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Volunteer Position Description
Branch/Department Collection Support
Purpose: The purpose of the collection support volunteer is to provide valuable support to library staff to maintain the orderliness of the branch’s collection so the public may readily access desired material.
Volunteer Roles & Responsibilities: Volunteers assist the library in a variety of ways. The location’s volunteer coordinator determines what help is needed on an ongoing basis. Tasks will vary depending upon the day of the week and time of day the volunteer is available. 
The following is a list of activities that a volunteer may be asked to assist with:
· Process and shelve patron holds.
· Pull materials from shelves (examples – patron holds, local missing, Collection HQ).
· Sort carts of materials to be shelved.
· Maintain orderliness (examples – shelf reading, shifting, straightening, shelving out-of-place library materials).
· Maintain displays (examples – bulletin boards, books, tax forms, brochures).
· Supplement book sale displays.
· Process discards.
· Process returns and materials from the drop box.
· Process Bunny Book Bags.
· Shelve non-print items.
· Clean materials.
· Identify and remove outdated periodicals.
· Stock paper and pencils at computer stations.
· Shred sensitive materials (example – library card applications).
· RFID wand inventory support to ensure materials are in correct order on the shelves.
· Seasonal support (examples – summer reading, winter festivals).
Volunteer Qualifications, Skills, & Abilities: Collection support volunteers need to possess the skills and physical ability to perform assigned tasks. These skills include:
· English language comprehension verbal and written.
· Basic mobility.
Upon completion of training and a reasonable time on task, volunteers must be able to retain procedures and perform tasks independently with limited supervision.

While on duty, volunteers serve as representatives of The Indianapolis Public Library and, to this end, must present and conduct themselves in a positive, friendly, and helpful manner to the general public, fellow volunteers, and library staff.   

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.
· Dewey decimal system.
· Computer proficiency.
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 or department.
· Online volunteer application.
· Criminal background check (for volunteers ages 18+).
· Parental permission form (for volunteers ages 6-17).
· 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/get-involved/volunteering, contact Volunteer Resources at 317-275-4046, or send an email to volunteer@indypl.org. 
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