Chandler Public Library 

Volunteer Activity Description

Activity: 
      Job Center

Importance to Position to the Library:  Job Center volunteers assist in providing employment resources to job seekers. This includes basic resume writing, filling out on-line applications, and searching the Internet and other sources for specific occupation vacancies.  Some other duties include: learning about specific job descriptions and applying them to individuals’ resumes, helping with the writing of cover letters, downloading and attaching documents, creating e-mail accounts, and becoming familiar with the more popular job search websites/employment search engines.
Qualifications:

· Basic knowledge of computer applications including Microsoft Word, Internet and e-mail
· Ability to navigate the Maricopa Workforce Connections website and instruct job seekers in its use
· Knowledgeable about how to search for jobs on the Internet and how to fill out online job applications
· Ability to troubleshoot simple computer/printer problems, ability to multitask and work with more than one person at a time, and skill in dealing with the public and diverse populations

Responsible To: Public Services Volunteer Liaison
Responsibilities:

· Create a welcoming and comfortable environment by acknowledging every visitor to the Job Center with eye contact, a smile, and verbal greeting, ensure that they sign-in each time they use the services, and explain what services are available to new guests

· Put out signage of upcoming Job Fairs, current job advertisements, and other appropriate information for our clients from Maricopa Workforce Connections

· Triage what needs to be done to assist each client, prioritizing quick needs and simple solutions vs. longer/extensive one-on-one assistance and more elaborate help

· Help customers create resumes and cover letters using Microsoft Word or WinWay software, assist customers in filling out online applications and creating email accounts
· Demonstrate usage of a flash drive if necessary, assist customers in saving documents to flash drives and printing resumes, and other various clerical activities

· After assisting patrons with their job search, direct them to our online satisfaction survey to help provide feedback for us 

· Report monthly volunteer time

Training Required: Attend up to 4 hours of training provided by Job Center employees or ability        to demonstrate comparable skills sets.

Benefits of Volunteering:

· Assisting people in the community by providing for themselves and their families and by increasing job seeker's employability
· Providing time and skills that help the Chandler Public library meet its mission of being the best library, and the direct needs of the community we serve

Time Commitment: Two to four hours per week for at least six months

Grounds for Termination:

· Failure to carry out assigned responsibilities 

· Failure to adhere to Library/COC policies and procedures

· Frequently absent from scheduled shift

· Inappropriate behavior or dress

Contact Person: Mark Liden (480) 782-2777, mark.liden@chandleraz.gov 
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