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Competencies and Education for a Career in Cataloging Interest Group

Effective Succession Planning and Strategies to Identify and Prepare New Managers for Cataloging and Metadata Departments

· Succession planning is adjusting the workflow of a department to accommodate the future changes in staffing. It is developing a plan to prepare for anticipated changes in current workers statuses due to retirement, resignation or illness. 

· A period of discussion should begin your succession plans. It is important to determine the principal stakeholders in the department and meet with them to discuss the needs to create an outline for succession planning. Your staff will know in detail what policies and procedures should be documented. Listening to their input will allow you to gain an understanding of where your department is at present and will give you an idea of where you want to focus your succession planning goals. 
· After a period of review you should begin listing the different tasks that are assigned throughout the department. It is important for you to know and understand what your staff does on a daily basis before you jump in and try to change department workflows. Ask questions and listen to your staff about the workflow and daily tasks that are involved with their work. You will not be aware of all the ways that they are keeping the department running efficiently and this is your opportunity to learn the daily ins and outs of your department workflow. 

· Begin to harness departmental knowledge for future use. Set up a wiki or website to capture the local cataloging specifications. I used PBworks to create a departmental wiki with all users allowed to add material and give input on the cataloging specifications. 
· Explain to your staff what a wiki is and how you will use it for succession planning. I gave the example of Wikipedia to my staff to explain how we would capture their knowledge. Be patient since it may take some time to learn how to use new technology and contribute to the wiki. Take the time to train your staff on how to use new technology and give them the time to do the additional work of writing specifications for the wiki. Allow staff time to work on instructional documents. I specifically gave universal access to the wiki so all my staff could get involved. I told them that they could take up to one hour per day to work on creating content for the wiki. 
· Cross train on different skills sets throughout the department. Have your rare books cataloger create serials MARC holdings. Have the music cataloger work on a donation of still images. Mix things up so that your department becomes flexible at changing workflows in anticipation of future changes. Have staff train on unfamiliar materials using specifications on wiki. This leads to creativity, risk taking, and innovation in your staff. You will be pleasantly surprised how your staff will work together to increase efficiencies once they read over the specifications in the wiki and they start a dialog with each other. 

· Tips: 
· Meet with your staff regularly to discuss the successes and struggles of following the wiki specifications and make changes as necessary.
· Keep the lines of communication open with management and between staff to create a flexible environment. 

· Ask questions and understand the reasons behind changes before implementation.
· Trust your staff to experiment and take risks that may lead to innovation. 
· Promote professional development and staff training opportunities.
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