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Haughville Branch Volunteer Position Description 
Position:  Collection Support Teen Volunteer
Program Purpose:  The purpose of the Teen Collection Support Volunteer is to provide valuable support to Library staff in an effort to maintain the orderliness of the branch’s collection, to pull and route material requested by patrons and to assist staff with Library programs when needed.
Volunteer Roles & Responsibilities: Teen volunteers assist at the Haughville Branch in a variety of ways. The branch volunteer supervisor determines what help is needed on an on-going basis.   Tasks will vary depending upon the day of the week and time of day the volunteer is available.    The following is a list of activities that a volunteer may be asked to assist with:

1. Search and pull library materials on the Hold  list

2. Search and pull materials for HQ lists
3. Place books in order on book carts

4. Shelve videos, DVDs,  CDs, and magazines
5. Block shelves and help with clean up (bringing in-house items to circulation desk, pushing in chairs, etc.) 
6. Organize magazines and newspapers (place in order, pull old issues, straighten display)
7. Help with bulletin boards and book displays
8. Host & assist with programs (greeting, crafts and activities, assisting with summer movies, etc.)

9. Read to children for Instant Story Time
10. Assist at summer reading program table
11. Assist with creating teen recommended book lists


Volunteer Qualifications, Skills & Abilities:   Teen Collection Support volunteers need to possess the skills and physical ability to perform the tasks listed.   Upon completion of training and a reasonable time on task, teen volunteers must be able to retain procedures and processes and perform tasks independently with limited supervision.  

While on duty, teen volunteers serve as representatives of The Indianapolis Public Library and, to this end, must present and conduct themselves in a positive, friendly, helpful manner to the general public.  

Volunteer Requirements:   Haughville Branch teen Collection Support volunteers must: 

· Meet the qualifications, skills and abilities listed above.

· Successfully complete a volunteer screening process which includes:

Volunteer Application

Volunteer interview
Volunteer Background Check (age 18+)
Parental Permission (age 14 to 17)

· Agree to abide by Library and program guidelines as outlined in the Volunteer Handbook.  
· Minimum age for this volunteer role is 14.
Time Commitment & Scheduling:   Volunteers generally commit to a minimum of two hours once a week on a relatively regular schedule.  Volunteers will be scheduled by the volunteer supervisor at the Haughville Branch depending upon the needs of the branch and the availability of the volunteer. Teen volunteers need to be dependable and on time for their volunteer placement and must call the volunteer supervisor if they are going to be absent.
Volunteer Supervision:  A library branch staff member will be identified as the Teen Collection Support volunteer supervisor.  This supervisor will be responsible for screening and scheduling volunteers, initiating and monitoring the volunteer training process, and problem solving any issues or concerns volunteers may have.  Any Library staff member present is available to answer questions or provide program support on a day-to-day basis. 

Volunteer Training:  Teen volunteers will be provided a branch orientation and on-the-job training for the tasks involved.  

Personal Appearance / Dress Code:   As a representative of The Indianapolis Public Library, we request teen volunteers report for their volunteer shift well groomed and appropriately attired.  We request volunteers not wear blue jeans or shorts when volunteering.  Comfortable shoes (i.e. walking, athletic) are recommended.  Volunteers are requested to wear a badge identifying them as library volunteers while on duty.

IndyPL Mission: The Indianapolis Public Library enriches lives and builds communities through lifelong learning.

IndyPL Vision:  To be a Center of Knowledge, Community Life and Innovation for Indianapolis.

Inquiries:  For further information about The Indianapolis Public Library’s Haughville Branch Teen Collection Support Volunteer position, please call the Haughville branch at 275-4522. Thank you for your interest.
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