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1. Types of Libraries and their role

· National, Special, Public & Academic 

2. Library Management

· Functions of different sections of a Library
· Stock Verification
· Staff Structure & Categorization

3. Organization of Library Resources

· Main Classes and their subdivisions of Dewey Decimal Classification 
· Accession Number, Book Number & Call Number. 
· Main Entry & Added Entries of Simple Books according to AACR-II
· Sear’s List of Subject Headings
· Machine Readable Catalogue 21 (MARC 21)
· Online Public Access Catalogue 

4. Important Reference / Information Sources 

· Dictionary, Encyclopaedia, Year book & Almanacs, Biographical Sources, Geographical Sources, Bibliographical Sources, Hand Books& Manuals, E-Sources

5. Book Selection

6. Library and Information Services: ICT Applications

· Library Software applications including, Open Software for housekeeping and services. 
· Basics of Internet, Intranet, Search engines, E-mail, Database.
· Basics of Computer Hardware: Desktop Computers, Server and their specifications, Printers and their types, Scanners, Barcode technology, RFID technology, Modem, Wi-fi Modem, Switches, Router

7. The existing national and international organizations in the field of library & Information Science and their services 
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