VOLUNTEER ASSIGNMENT

ASSIGNMENT:



ON-SITE SUPERVISOR:

Catalog/Internet Bi-lingual Docent 
Branch Volunteer Supervisor/library staff member

CONTACT PERSON:


PHONE:

Volunteer Coordinator


(707) 784-1506
LOCATIONS:

Fairfield Civic Center, Suisun City Library, Fairfield Cordelia Library, John F. Kennedy Library (Vallejo), Springstowne Library (Vallejo) Rio Vista Library, Vacaville Cultural Center Library, Vacaville Town Square Library
TIME COMMITMENT:

Up to 4 hours a week during library hours; may also vary according to library’s additional needs.

DUTIES:

Assist library staff by helping customers (individuals and small groups) learn how to use CARL, the library’s computerized catalog; explaining what is available through the on-line catalog, demonstrating various searches; helping patrons plan simple search strategies and understand search results; helping to introduce patrons to the internet, setting up emails, referring patrons to appropriate staff for complex, difficult or technical search or reference assistance. 

QUALIFICATIONS:

Ability & desire to work with people of all ages and backgrounds; familiarity with CARL and the Internet, ability to learn to operate library equipment; computer skills necessary; knowledge of Dewey Decimal system helpful. Bi-lingual in Spanish.
TRAINING:

Orientation to library with Volunteer Coordinator (2 hours)

Specialized training on CARL and the Internet with Volunteer Coordinator and other library staff         (2 hours)

IMPORTANCE OF ASSIGNMENT TO THE LIBRARY:

Many customers are uncomfortable using computers and unfamiliar with the library’s resources.  This often leads to frustrating and unproductive library visits.  This service provides simple assistance to customers using the library’s computer catalog and Internet access and directs those customers needing more advanced assistance to an appropriate staff member.

VALUE TO THE VOLUNTEER
Increase communication skills; opportunity to learn how libraries function; assist in providing quality library service to the community.
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