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Volunteer Position Description

Summer Reading Program Support 
Purpose:  The Summer Reading Program (SRP) is one of the most extensive programs conducted throughout the library, encouraging reading for entertainment and education among youth and adults. SRP support is needed to aid staff with the influx of patrons, increased number of programs, and volume of books moving through the system. The program runs from June through July.
Volunteer Roles & Responsibilities: The following is a list of activities that a Summer Reading Program support volunteer may be asked to assist with:
· Prize inventory, prize distribution, and tracking in Beanstack.
· Patron instruction on downloading and using the Beanstack application.
· Program support. This may include functioning as a second unrelated adult (age 18+) in youth programs, as per the Youth Protection Policy.
· Gather, manufacture, and install decorations.
· Create passive program materials (examples – crafts, Take & Make kits).
· Encourage patrons to participate (examples – advertise SRP, direct patrons to passive programs).
· Juvenile shelf reading, straightening, pull list, and shelving.
· Hand out, collect, and process evaluation surveys.
· Conduct instant storytimes (training will be provided).
Volunteer Qualifications, Skills, & Abilities: Summer Reading Program support volunteers need to possess the skills and physical ability to perform assigned tasks. These skills include:

· Basic mobility.

· Proficiency in using Microsoft Office products, the Internet, and basic office equipment.
· Excellent English written/oral communication skills and attention to detail.
· Professionalism, discretion, and honesty in handling confidential information.
In addition, Summer Reading Program support volunteers are required to:
· Be self-directed and willing to take initiative.
· Respect and maintain confidentiality of staff, volunteers, community partners, and patrons.
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. 
Minimum age to volunteer for this position is 16.
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.
· Library technology 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.


· Online volunteer application.
· Criminal background check (for volunteers ages 18+).
· Parental permission form (for volunteers ages 16-17).

· 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. 

Time Commitment & Scheduling:  A regular work schedule will be established by the volunteer and the branch volunteer coordinator.
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 groomed and attired. 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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