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Volunteer Position Description

Teen Advisory Member 
Purpose: The purpose of the Teen Advisory volunteer position is twofold. First, teen volunteers help library staff provide valuable library services to the public, and second, library volunteer opportunities allow young citizens to engage and contribute to their community in a meaningful way. Teen Advisories may be referred to as Teen Advisory Group (TAG) or Teen Advisory Board (TAB).
Volunteer Roles & Responsibilities: Teen Advisory volunteers assist the library branch in a variety of ways. The Teen Advisory coordinator, a library staff member, determines what type of help is needed at any given time. Advisory volunteers are asked to commit to helping with library promotion and activities for an average of 2-4 hours a month. During special projects the time commitment may be extended.
Volunteer activities include the following and similar tasks:
· Attending Teen Advisory meetings.
· Planning, preparing for, and conducting programs for library patrons young and old.
· Assisting with book displays.
· Helping with programs organized by library staff.
· Assisting with special projects or tasks.
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.

· Program and/or event planning.
Volunteer Qualifications, Skills, & Abilities: Teen Advisory volunteers must be between 13 and 17 years of age and possess the skills and physical ability to perform assigned tasks. These skills include:

· English language comprehension.
· Basic mobility.
In addition, Teen Advisory volunteers must:
· Have an interest in assisting the library fulfill its mission and vision.
· Agree to and be available to assist with the activities listed above.
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.   
Volunteer Screening Process: In addition to meeting the qualifications listed above, Teen Advisory 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.
· Parental permission form.

· Protection of Assets agreement should task warrant access to confidential information.
Time Commitment & Scheduling: Teen Advisory volunteers are asked to commit to this library volunteer activity for one school year. Teens interested in this position must be available to engage in this activity and make every effort to attend Advisory meetings, planning sessions, and the programs. Volunteers must be dependable and on time for their volunteer placement and must contact the Teen Advisory coordinator if they are going to be absent or late. 
Volunteer Supervision: A librarian will be identified as the Teen Advisory Volunteer coordinator. The coordinator will be responsible for screening, accepting, and scheduling volunteers, initiating and monitoring the volunteer training process, and problem solving any issues or concerns volunteers may have.
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 Teen Volunteers report for their volunteer shift well groomed and appropriately attired. Jeans are permitted. Shorts and skirts must be no more than two inches above the knee. Clothing should not reflect any religious or political point of view and not be revealing. Dress code parameters will be discussed further with the Teen Advisory coordinator. Volunteers who are dressed or groomed inappropriately will be asked to return home to change. 
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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