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Volunteer Position Description TEMPLATE
Position Title:  
Department/Agency:  
Program Purpose:  General overview - “big picture”. What is the organization or specific program trying to accomplish?
Volunteer Roles & Responsibilities: How the volunteer will contribute to the “big picture”.  And then include specifics of tasks of position.
Volunteer Qualifications, Skills & Abilities: While on duty, 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, fellow volunteers and library staff.   
Include such things as minimum age requirements, necessary certifications or credentials, specific knowledge of practices (i.e. computer skill), interpersonal skills, physical requirements of position, etc. 
Minimum age to volunteer for this position is ____.
Physical Requirements: (lifting, bending, standing, walking, pushing a book cart, etc.)
Time Commitment & Scheduling:  If certain days and times are required, state them here.  If schedule is more flexible, indicate the number of hours/days- as well as time of day- volunteer support is needed. General rule of thumb, volunteers do not volunteer more than 10 hours a week- most acceptable is between 2-6 hours a week. 
Volunteer Screening Process:  (Below are the minimum requirements.  Specific credentialing, if required, needs to be added.) 
· Meet the qualifications, skills and abilities listed above.

· Successfully complete the volunteer screening process which includes a signed volunteer application and waiver, a volunteer interview, and a criminal background check.

· Agree to abide by Library and program guidelines as outlined in the Volunteer Handbook.
Volunteer Supervision:  Document/communicate the volunteer supervisor by position and name if appropriate.

Volunteer Training:  Indicate the level of orientation / training required; who will provide the training and then define the mechanism that officially signals the end of training.
Personal Appearance / Dress Code:   Volunteers will present themselves well-groomed and appropriately attired.  State what “appropriately attired” means. 
For example: As a representative of The Indianapolis Public Library, we request volunteers report for their volunteer shift well-groomed and appropriately attired.  We request volunteers not wear shorts when volunteering.  Comfortable shoes (i.e. walking, athletic) are recommended.  Volunteers are requested to wear the provided ‘volunteer’ badge 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:  To learn more about this volunteer opportunity, please contact (fill in the blank)
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