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Genealogy Catalog Associate 
Volunteer Position Description

Primary Duties
The volunteer will enter data from hand and typewritten cards into the library’s electronic catalog.  Each card corresponds to a book in the Genealogy collection and digitizing the cards makes the books findable by local and remote researchers through the library website.  
The volunteer will streamline the entire process and learn the initial card creation steps.
Qualifications
Key skills needed are basic computer and strong typing skills, and strict attention to detail.  Knowledge of library cataloging is a highly desirable, but not required.  
Ability to work independently as well as part of a coaching team.  
Training Provided    
Library staff will provide all necessary training on the process and the specialized library software. 
Time Commitment 
2-4 hours per week; days and time schedule will be arranged with program supervisor. Initially while being trained, the shift will be Monday mornings; thereafter the schedule is flexible during library hours.
Length of Commitment
12 months minimum
Contact 
Volunteer Services Coordinator

monica.miltko@surfcity-hb.org

714.375.5114
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