
LEVERAGING THE LIBRARY 
INTRANET AS A 
PROFESSIONAL 
COMMUNICATION TOOL 
DURING COVID-19



FROM LINK LIBRARY TO 
COMMUNICATION TOOL
 Began in 2015 as a centralized link library 

designed on the LibGuides platform for 

librarians over four states

 Incorporated additional productivity tools as 

they were adopted by the College 

(Office 365, Microsoft Teams)

 During Covid-19 it has become a tool 

for organizing remote work as classes and 

positions shift from campus-based to virtual



The main area of the Library tools tab includes many of 
the original links from the first version.

The sidebar includes tools that have been added over 
time, such as the library's virtual reference schedule 
and SirsiDynix Symphony Web.



COMMUNICATION AND 
COLLABORATION

A link to Microsoft Teams 
allows instant chat and 
virtual team meetings.

A link to Office 365 allows 
document creation and 
sharing, and cloud storage

LibGuides pages can be 
generated on the fly to 
manage and monitor 
student employee projects
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Student employee project files are created in Office 
365 and can be edited by student workers and 
monitored remotely by supervisors.



LIBRARY TECHNICAL 
SERVICES

The Cataloging Tools tab includes links to several 
resources, including

•Cheat sheet for weeding items in Symphony
•Cheat sheet for processing vendor-supplied MARC 
records with MARCEdit

•Emerging Issues in Academic Library Cataloging & 
Technical Services (eBOOK)

The Collection Development tab includes links to 
several resources, including

•GOBI Library Solutions
•ALA Collection Development Resources
•Collection Development and Management for 21st 
Century Library Collections (eBOOK)
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The Cataloging Tools tab includes a number of 
internally created and web-based reference tools 
for cataloging administration and collection 
management.



MANAGING VIRTUAL 
REFERENCE
 The Virtual Reference page 

includes

 BSC's Virtual Reference 
Schedule

 Directions for clocking in/out

 Directions for dropping a shift

 Directions for taking a 
replacement shift

 Links to the 1-hour course 
"Online Reference Basics" (for 
new chatting librarians)
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The schedule and administrative links are 
maintained in a Word 365 document for 
ease of updating and the live document is 
linked into the intranet.



MANAGING PUBLISHER 
CONTACTS

 The Publisher Reps page 

includes contact information for 

a number of publishers that 

are used each semester



Publisher contact info is also maintained in a 
Word 365 file linked to the intranet, and all 
librarians are encouraged to edit and 
update as new information becomes 
available.



EBOOKS FOR PROFESSIONAL 
DEVELOPMENT

 The eBooks tab includes several 
LIS titles, including

 Copyright law for librarians 
and educators

 Innovative LibGuides 
applications

 Reimagining reference in the 
21st century
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The professional development collection is kept current 
by the recommendation of new titles by all BSC 
librarians.



EJOURNALS FOR 
PROFESSIONAL 
DEVELOPMENT

 The eJournals tab includes 

several titles such as

 The Journal of Academic 

Librarianship

 Reference Librarian

 Computers in Libraries
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EJournal titles are drawn mainly from the library's 
existinging EBSCO subscription, with additional 
titles added by the library director as needed.



WEBINARS

 The Webinars tab includes 

links to several RAILS webinar 

recordings, including

 Collection Development: The 

basics and beyond

 Practical RDA for Copy 

Catalogers

 Refresh your Reference 

Interview Skills
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The webinar tab was developed as online 
professional development activity grew in 
importance during the pandemic.

In addition to RAILS, webinars are also added 
from WebJunction when appropriate.
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