
Position Description
Volunteer

Name:  _______________________________________________________________

PhoNe CoNtaCts:  _______________________________________________________

mail address:  _________________________________________________________

summary of VoluNteer Job:  ________________________________________________

  __________________________________________________________________

  __________________________________________________________________

  __________________________________________________________________  

suPerVisor:   __________________________________________________________

sPeCifiC resPoNsibilities aNd duties:  _________________________________________

  __________________________________________________________________

  __________________________________________________________________

  __________________________________________________________________

  __________________________________________________________________

VoluNteer exPeCtatioNs

	   To Be given guidance and direction

   To Be given opportunity, when possible, for a variety of experiences

 	 To Be kept informed and listened to by staff

   To Be provided orientation, training, support, supervision, and evaluation

   To Be treated with respect and appreciation

   To Be trusted and respected by staff and co-workers

   To Have a clear understanding of the duties and responsibilities

   To Have volunteer time spent wisely

 	 To Know as much as possible and be kept informed

  about the library’s policies, people, and programs 

 	 To Have proper working conditions

 	 To Receive continuing education for the volunteer position

 	 To Receive prompt response and feedback



VoluNteer resPoNsibilities

	   To Be open and honest regarding intent, goals, and skills

   To accepT only realistic assignments and have a clear understanding

  of the volunteer position 

 	 To caRRy ouT duties promptly and reliably

   To coopeRaTe with the staff and accept the guidance and direction

  of the Volunteer Supervisor 

   To undeRsTand the function of the paid staff, maintain a smooth working

  relationship with them, and stay within the bounds of volunteer responsibility 

   To paRTicipaTe in any training required by the library

   To discuss satisfactions, dissatisfactions, or any other concerns with the

  Volunteer Supervisor so that they may be resolved 

   To Be puncTual and to notify the Volunteer Supervisor of any absences

  as far in advance as possible 

 	 To Keep TRacK of your volunteer time on your Volunteer Time Log

 	 To weaR a Badge that identifies you as a volunteer

 	 To Be alert, sober, and drug free while volunteering

VoluNteer exClusioNs

 	 sHould noT check out/in books and materials

 	 sHould noT answer the library phone

  _____________________________   _________

 Signature  Date

revised 01/21/11


