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	COLUMBUS METROPOLITAN LIBRARY

VOLUNTEER POSITION PROFILE



	
	
645-2ASK • columbuslibrary.org


COMPUTER/TECHNOLOGY SKILLS/EQUIPMENT/SOFTWARE SKILLS:
The following is the common technology may be used in this position and is not all inclusive.

Data entry, Microsoft Word, Microsoft Excel, internet (www.Columbuslibrary.org) or other miscellaneous CML-related software applications  




SPECIAL REQUIREMENTS:
Location will detemine work schedule and assigned tasks. A strict adherance to a schedule is required to ensure Center coverage at the appropriate times. 
When work in the Job Help Center is slow, the JHC volunteer may be required to perform other duties that entail standing for extended periods of time and lifting books (could weigh as much as 25 pounds). 
PHYSICAL DEMANDS:
Nature of work requires an ability to effectively communicate and exchange information, collect, compile and prepare work documents and operating standard business office equipment. Manual dexterity and physical ability to perform tasks (i.e. repeated lifting, continual standing, reaching, bending, and walking). 

WORK ENVIRONMENT:
Majority of the work performed in a general office/library environment. Requires periodic participation and attendance at related library events and training.

DISCLAIMER:
The information in this summary indicates the general nature and level of work performed within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position.

Copyright © 1996, 1998, 2000, 2002, 2004 by Robert W. Eichinger and Michael M. Lombardo.  ALL RIGHTS RESERVED.  This work is derived from FYI FOR YOUR IMPROVEMENT( Coaching and Development Guide developed and copyrighted by Robert W. Eichinger and Michael M. Lombardo for Lominger Limited, Inc.  Without the prior written permission of Lominger Limited, Inc., no part of this work may be used, reproduced or transmitted in any form or by any means by or to any party outside of Columbus Metropolitan Library, except as required by law.
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JHC Assistant�
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PURPOSE OF JOB: 





Provide support to Job Help Center (JHC) staff members.  





ESSENTIAL DUTIES AND RESPONSIBILITIES:





Provide one-on-one assistance to customers using the JHC.


Answer appropriate questions related to job searches.


Patiently assist customers, many of whom may be new to electronic job searches, in using software tools in the job search process. Help them understand the automated process and what is being asked of them by the various sites. 


Help with electronic resumes, when requested. Look for errors and ways to improve the content for the various employment sites, as time allows. Point out information that is incorrect or missing. 


Teach customers how to use reference materials in the JHC.


Model literacy and good customer service skills.


Other duties as requested by the JHC staff. 





 INTER-ACTION:  





Library staff and employment-seeking customers 





MINIMUM QUALIFICATIONS:





Advanced literacy and computer skills


Knowledge of employment sites and job search-related software 


Keyboarding skills. Familiarity with MS Office products required 





HIGHLY PREFERRED QUALIFICATIONS AND COMPETENCIES:





Works hard and is energized. Works within the guidelines established by the Volunteer Coordinator and/or area manager. (Action Oriented)


Takes direction well.  (Approachability)


Works well with staff and fellow volunteers to help maintain a cooperative work environment. (Peer Relationships)


Interacts with customers as directed by the Volunteer Coordinator. Provide the highest level of customer service and confidentiality possible. (Customer Focus)


Shows a concern for customers and their grasp of information covered in the job search process. Works with customers so they understand job search concepts. (Compassion)
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