California State Library
Assistant Volunteer Coordinator
Volunteer Position Description
Position Overview and Impact:  Supports the engagement of volunteers to assist the state library in achieving its information and cultural heritage mission, and helps to increase the library’s connections by engaging community members as volunteers.
Key Responsibilities:


1.
Assist with online volunteer recruitment using the Volunteermatch.org.  Initially the volunteer will be checking volunteer responses, but will eventually be trained to post volunteer opportunities as well. 
2.
Confirm receipt of e-mailed volunteer applications, and share with Volunteer Coordinator for review.  Assist in scheduling volunteer interviews and in interviewing as requested.
3.
Create and maintain files on each volunteer, ensuring all required documents are submitted.  Assist with volunteer time-keeping, using an Excel spreadsheet.
4.
If interested and available, serve on the state library’s internal volunteer engagement team and/or on volunteer recognition task force.
Qualifications:



· Enthusiasm for volunteerism and its impact

· Good with people, good organizational skills
, and willingness to be flexible

· Ability to use the internet, e-mail, Word and Excel.

· Background in human resources or volunteer program management helpful but not required
Staff Volunteer Contact:
Nejla Shifa, Volunteer Coordinator
Training and Support Provided:  Orientation to the California State Library and its Law Library, as well as on the job training and ongoing consultation with library staff.

Time Commitment:
4 -6 hours per week
Length of Commitment:   Minimum 6 months requested
Benefits of Volunteering:
· Gain experience in volunteer program administration.

· Learn about online volunteer recruitment
Contact Person:  Nejla Shifa – nejla.shifa@library.ca.gov
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