Attachment: B

	
VOLUNTEER JOB DESCRIPTION

California State Library

	Name of Volunteer:


	Bureau/Section:
SLS/Tech Services
	Section Supervisor:
Lillian Chow
	Date:
April, 2012

	Location of Volunteer Assignment: 
Sacramento
	Position Title:

Japanese American History Archivist     

	Position Overview and Impact: 
Help to create access to oral histories and educational materials about the treatment and internment of Japanese Americans during World War II.  These historic materials are currently in storage, and this position will assist in making them accessible to the public for research, education, and potentially even family history purposes.

	Key Responsibilities:

Materials developed for specific projects funded through the California Civil Liberties Public Education Program (CCLPEP) may include:  photos, oral history transcripts, DVDs, CDs, VHS tapes, newspaper articles, posters, books and event programs.  For each completed grant project, the volunteer will:

1.
Review and organize the full scope of materials produced/submitted by grantee.
2.
Create a one page document for each project which includes a brief description of

            the funded project, grantee name, date, and list of materials associated with it.

3.
Identify the need for additional detail management for each project – such as

            creation of a spreadsheet for oral history participant names and details, and through

            work with staff, define spreadsheet parameters and create it.

4.
Work closely with cataloguing department to identify issues, and resolve problems.


	Qualifications Required:

•
Good organizational skills; detail oriented, and some research experience desired

•
Skills in writing and succinctly summarizing large amounts of information.

•
Interest in or willing to learn about this period of California/American history.


	Tools Required to Perform Required Duties:

Computer, DVD player, archive boxes

	Training and Support Provided:

Overview of California Civil Liberties Public Education Program (CCLPEP) – http://www.library.ca.gov/grants/cclpep/.  Staff will also provide an introduction to organization of materials in the collection, as well as procedures for handling the materials and summarizing each completed grant. Cataloguing staff will be available as needed.

	Benefit to Volunteer:

•
Opportunity to learn about an important period in American and California history.

•
Opportunity to use and enhance organizational and computer skills.

•
Gain access to an understanding of what happens behind the scenes in a library.


	Length of Commitment:

Minimum 3 months requested

	Weekly or Monthly Time Commitment:

Minimum 8 hours per week during business hours     

	Specific Work Days Required:
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