Visalia Library

Volunteer Position Description
Title of Position:    Welcome Desk Volunteer

Purpose of the Job:  To greet Library customers and help them with basic information. 

Responsibilities:
1)   Greet visitors.

2)   Answer directional questions and hand out available printed information about the Library.

3)   If requested, give them new library card information, also. 

4)   Help customers with the copier near the desk.

Qualifications:
Must have good customer service skills, the ability to smile a lot, and commitment to a regular schedule.

Responsible To:
Volunteer Coordinator and Circulation Desk Staff

Training Provided:   Orientation to the Library and related Library Policies, as well as extra training in Library basics and using the copy machines.

Days and Hours Required:   Usually, a minimum of one two-hour shift per week.  Busiest times of the week are the most important:  3 - 6 p.m. weekdays and

11 am - 5 p.m. on Saturdays.  (Volunteers may, of course, take time off when they need to.) 

Length of Commitment:   A minimum commitment of 3 months is requested.

Contact Person:
Sheryll Strachan, Volunteer Coordinator   713-2709
Date Revised: (12/09)

