Attachment: B

	
VOLUNTEER JOB DESCRIPTION

California State Library

	Name of Volunteer:


	Bureau/Section:

Communications
	Section Supervisor:

Debby Lynch
	Date:

September, 2013

	Location of Volunteer Assignment: 

Sacramento
	Position Title:

California History, Art & Architecture Docent

	Position Overview and Impact: 

Assists members of the public in learning, understanding and enjoyment of the recently restored historic California State Library building and artwork as well as its history and collections.

	Key Responsibilities:

1.  Attend a 4 – 6 hour training for the position, and successfully complete an observed practice tour.

2.  Learn the materials through training and reading, be able to present tour information clearly, answer questions and remain politically neutral.

3.  Lead a minimum of 2 tours per week between 9:30 & 4:00 on week days.  Work with a Tour “back-up” volunteer to assure the safety of tour participants and the security of library materials and exhibits.

4.  Following each tour, report number of tour participants and commonly asked questions. For questions you couldn’t answer, gather contact information so staff can follow up.

5.  Some docents may be asked to help design curriculum pieces for various age groups.


	Qualifications Required:

•
Enthusiastic, cheerful and willing to learn

•
Have an interest in and experience with working with groups of people of all ages

•
Interest in California history

•
Experience or education in history, art, or architecture  helpful, though not required.

•
Ability to stand for long periods of time or sustained mobility
•
Successful experience with leading tours and/or speaking to groups


	Tools Required to Perform Required Duties:

     

	Training and Support Provided:

Initial 8 – 10 hours of training and practice tours.  Attend quarterly 1-hour meetings for in-service training and updates to the program.  Staff member contact for questions as needed.

	Benefit to Volunteer:

•
Opportunity to learn about California history, art and architecture

•
Opportunity to meet interesting people

•
Chance to share and practice public speaking skills

•
State Library Library Card


	Length of Commitment:

Minimum of 6 months requested

	Weekly or Monthly Time Commitment:

8 - 10 hours per month after pre-service training

	Specific Work Days Required:

Weekdays around your schedule
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