is there­
fore the librarian's du ty to deliver the 
materials to the user who is very often 
busy and want to be saved some time. 
Current awareness service is a way of 
making users aware of new publica­
tions that may interest them. Current 
awareness service may be in any of the 
forms mentioned: selective dissemina­
tion of information, accession lists, pe­
riodical title list, absh'acting or index­
ing service. 

Selective Dissemination of Informa­
tion 

This involves maintaining a detailed 
subject interest profiles of the staff and 
they should be notified of all papers 
received which are likely to be of in­
terest to them. A software on current 
contents can be used to provide weekly 
updates to participating users. In this 
case a profile of each participating user 
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is run against the weekly updates of the 
d a tabase and citations tha t ma tch the 
users interes t is ex trac ted and fo r­
warded by elec tronic mail each week 
or sent in the print fo rma t w here the 
user does no t have access to a com­
pu ter. Where the ma terials received are 
in prin t fo rma t they should be scanned 
and compared w ith the individu al's 
subjec t interes t and individuals should 
be informed of the document. Infor­
ma tion sent in fo rmin g users of any 
potentia l useful m a teri al should con­
ta in enough informa tion like title, au­
thor, date of publica tion and an absh'act 
to enable the u ser to decid e whether to 
read it or no t. A document delivery 
component w hich is very important 
should also be built into it. The library 
should therefore se t aside part of its 
funding for this purpose because it is 
no use locating a useful material and 
no t being able to have access to it. Pub­
lica ti o n s sh ould be sca nne d and 
sea rches conducted o n d a tabases to 
identi fy paper published in periodicals 
not taken by the library but relevant to 
its subject interests and reques t fOl' cop­
ies co uld be sent to authors or pur­
chased . La tes t issues of journals should 
be circul ated where the users arc small. 
In the case of a large number of users 
this will be difficult and other meth­
o d s sh o uld be res o rted to . Th e re 
s h ould al so b e fe e dbac k sys tem 
w hereby the library is informed of how 
u seful the information supplied is and 
where there are changes in users inter­
est this should be forwarded to 
the library. 
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Accession Lis ts 

Current awareness may also take the 
fo rm of issuing accession lis ts. The 
purpose of the accession lis ts is to in­
fo rm users of new ma terials tha t have 
been acquired . This may include a 
whole range of ma teria ls from books, 
new period ica l titles web s ites, reports 
trade litera ture e tc. It should include 
th ose acquired fr o m o u ts id e th e 
organisa tion as well as tha t w ithin the 
organisa tion. Wh ere the library is la rge 
a selec ted list covering diffe rent types 
of materia l may be produced. 

Periodical Title List 

Users can be info rmed of the contents 
of journals taken by the library by com­
piling a lis t of them and then circula ted . 
Another method would be to pho to­
copy the table of content and then cir­
culate to m embers but this can be 
cos tly. Another alternative will be to 
circulate the journals but this will de­
p end on the number of journals in­
volved and number of people served . 
The disadvantage of this method is tha t 
there is the danger of loosing the jour­
nal or it ge tting damaged. 

Abstracting Service 

This m ay be compiled by sca nning 
through incoming publications in or­
der to select the ones that w ill be of rel­
evance to the users and then circula te . 
Even though there are conunercia l ab­
stracts they h ave the disadvantage of 
not being tailored specifically to the 
needs of the clientele. 
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Indexing Service 

Ind exl's co mpi le d bilscd o n th e 
librarv's co lleclion will m<1h' rl'lriev,ll 
of ma kriil ls eas il' r a nd Llstcr. Commer­
ci.li ind exes do not cove r all th e 
speciillised milteria ls of the libra ry in 
dl'pth . 

Bibliographic Services 

Literilture st'a rches o n (1n-line d a ta­
b,lSL'S a nd CD-ROf'd m,l\' be conductL'd 
using kL'}' \\ 'o rd s from till' users LlrL',l of 
inlL'rL's llo locate ,1I1d put logL'lher ilL'InS 
w hich may be of ass istance to members 
uf the o rga nisatio n who may be l' m­
b'lrking on new projec Ls ilnd therefore 
need some bilckground info rmation of 
\\ 'hat has been d one in the field. This 
m ,lV illso invo lve scanning throu gh 
jou;'n,lls, tcch;; icil l reports elc which 
m <l)' contain current info rma tio n. 

Reference Services 

T hi s is where information is provided 
in res po nse to C1 specific request. The 
nature of s u ch req u ests va ry from 
simple data enquiry w hich ca n be an­
swered by consulting a directory lo one 
w hich mny require ex tens ive searches. 
ThesL' requests may be mad e thro ugh 
lhe telephone, e-ma il o r personal con­
tad. The prov ision of this servi ce w ill 
provid e the users with need ed infor­
miltion w ithin the sho rtes t time. 

Inter-library Loan 

No libra ry ca n be self sufficient and for 

librMies where the Inilterial is no t avail­
able in its tl\\'n library. Articles which 
appcCl r in jourI1ills no t llL'ld by the li­
brClrv sho uld be borrowed from other 
librari es . But the librClrY should be 
s tron g in its Mea of speciality so that it 
will billTOW from mater ials outside its 
specia li ty and lend to others in its spe­
Ciality. 

Photocopy Services 

Articles that arc need l'd bv the librarv . . 
users should be L"opiL'd a nd supp lied 
Lo them. 

Translation Services 

Transla tio n serv ices may take the form 
of c i ther looking for trans la tions of the 
articles a ppearing in foreign language 
or look ing for persons or orga nisations 
outside the institute th a t will be ab le 
to translate the mate ria l into English o r 
vice versa from Eng lish into another 
language. Thi s w ill enable the clien­
tele to have access to important docu­
ments in o ther la nguages. 

Clipping Services 

This is where info rmation about the 
organisation or any activities which 
a ffec t the orga nisation w hich appear in 
the newspapers a re cl ipped and kep t 
for refe rence. This serv ice will keep 
users abreast with informa tion abou t 
Clnd connected with the organisation. 
T his will heIp to s upp o rt the 
o rganisations aim. 

a specia l library to dble to supp ly the Networking 
right information when it is needed it 
must resort to borrowing furm other The growing costs of acquisition and 
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storage means that libraries should 
s prea d i nforma tion sou rces among 
themselves . Also for a broader source 
of information the library must net­
work with others. This will involve a 
fast and easy communication system 
because when a document is located 
there must be fast and inexpensive 
ways of obtaining them. The librarian 
shou ld form an informal network of 
personal associa tions with professional 
associations like Special Libraries As­
sociation and throu gh that other mate­
rials needed could be obtained. "On­
line ne tworks are vital to the success­
ful operations of libraries. As more ser­
vices involving the transfer and ex­
change of information about library 
material becomes available, on-line 
ne tworks will become an integral part 
of the library environment(Drake, 
1980:515). On-line services will in a 
way replace reference books, hand­
books e tc. and the special librarian's 
know ledge a bou t the clien t' s needs will 
enable him / her to tailor the informa­
tion serv ice appropriately. 

Conclusion 

The main aim of a special library ser­
vice should be directed at the goals and 
activities of the organisation and if this 
is done the library will be able to win 
the support it needs. 

In order for the library to be able to 
achieve its objectives the librarian must 
be part of the decision making process 
of the organisation . There should be 
easy and fast communication with 
other libraries in order to refer inquir­
ies tha t can not be satisfied by the 
library's resources. An effective library 
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must identify its market and offer prod­
ucts that will satisfy its needs. There­
fore the librarian must mee t the users 
and discover their information needs. 
Accurate and authoritative information 
should be provided and it should be 
easy to read. Current awareness ser­
vice must be focused on. The 
librarian's attitude to fellow employ­
ees should reflect his/her interes t in 
their needs. The ahnosphere in the li­
brary must be appealing so that users 
will like to enter and browse materials 
available. The orga-nisation's authori­
ties should be made aware of what the 
library can offer and their demand for 
it so that the necessary funds will be 
made available for the purchase of 
more resources. A computerised infor­
mation system if maintained will bring 
about quick and up-to-date access to 
data. The efficiency of library services 
and the quality of library products will 
improve with the application of com­
puter technology. The librarian must 
become an exper t in the tasks that are 
valued and expand the services that 
will serve the objectives and aims of the 
organisation. The special library must 
prove itself an asset through the value 
of its service. 
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