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Volunteer Position Description

Branch Administrative Support

Purpose: Library branches conduct a wide variety of programs for all ages, offer materials in print and online, and provide a community resource to connect people to information. Staff and volunteers perform an extraordinary level of behind-the-scenes tasks to make these activities run smoothly. The role of a Branch Administrative volunteer is to support this effort. This impactful work will enable staff to expand and deliver programs and offer increased patron support. 
Volunteer Roles & Responsibilities: The Administrative Support volunteer performs clerical and supportive tasks which may include:
· Retrieve voicemails and respond to calls from patrons.
· Confirm program attendees by phone.
· Monitor, respond, and direct emails from patrons.
· Organize branch resources – displays, bus route maps, storage closets, etc.

· Create/update/straighten bulletin boards.
· Data entry.
· Update resources as needed.
· Other duties regarding the coordination of special events or community fairs.
· Create buttons, assemble craft kits, etc.

· Laminate items.

· Work with the paper cutter/cricut.

· 3D printing.

· Program preparations.

· Display preparations.

Volunteer Qualifications, Skills, & Abilities: While on duty, volunteers serve as representatives of The Indianapolis Public Library and must present and conduct themselves in a positive, friendly, and helpful manner.
· Be courteous and personable when dealing with the public, staff, fellow volunteers, and interns.
· Be self-directed and willing to take initiative.
· Respect and maintain confidentiality of staff, volunteers, community partners, and patrons.
· Proficiency in using Microsoft Office products, the Internet, and basic office equipment.
· Excellent written/oral communication skills and attention to detail.
· Professionalism, discretion, and honesty in handling confidential information.
· English language comprehension, verbal and written.

· Multi-language skills a plus.

· Basic mobility.
Minimum age to volunteer for this position is 18.
Skill Development: Library volunteers will be assisted in the development of skills related to the area in which they volunteer. These skills may include:

· Interpersonal relations.
· Library practices and procedures.
· Increased computer proficiency.
Time Commitment & Scheduling: Volunteers typically serve 2-4 hours a week on a relatively regular schedule during branch hours. The schedule will be established by the volunteer and the branch volunteer coordinator.
Volunteer Screening Process: In addition to meeting the qualifications listed above, volunteers must agree to abide by library and program guidelines as outlined in the Volunteer Handbook and successfully complete a volunteer screening process which includes:

· Volunteer interview with selected branch.
· Online volunteer application.
· Criminal background check (for volunteers ages 18+).
· Protection of Assets agreement should task warrant access to confidential information.

Volunteer Supervision: A library branch staff member will be identified as the volunteer coordinator. 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. All library staff members are available to answer questions or provide volunteer support on a day-to-day basis. 

Volunteer Training: 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 volunteers report for their volunteer shift appropriately attired and well-groomed. The volunteer coordinator will communicate specific location requirements.

Volunteer Badges: Volunteers are requested to wear the provided ‘volunteer’ badge while on duty. 

Service Hour Reporting: Volunteers are responsible for clocking in when they arrive for a scheduled shift and clocking out when they leave. 

IndyPL Mission: The Indianapolis Public Library enriches everyone and strengthens communities by inspiring lifelong learning.

IndyPL Vision: To be a center of knowledge, community life, and innovation for everyone in Indianapolis.

Inquiries: To learn more about The Indianapolis Public Library volunteer opportunities, visit https://www.indypl.org/about-the-library/volunteering, contact Volunteer Resources at 317-275-4046, or send an email to volunteer@indypl.org. 
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