Attachment: B

	
VOLUNTEER JOB DESCRIPTION

California State Library

	Name of Volunteer:


	Bureau/Section:

Library Development
	Section Supervisor:

     
	Date:

     

	Location of Volunteer Assignment: 

Sacramento
	Position Title:

Social Media Specialist - Literacy

	Position Overview and Impact: 

Provide insight and guidance to the State Library’s literacy team on best practices for social media outlets such as Facebook, Pinterest and Twitter to help recruit volunteers to decrease the 3,000+ statewide waiting list of eager adults seeking volunteer tutors to be trained to help them improve their reading and writing skills.

	Key Responsibilities:

1.
Share relevant social media best practices with state library literacy team.


2.
Assist in creating a social media plan and timeline.

3.
Monitor social media traffic to assess effectiveness and recommend changes.


	Qualifications Required:

-  Interest in Social Media for volunteer recruitment and public awareness of adult literacy

-  Successful experience managing Facebook, Pinterest, and Twitter accounts


	Tools Required to Perform Required Duties:

     

	Training and Support Provided:

Orientation to the State Library, to the California Library Literacy Services goals and programs, and to current social media practices. Meetings scheduled with staff as needed for information and support.

	Benefit to Volunteer:

-  Opportunity to assist in recruiting volunteers who can help reduce our waiting list of over 3,000 eager adults statewide waiting for a volunteer tutor to be trained to help them  improve their reading and writing skills.

-  Chance to practice and share your social media skills.

-   This volunteer position could be done virtually or in the state library office, or both.


	Length of Commitment:

Minimum 3 – 4 months requested

	Weekly or Monthly Time Commitment:

2 – 3 hours per week

	Specific Work Days Required:

N/A
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