University of Wisconsin – Eau Claire Special Collections & Archives 
Mission Statement
We provide information quickly and accurately in a friendly and professional environment.

· We give archives users our time and our undivided attention.
· We strive to make archives users feel welcome.  We greet them as they enter, listen to their needs, clearly explain our offerings, and follow-up with them, and encourage them to return.  We accompany “lost” library patrons to their desired destinations whenever possible.

· We are knowledgeable, but never condescending.  

· If we don’t know the answer to a question, we find it out.  If we can’t find it out, we admit that and refer elsewhere.

· We build and cultivate relationships with returning archives users.

Management Tips for Lone Arrangers

(1) Read the solo librarian and small business management literature.  See the recommended reading list for places to start.

(2)  Network with small business owners in your community.  

(3) Keep a log of how you spend your time at work for two weeks. If you see a lot of time spent on activities that don’t further the interests of archives users, reallocate your time to more important work.

(4) Articulate your theory of business for your archives and examine it critically. 

(5) Talk to people who use and who don’t use your archives.  If they are archives users, find out their likes and dislikes, and give them more of what they like.  If they don’t use the archives, find out why not and whether you can do anything about it.   

(6) Remember that your attitude and your choices will determine your success.   Above all, never forget that you run the archives; the archives does not run you.
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