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The Institute will be completing of 133 years of its activities in the field of education. This Institute is the 

Premier Institution in the Vidarbha in the field of University Education. The Institute has a separate & 

individual building for its Library, divided in three parts. 

 

The Library supports and extends the academic aspects of the Institution. It helps in meeting the teaching 

needs of the students and faculty. It not only provides study facilities; it also provides Educational, 

Reprography, Computer, Wi-Fi Campus INTERNET, N-LIST-INFLIBNET (National Library and 

Information Services Infrastructure for Scholarly Content) E-Resources (e-Journals and e-Books) and 

recreational reading to all the members of the Institution. The Institution endeavors to make the Library user 

friendly. It is equipped with 87932+ books (i.e. references, text, literature, autobiographies, biographies, 

encyclopedias, dictionaries, rare books, old books, bound vols. of journals, bulletin, reports etc.)  and 

subscribed to Online E-resources (06,328 e-Journals + 3,135,809 e- Books) and 67 different (Regional, 

National & International) print research journals/periodicals, magazines, competitive magazines (including 

gratis) and 13 newspapers in three languages. 

 

The library is also providing open access services to all students of post graduate (i.e. Urdu, Persian, Arabic, 

Sanskrit, Marathi, English, Geography, History, Pol. Science, Philosophy, Music, Economics and Home 

Economics), staff members, research scholars, (Ph.D., M.Phil. MRP, JRF/SRF,) researchers, writers, 

philosophers and other readers. Total thirteen subjects offer post graduate in the Institution. 

 

We extends our Library services (INFLIBNET N-LIST E-Resources (e-Journals & e-Books) Wi-Fi 

INTERNET, OPAC, CAS, SDI, Reprography and other library services) to research scholars, ex-students and 

other readers. In this academic session, 2200 (Reader, Students, Teaching Staff and Non-teaching Staff) 

including Ph.D., M.Phil., and research students are registered in the Library. 

Place for Higher Learning and Research Centre, recognized Ph. D. Research Centre by Rashtasant 

Tukadoji Maharaj Nagpur University, Nagpur  leading Ph. D. in 12 Subjects :1) Marathi,  2) Philosophy, 3) 

Music,  4) Urdu, 5) Sanskrit, 6) Persian, 7) English (under the Faculty of Arts)  8) Economics 9) Geography 

10) Political Science  11) Home Economics and 12) History (under Faculty of Social Science) with the 

maximum intake capacity of 10 registered students in each practical subject and 20 registered students for 

mailto:directorvngiass@rediffmail.com


each non-practical subjects. The total 40 students are registered from December, 2015 (English -11, Marathi-

06, Political Science-06, Hindi-01, Home Economics-06, Geography-01, History-02, Economics-04, 

Psychology-01, Urdu-01, Persian-01) and Eight  Students are registered  are national fellowship  (1 PDF Pali-

Prakrit, 2 JRF, 1 NF for OBC, 1 RGNRF, 3 BANRF-BARTI), six students are Ph.D. Thesis submitted to 

RTM Nagpur University, Nagpur 

 

OBJECTIVES:  
 

 To provide better and timely access to the resources available in the library. 

 To provide innovative services to the users. 

 To provide more and more access to the e-resources through Internet. 

 To participate in resource sharing programme to enrich collection of the library.  

 To make available reading material and other resources as per requirements of student & teaching 

faculty.  

 LIBRARY COMMITTEE: 

 

The power & functions of Library Committee vary according to its nature. Almost all the proposals for 

discussions at the Library Committee meetings are put forth by the Librarian who generally acts as on Ex-

officio Secretary to the Committee. It consists of eight associate & assistant professors to advice the Librarian 

and monitor subscription to journals, procurement of books, acquisition of capital items and functions & 

methods of working etc. They also deal with students’ representation if any. The fund for library comes by 

way of budgetary allocation (Library fee) share of grants from UGC grants from the State Government, 

Amalgamated Fund, District Planning & Development Committee (DPDC), and special allocation from the 

Institute. 

 LIBRARY ADVISORY COMMITTEE : 

 Dr. S.S. Deshpande    Associate Professor  Member 

 Dr. R.P. Shinde    Associate Professor  Member 

 Dr. Smt. P. H. Bujade   Assistant Professor  Member 

 Dr. Sunil D. Punwatkar    Librarian   Member-Secretary 

 Prof. Smt. Smita Baitule   Assistant Professor  Member 

 Prof. B.B. Patekar   Assistant Professor  Member  

 Prof. S. B. More    Assistant Professor  Member 

 Smt. K. V. Kalbande     Lecturer (Jr.)   Member  

 

 Functions of the Library Advisory Committee:  
 

1. To formulate rules and regulations of the library.  

2. To do annual planning and Annual Budget Provision.  

3. To purchase essential books, journals etc. as required by HOD, teachers, students.  

4. To make improvement in safety, security and facilities.  

6. To provide every possible support and guidance to the librarian  

 



 COMPUTERIZATION: Under process 

 Software description: LIB-MAN (LIBRARY MANAGEMENT SYSTEM)Software 

 Hardware details available:  1. HCL Desktop Computer (TFT  Color monitor )   : 04 

                 2. Samsung Printer     : 02 

                   3. Server       : 01 

 Available terminals to students & staff (OPAC-online public access catalogue)  : 02  

 Students access (Computer – Internet facility/OPAC)                    : 30PC 

 

 LIBRARY FUNCTIONS (TECHNICAL): 

 Student’s orientation for library usage. 

 Acquisition 

 Processing  

 Classification 

 Cataloguing  

 Accessioning 

 Displaying new arrivals ( books & journals) 

 Maintenance of bulletin boards, wall paper magazines etc. 

 Data Entry of Books 

 Paper Clipping  

 Displaying of Advertisement (Job opportunities) 

 Demonstration of N-LIST to faculties/research scholars. 

 E-services (i.e. E-mail messages/way2sms) to faculties. 

                                  

 ADMINISTRATIVE SUPPORT TO THE INSTITUTE: 

    Helping examination, Admission, Institute programmes and functions and different committees, 

IQAC committee, Grants of   D.P.D.C., RUSA, UGC, Amalgamated fund and State Govt. Special 

Plan Grant etc. Technical & Administrative approval of various grants, etc. 

 

 SERVICES TO STUDENTS AND STAFF MEMBERS & RESEARCH SCHOLARS: 

STUDY ROOM COUNTER 

 Issue of library barrower card/ticket. 

 Issuing ( 65-70) 

 Return   (60-65) 

 Searching for books as on demand (current service) 

 Charging and discharging record writing 

 Reference service 

 HOME LENDING COUNTER 

 Issuing ( 70-75) 

 Return  (50-55) 

 Sorting the slips and searching the  books as on demand 

 Charging and discharging record writing 

 REFERENCE SECTION 

 E-Resources (Online e- Journals & e-Books) 

 Journals/ Periodicals/Magazines  

 Various Biographies 

 Encyclopedias 

 Dictionaries 

 District Gazetteers 

 Census  



 Newspapers  

 News Magazines etc. 

 CDs/DVDs/Databases 

 Wi-Fi  INTERNET  facility  

 Computer facility 

 Online Public Access catalogue (OPAC)  

 VNGIASS LIBRARY HOME PAGE 

 VNGIASS Library computerization work can be accessed through Institute Home page on the 

WiFi INTERNET using the URL: http://www.vngiassnagpur.org/library.html 

 Free Internet Facility: - Separate 30 computers for the students with internet connection 

provided to the students with printers.   

 REPROGRAPHIC FACILITY:  

 Private Xerox facility for students, research scholars and staff members are available on payment 

basis by paying charges. 

 Newspaper & Journals/Periodicals/Magazines Reading Room facility. 

 Drinking Water facility with Aqua Guard for Students, Staff & etc. 

 Emergency light  facility (at the time of  electric load-shedding-Online UPS 1KVA/3KVA) 

 

  AREA OF THE LIBRARY : 

Sr. No. Sections Area (Sq. ft.) 
Total Area 

(Sq. ft.) 
1 Computer & Internet Laboratory 39.6 x 21.11 835.95 

2 Reading Hall (Boys & Girls) 48.6 x 21.11 1025.94 

3 Staff Reading Hall 38.8 x 28.10 1090.20 

4 Stack Room (Main) :                Ground floor 

                                                       First floor 

                                                  Second floor   

29 x 59 

29 x 59 

29 x 59 

1711.00 

1711.00 

1711.00 

5 Librarian Room 14.1 x 19 267.9 

6 Asstt. Librarian Room 13.10 x 19 148.9 

7 Central Hall 31 x 28.6 889.6 

8 Counter 28.6 x 11.10 317.46 

9 Rare Room 21.11 x 9.00 189.99 

10 Toilets for Library staff (M)  10.4 x 6.00 62.4 

11 Toilets for Library staff (F) 10.4 x 6.00 62.4 

12 Toilets for Students (Boys) 12.0 x 10.8 129.6 

13 Toilets for Students (Girls) 12.0 x 10.8 129.6 

14 Library Old Books  Room 27.8 x 25.95 721.41 

                                                                                  Total  11421.35 Sq. ft. 

 LOCATION:- 
 Ground floor  : Office of Librarian & Assistant Librarian, Washrooms(Staff),  

    Book Issue Return Counter, Internet Laboratory, Newspaper &  

                            Journals Reading Section (Bound vols. of Journals) Stack Section 

                                       (Economic, Marathi, English and Text Books)     

 First floor  : Students Reading Room, Washroom(Boys) Stack Section(Urdu,  

  Arabic, Persian, Sanskrit, Pali & Prakrit, Ancient Indian History,  

  Culture & Archaeology, History and Hindi) Staff Reading Hall  

  (Donated Books, RBI Bulletin) 

 Second Floor  : Home Economics, Geography, Philosophy, Political Science,  

                                           Sociology, Music, Physical Education, Bound vols. of Journals and  

                                               Reference Section 
 SEATING ARRANGEMENT (Capacity): 

    Reading Hall for Boys & Girls                  108 Students 

    Internet facility for Students, Research Scholar & Teaching Staff      040 Members 

 Staff (faculty members) & Research Scholars Reading Hall             060 Members 

 

http://www.vngiassnagpur.org/library.html


 LIBRARY STAFF:  
   Dr. SUNIL D. PUNWATKAR    LIBRARIAN                 B.Sc.,M.A.,M.L.I.Sc.,M.Phil.,NET,Ph.D.   

   Smt. M.V. Patil             Asstt. Librarian             B.Com, M.L.I.Sc., M.Phil. 

   Shri. Prakash Wankhede Library Attendant 

   Shri Ranjit Mohabe   Library Peon 

   Shri Shridhar Gomase   Library Peon 

 

 STATISTICAL INFORMATION OF LIBRARY MEMBERS (User Data): 

 

Sr. No. CATEGORY CLASS MEMBER 
1 Junior section              XI/XII 350 

2 Under Graduation 
B.A.Part I 498 

B.A.Part II 293 

B.A.Part III 211 

3 Post Graduation(13
th

 subjects) 
M.A. Part I 432 

M.A. Part II   242 

4 Ph.D. (Research Scholar) 051 

5 JRF/SRF/PDF Research Fellowship 009 

6 Institutional Staff Members  094 

7 Non-teaching Staff 020 

 Total 2200 

 

 LIBRARY HOURS: 

 Monday to Friday   : 9.30 A.M. To 5.45 P.M.  

 Saturday (all Saturday) : 9.30 A.M. To 5.45 P.M. 

 Total Working Days : 280  

 

 

 LIBRARY RESOURCES(COLLECTION) : 

Sr. No. ITEMS Number 
1 U.G.C. Books 11986 

2 RUSA 4571 

3 Text Books (AF/TF) 4880 

4 Contingency (State Govt. grants) 60263 

5 Complimentary & Gift copy 4663 

6 Donated Books 879 

7 Bound Volume of Journals 0382 

8 Thesis 0045 

9 Dissertation 0140 

10 
Journals/Periodicals/Magazines Subscribed & Gratis(Regional, National & 

International) 
87 

11 Newspapers (Regional, National & International Level) 13 

12 E-RESOURCES (E-Journal & E-Books)  

12.1 E-Journals (Online) 6,000+ 

12.2 E-Books  (Online) 31,35,000+ 

12.3 CD-ROM(National Geography + Environmental Science) 122 

12.4 Audio Cassettes  04 

 

 

 

 

 

 

 

 

 

 



 Average number of books added during last five years: 

Sr. 

N. 
Year RUSA UGC XI 

Text Books 

(AF/TF) 

State Govt. 

Special Plan 

Grants 

BOOKS AMOUNT 

   Books Amt. Books Amt. Books Amt. Books Amt. Books Amt. 

1 2012-13 -- -- 1391 215722 574 239472 -- -- 1965 4,55,194 

2 2013-14 -- -- 531 127909 815 60658 2049 600000 3015 7,64,167 

3 2014-15 -- -- 725 125000 -- -- -- -- 725 1,25,000 

4 2015-16 -- -- 435 131382 -- -- -- -- 435 1,31,382 

5 2016-17 4565 17,08,976 
  

-- -- -- -- 4565 17,08,976 

6 2017-18 -- -- -- -- -- -- 69 7979 069 7,979 

TOTAL 4565 17,08,976 3082 6,00,013 1389 300,130 2118 607979 10774 32,17,098 

    JOURNALS/PERIODICALS/NEWSPAPERS:- 

Sr. 

No. 
YEAR 

Journals/Periodicals/

Magazines 
E-RESOURCES(N-LIST) NEWSPAPERS 

  Nos. Amount Nos. Amount Nos. Amount 
1 2013-14 16 7872.00 

e-Resources (6,000+        

e-Journals & 31,35,000+ 

e-Books) 

5000.00 13 17844.00 

2 2014-15 26 5806.00 5000.00 13 20351.00 

3 2015-16 08 1287.00 5725.00 13 19865.00 

4 2016-17 68 2,64,245.00 5725.00 13 21937.00 

5 2017-18 09 20,100.00 5900.00 13 20250.00 

 
N-LIST-INFLIBNET FACILITY: List of E-resources under N-LIST Programme: (www.nlist.infilibnet.ac.in)  

 E-JOURNALS: (Full text)  

Sr. 

No. 
SUBJECTS 

NO. OF e-

JOURNALS 

(Titles) 

URL 

1 American Institute of Physics 18+ http://journals.aip.org/ 

2 American Physical Society 10 +  

3 Annual Reviews 33+ http://arjournals.annualreviews.org/ 

4 Cambridge University Press 224 + http://journals.cambridge.org/ 

5 Economic and Political Weekly(EPW) 01 http://www.epw.in/ 

6 Indian Journals 180+ http://www.indianjournals.com/ 

7 Institute of Physics 46 + http://iopscience.iop.org/ 

8 JSTOR 2500+ http://www.jstor.org/ 

9 Oxford University Press 206+ http://www.oxfordjournals.org 

10 Royal Society of Chemistry 29 + http://pubs.rsc.org/en/journals?key=title&value=current 

11 H.W. Wilson 3000 + http://search.ebscohost.com 
 

 E-BOOKS : 
Sr. 

No. 
SUBJECTS 

NO. OF e-

BOOKS(titles) 
URL 

1 Cambridge Books Online 1800+ http://ebooks.cambridge.org 

2 E-brary 125000+ http://site.ebrary.com/lib/inflibnet 

3 EBSCoHost-Net Library 936+ http://search.ebscohost.com 

4 Hindustan Book Agency 65+ http://portal.igpublish.com/iglibrary 

5 
Institute of South East Asian 

Studies(ISEAS) Books 

382+ 

http://portal.igpublish.com/iglibrary 

6 Oxford Scholarship eBook 1402+ http://www.oxfordscholarship.com/ 

7 Springer eBooks 2300+ http://link.springer.com. 

8 Sage Publication eBooks 1000+ http://knowledge.sagepub.com. 

9 Taylor Francis eBooks 1800 + http://www.taylorfrancis.com 

10 MyiLlibrary-McGraw Hill-eBooks 1124+ http://lib.myilibrary.com/ 

11 World eBooks Library (titles) 
30,00,0000+  http://community.ebooklibrary.org/?AffiliateKey=

WEL-NDL 

12 South Asia Archive (through NDL)  http://www.southasiaarchive.com 

http://journals.aip.org/
http://iam.atypon.com/action/ssostart?idp=https%3A%2F%2Fparichay.inflibnet.ac.in%2Fidp%2Fshibboleth&redirectUri=%2F&targetSP=https%3A%2F%2Fwww.annualreviews.org
http://nlist.inflibnet.ac.in:2048/login?url=http://journals.cambridge.org/
http://nlist.inflibnet.ac.in:2048/login?url=http://www.epw.in/
http://nlist.inflibnet.ac.in:2048/login?url=http://www.indianjournals.com/
http://nlist.inflibnet.ac.in:2048/login?url=http://iopscience.iop.org/
http://nlist.inflibnet.ac.in:2048/login?url=http://www.jstor.org/
http://nlist.inflibnet.ac.in:2048/login?url=http://www.oxfordjournals.org
http://nlist.inflibnet.ac.in:2048/login?url=http://pubs.rsc.org/en/journals?key=title&value=current
http://nlist.inflibnet.ac.in:2048/login?url=http://search.ebscohost.com
http://nlist.inflibnet.ac.in:2048/login?url=http://ebooks.cambridge.org
http://nlist.inflibnet.ac.in:2048/login?url=http://site.ebrary.com/lib/inflibnet
http://nlist.inflibnet.ac.in:2048/login?url=http://search.ebscohost.com
http://nlist.inflibnet.ac.in:2048/login?url=http://portal.igpublish.com/iglibrary
http://nlist.inflibnet.ac.in:2048/login?url=http://portal.igpublish.com/iglibrary
http://nlist.inflibnet.ac.in:2048/login?url=http://www.oxfordscholarship.com/
https://fsso.springer.com/federation/init?entityId=https%3A%2F%2Fparichay.inflibnet.ac.in%2Fidp%2Fshibboleth&returnUrl=https%3A%2F%2Flink.springer.com%2Fsearch%3Ffacet-end-year%3D2012%26facet-content-type%3D%2522Book%2522%26date-facet-mode%3Dbetween%26facet-language%3D%2522En%2522%26facet-start-year%3D2005
http://nlist.inflibnet.ac.in:2048/login?url=http://knowledge.sagepub.com.
http://www.taylorfrancis.com/
http://nlist.inflibnet.ac.in:2048/login?url=http://lib.myilibrary.com/
http://iproxy.inflibnet.ac.in:2048/login?url=http://Community.eBookLibrary.org
http://nlist.inflibnet.ac.in:2048/login?url=http://community.ebooklibrary.org/?AffiliateKey=WEL-NDL
http://nlist.inflibnet.ac.in:2048/login?url=http://community.ebooklibrary.org/?AffiliateKey=WEL-NDL
http://nlist.inflibnet.ac.in:2048/login?url=http://www.southasiaarchive.com


 NAME OF THE JOURNALS/PERIODICALS & NEWSPAPERS: 

Sr. 

No. 

 

RESEARCH JOURNALS 

S. 

N. 

PERIODICALS 

/MAGAZINES 

GRATIS 

S. 

N. 

 

NEWSPAPERS 

1 Lalit 1 FADAKI 1 The Times of India 

2 Navbharat Sampadak(M) 2 DREAM 2047 2 Economics Times 

3 Muktasabdha(M) 
3 PARYAVAN 

DIGEST 

3 Indian Express 

4 Khel(M) 
4 DAKSHIN BHARAT 

(H) 

4 The Hitavada 

5 Samajprabodhan Patrika(M) 5 JIVAN VIKAS (M) 5 The Hindu 

6 Bulletin of Political Economy 6 Shikshan Sankraman 6 Lokmat (M) 

7 Economic  Affairs 7 SAMAYANTAR(H) 7 Laksatta (M) 

8 Economic & Political Weekly 8 PREEYA RASIK 8 Maharashtra Times (M) 

9 The Indian Journal of Political Science 9 DASTAVAGE 9 Tarun Bharat (M) 

10 Lok Prashashan Patrika(M) 
10 Competition 

AFFAIRS 

10 Sakal (M) 

11 Samanyajan Sandesh(M) 11 Careers360 11 Navbharat (H) 

12 
Central India Journal of Historical and 

Archaeological Research (CIJHAR) 

12 SHABDA SAROKAR 12 Dainik Bhaskar (H) 

13 Transactions                                                 13 AKSHARA (H) 13 Deshonatti (M) 

14 The Deccan Geographer 14 DYAN VITARAN   

15 Bhugolshastra Sanshodhak(M) 
15 SAINIK 

SAMACHAR 

  

16 Sambhashan Sandesh (S)     

17 Samskritasampratam(S)     

18 S amskritasamvardhanam(S)     

19 Gunjarva (S)     

20 Rasana (S)     

21 Sarswati Saurabham (S)     

22 Tahzibul(U)     

23 Mahanama  Beebak(U)     

24 Mahanam Insha(U)     

25 Urdu Book Review(U)     

26 Mahanama Naya Daur (U)     

27 Aajkal (U)     

28 Taryaq Urdu Monthly (U)     

29 Parikatha(H)     

30 Naya Dnyanodaya(H)     

31 Vagartha(H)     

32 Hans(H)     

33 Journal of Intellectual Property Rights     

34 University News     

35 Library Herald Journal     

36 Labyrinth     

37 Rock Pebbles     

38 New Literary Horizons     

38 Paramarsha (M)     

40 Indian Philosophical Quarterly                      

41 Vichashalakha (M)     

42 JICPR     

43 Research Link- Monthly Journal     

44 SRUTI      

45 Sangeet     

46 
Journal of the Indian Academy of 

Applied Psychology  

    

47 
The International Journals of Indian 

Psychology                         

    



48 Indian Journal of Positive Psychology     

49 
Indian Journal of  Health And 

Wellbeing (IJHW)                               

    

50 
ICON -Journal Of Archaeology And 

Culture 

    

51 
History Today Journal Of History And 

Historical Archaeology 

    

52 Journal Of Indian Museums     

53 Purapravah     

54 Arnava     

55 
International Journal of Home Science 

(TRIANNUALLY) 

    

56 
International Journal of Food Science 

and Nutrition (BIMONTHLY) 

    

57 Indian journal of Human Development     

58 
Physical Education Foundation of India 

: Moulding a Healthy Tomorrow 

    

59 Journal of Sports & Sports Sciences     

60 
International Journal of Physical 

Education, Sports and Health 

    

61 

International Journal of Physiology, 

Nutrition and Physical Education 

(Biannual) 

    

62 
Indian Journal of Physical Education & 

Sports Sciences,  

    

63 Sangayana     

64 Dalit Dastak     

65 The Maha Bodhi     

66 Dhammasandesh                                            

67 Buddhyayan     

68 
Education, Humanities & Social 

Sciences 

    

 READERS TICKETS: 
Reader’s Tickets are issued at the time of admission. If original lost, duplicate may be issue to the 

students. 

 RULES AND REGULATIONS: 

 The cards are not transferable. 

 Two books will be issued against readers’ ticket. 

 Books are issued to the students for a period of 15
th
 days. 

 In case of late return, students will have to pay fine @ Re. 1/- per day. 

 Complete silence is maintained in the reading Hall. 

 No outside students are allowed in the library. 

 Reference section students can make use of reference book in the   reading Hall.  

      These books are not issued for home reading. 

 A student will have to return a book within fifteen days of issue if there is demand it. 

 Renewal of books will be permitted for a period of 15
th
 days if there is demand for it. 

 All books must be return before University annual examination. 

 Bags or books will not be permitted in the stack room, students must be deposit their 

      Identity cards given at the counter.   

 Open access for Institute staff members, (Teaching & non-teaching) Ph.D., M.Phil.  

      & Research scholars are allowed in the stack room. 

 They should register their names at the Library Issue counter 

 Loss of I-Card/Borrower card should be reported to the librarian immediately  

 CURRICULAR SUPPORT 

 Documentation 



 Guidance to degree college students in project work. 

 Bibliographic services to students and staff members. 

 Providing updated catalogues and publishers for selection of new books. 

 Displaying new arrival. 

 Providing list of new books to faculty. 

 Processing reading material generated by faculty for circulation 

 REGISTERS 

 Accession Registers  

         i.  UGC 

ii. TF/TB 

iii. Contingency 

iv. Complimentary 

v. Donations 

vi. RUSA 

 Issuing Registers    

 Students Attendance 

 Write off 

 Bill forwarding 

 Stock taking 

 LIST OF FILES: 

 UGC Bill forwarding 

 TF/TB 

 PWD 

 Correspondence to office 

 Newspapers Bill files 

 Periodicals Invoice 

 Important Paper clipping 

 Library Committee 

 Pest Controlling  

 Library Software(LIBMAN) 

 Statistical information 

 Book binding 

 Research scholar 

 General 

 Write-off 

 N-LIST 

 Data Entry 

 Merged Scheme of UGC XIth   Plan 

 REPORTS: 

   Annually - Library Report 

 MAINTENANCE: 

 Book Binding 

 Periodicals bound volumes 

 Spraying and fumigation 

 Cupboards, Tube lights, Fans, Furniture etc 

 LIBMAN Software(AMC) 

 JOB DESCRIPTION:  

 LIBRARIAN 

 Overall Supervision and administration to undertake 

 Call library advisory committee meetings and discuss library problems 

 To take round and observe total silence in reading Hall 

 Budget allocation and book purchasing 

 Library planning, budgeting, administration, organization & co-ordination, etc. 



 To provide library extended services 

 To make correspondence with library professionals 

 Reporting anomalies to Director 

 Checking of different records like study room, home lending, periodicals 

 Checking the stack 

 Controlling library staff 

 Requirement of any demands 

 Book classification 

 Bill forwarding 

 Installing Library Software(LIBMAN) 

 Subscribing print journals and  E-Resources (i.e. e-Journals & e-Books) 

 Journals/Periodicals records 

 ASSISTANT LIBRARIAN 

 Take round among students to check the discipline 

 Taking a complete round to both reading halls and check the attendance of  

Staff at their respective points 

 Checking the stacks 

 Requirements 

 Computer data entry 

 Maintain important cuttings of newspapers 

 Book accessioning, classification and cataloging 

 Reporting anomalies to Librarian 

 Maintain of different records like study room, home lending, duty record, Xerox, 

donation etc. 

 Checking the Identity cards at the entrance of reading hall. 

 Periodicals Records 

 Record keeping 

 LIBRARY CLERK 

 Filing : Catalogue card and shelf list 

 Reading hall discipline 

 Students and staff issuing/returning 

 Computer data entry 

 Donation registers 

 Students and staff issuing/returning record 

 Newspapers records 

 Books charging and discharging 

 SUPPORTING STAFF 

 Newspapers and periodical arrangement  

 Cleaning the entire Library, stacks and furniture 

 Checking the Identity cards at the entrance of reading hall 

 Processing of books i.e. labeling , pasting stamping etc 

 Minor repairing of books 

 Outdoor duties whenever necessary 

 To help superiors in any work 

 To help in maintaining discipline in library 

 To display the books on display cupboards  

 Book acquisition 

 Dusting of books etc 

 Arrangement of furniture etc 

 Any other work assigned by Librarian 

 SEASONAL WORK 

 Cleaning the stacks, cupboards, furniture etc 

 Spraying the insecticides and keep in naphthalene bolls etc. 

 Annual report 



 Bindings of books, journals/periodicals, etc. 

 BEST PRACTICES  

1) Career/Employment opportunity  displaying on Notice Board 

2) Displaying newspaper clippings on the notice board.  

3) OPAC (Online Public Access Catalogue) 

4) Suggestion box 

5) Facilities of Audio-Visual Aids (through Plasma TV) for Drama and other informative/ 

educational news.   

6) E-Services (i.e. E-mail/way2sms) to faculties and research scholars. 

 FUTURE PLAN: 
 UHF RFID Library 

 Digitized the valuable rare books 

 Renovation & extension of entire library building 

 

 

 

 

 

 
                                                                                                                         LIBRARIAN 

                                                                                                (Dr. Sunil D.Punwatkar) 

                                                                                                                                           V.N.G.I.A.S.S.Nagpur 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


