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ABSTRACT 
 
 
 This study aimed to look into the work skills and attitudes of the Library 
Student Assistants (LSA) St. Theresa’s College, Cebu, enrolled during the school 
year 2010-2011 with the end view of coming up with training modules.  It 
specifically sought to determine their profile in terms of course and year, number 
of years rendered as Library Student Assistant, assignment area, and 
performance evaluation rating.  It also investigated the expected work skills and 
attitudes in the technical area, circulation/readers’ services area, and the media 
center/Internet station.  Furthermore, training needs in the abovementioned 
areas were also identified and these served as bases in the designing of training 
modules. 
 The researcher utilized the descriptive survey method in conducting the 
study.  The 14 LSAs were the main respondents, reinforced by the responses of 
five Librarians and the adviser of the Student Assistants’ Association.  
Questionnaire and interview schedules were the tools in data collection with the 
performance evaluation ratings and actual observations.  Simple percentages 
were used in treating the data. 
 The results revealed that there is a heterogeneous composition in terms of 
the courses enrolled in by the respondents. Majority were in their fourth year 
and were assigned in the different service areas of the library.  Although their 
performance evaluation ratings ranged from ‘very satisfactory’ to ‘outstanding,’ 
the attendance to work of some LSAs were affected due to the demands of the 
subjects in which they enrolled during a particular semester.  They also 
expressed need for training in some of the tasks in different areas.  The top skills 
in which the LSAs expressed that they need to learn more about in the 
Circulation/Readers’ Services area include locating simple bibliographic 
information, and issuing, renewing, and receiving books and other library 
materials.  In the Technical Area, the respondents expressed the need for training 
in encoding and filing shelf list cards, in keeping book budget record, and in 
assisting in the taking of the inventory.  In the Internet Station, LSAs shared that 
they want to be trained in providing assistance to users in the handling of 
computer hardware and software, performing routine maintenance on Internet 
station equipment such as loading paper in printer or replacing toner, saving a 
website in the bookmark or favorites folders, turning on and shutting down the 
server and work stations properly, and finding topics/specific sites on the World 
Wide Web using the browser such as Netscape and Explorer.  In the Media 
Center, the LSAs expressed the need for training on the tasks concerning the 
setting up of and demonstrating how to operate AV equipment; delivering and 



 

picking up AV equipment inside the campus; photocopying; producing media 
materials; and assisting in the taking of supplies and equipment inventory. 

Since training is very necessary and crucial for the attainment 
of the library's ultimate goal, which is to render maximum service to its 
clientele, the researcher recommends that the proposed training module for the 
STC-LSAs be implemented by the Library Personnel before the start of each 
school year.  It is likewise recommended that evaluation be made on the 
effectiveness of the proposed training module which would be the basis for the 
improvement of the training program and the implementation procedures.  It is 
further recommended that Guidance counselors, in coordination with the 
librarians, conduct a seminar on personal development focusing on work 
attitudes for the library student assistants.  The researcher hopes that the 
implementation of the proposed training module designed for the STC-LSAs 
would equip them with the necessary skills in delivering effective and efficient 
library services. 
 
 
 

 

  

 

 

 

 

 

 

 

 

 

 



 

TABLE OF CONTENTS 

 

APPROVAL SHEET i 
 

ACKNOWLEDGMENT ii 
 

ABSTRACT iv 
 

TABLE OF CONTENTS vi 
 

LIST OF TABLES  
 

x 

Chapter 
 

  Page 
 

1  THE PROBLEM AND ITS SCOPE . . . . . . . . . . . . . . . . . . . . . . . .  
 

 1 

   Rationale of the Study . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 1 

   Theoretical Background of the Study . . . . . . . . . . . . . .   
 

 3 

  THE PROBLEM  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   
 

19 

   Statement of the Problem  . . . . . . . . . . . . . . . . . . . . . . . .  
 

19 

   Significance of the Study . . . . . . . . . . . . . . . . . . . . . . . . .  
 

20 

  RESEARCH DESIGN AND METHODOLOGY . . . . . . . . . . . . .  
 

21 

   Research Environment  . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

22 

   Research Subjects . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

23 

   Research Instruments and Other Sources of Data . . . . 
 

23 

   Research Procedures  . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

25 

             Gathering of Data . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

25 

             Treatment of Data  . . . . . . . . . . . . . . . . . . . . . . . . .   25 



 

 
  DEFINITION OF TERMS  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 
26 

2  PRESENTATION, ANALYSIS AND INTERPRETATION  
              OF DATA . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

29 

  PART I:   PROFILE OF THE RESPONDENTS . . . . . . . . . . . . . .  30 
 

   A.  Respondents’ Profile  . . . . . . . . . . . . . . . . . . . . . . . . .  
 

30 

   B.  Library Student Assistants’ Profile  . . . . . . . . . . . . .  
 

31 

   1. Course, Year and Assignment Area  . . . . . . . 
 

31 

   2. Number of Years Rendered as LSA and    
       Performance Evaluation Rating . . .  . . . .  

 
35 
 

  PART II:   EXPECTED WORK SKILLS AND ATTITUDES  
               OF THE LIBRARY STUDENT ASSISTANTS . . . . . . . .  
 

 
37 

   A. Expected Work Skills of the Library Student    
          Assistants   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 

 
37 

   B. Expected Work Attitudes of the Library Student    
          Assistants   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
39 

  PART III:   TRAINING NEEDS OF LIBRARY STUDENT 
              ASSISTANTS BASED ON THEIR  ACTUAL 
              WORK PERFORMANCE   .  . . . . . . . . . . . . . . . . . . . . . .  
 

 
 

41 

   A. Training Needs in the Circulation/Readers’  
          Services Area  . .  . . . . . . . . . . . . . . . . . . . . . . . .  

 

 
42 

   B. Training Needs in the Technical Area . . . . . . . . . . .  
 

44 

   C. Training Needs in the Internet Station  . . . . . . . . . .  
 

46 

   D. Training Needs in the Media Center  . . . . . . .  . . . . 
 
 
 

48 



 

  PART IV:   TRAINING MODULES FOR THE ST.   
               THERESA’S COLLEGE LIBRARY STUDENT   
               ASSISTANTS  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
 

51 

   Module 1:   STC Learning Resource Center, Its Rules   
          and Regulations. .  . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
55 

   Module 2:   Training on the Basics of Circulation/  
          Readers’ Services Tasks  .  . . . .  .  . . . . . . . . . . . . .  
 

 
56 

   Module 3:   Training on the Basics of Technical   
          Services Tasks  . .  . . . . . . . . . . . . . . . . . . . . . . . . . . 
 

 
58 

   Module 4:   Managing the Internet/CD-ROM  
          Services Tasks   . .  . . . . . .. . . . . . . . . . . . . . . . . . . . 
 

 
60 

   Module 5:   Training on the Media Center Services     
          Tasks    . .  . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
64 

   Sample Lesson Plan  . . . . . .  . . . . . . . . . . . . . . . . . . . . . . 
 

66 

3  SUMMARY, FINDINGS, CONCLUSIONS AND  
              RECOMMENDATIONS  . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
68 

   Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

68 

   Findings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

69 

   Conclusion  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

73 

   Recommendations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

74 

  BIBLIOGRAPHY . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

75 

   A. Books   . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

75 
 

   B. Periodicals   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

76 

   C. Unpublished Materials    . . . . . . . . . . . . . . . . . . . . . .  
 

77 

   D. Electronic Sources/Internet   . . . . . . . . . . . . . .  . . . . 78 



 

 
   E. Other Sources  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

 
81 

  APPENDICES  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

82 

   A.    Transmittal Letter  . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

82 
 

   B.    Questionnaire  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

83 

   C.    Performance Evaluation Form for Student   
               Assistants   . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

 
87 

   D.    Interview Guide for the Librarians and  
               Student Assistants’ Adviser  . . . . . . . . . . . . . .  
 

 
90 

  CURRICULUM VITAE  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
 

91 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

LIST OF TABLES 
 
 

Table 
 

 Page 

1 
 

Respondents’ Profile………………………………………….............. 30 

2 Course, Year and Assignment Are of the STC-Library     
          Student Assistants………………………………........................ 

 
31 
 

3 
 

No. of Years Rendered as LSA and performance  
          Evaluation Rating for SY 2010-2011, 1st Semester ………….. 

 
35 
 

4 Training Needs of Library Student Assistants Based in  
          their Actual Work Performance in the Circulation/ 
          Readers’ Services Area …………............................................... 
 

 
 

42 

5 Training Needs of Library Student Assistants Based on  
          their Actual Work Performance in the Technical  Area …… 
 

 
44 

6 Training Needs of Library Student Assistants Based on  
          their Actual Work Performance in the Internet Area ……… 
 

 
46 

7 Training Needs of Library Student Assistants Based on  
          their Actual Work Performance in the Media Center ……… 
 

 
48 

8 Priority Training Needs Per Task ………………………................... 
 

51 

 
 
 
 


