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Whitman County Public Library
Volunteer Position Description
Title of Volunteer Position: Inventory assistant
Position Overview and Impact:
The Whitman County is undertaking its first complete inventory in 20 years.  Our goal is to scan the 60,000 items in our collection, housed at our 14 locations in a 3 month period.  The library prides itself on filling customer requests for item in our collection within 1 week.  Missing items cause delays.  A complete inventory will correct location information in the library’s catalog. Correct collection information make us better stewards of tax funds and customer time. 
Key Responsibilities:


1.  Scanning barcodes on library items.


2.  Search for items that are not found in the first scanning.

3.  Assist staff in shelving and organizing collections.

4.  Travel to the main library at Colfax for hands on training.  

5.  Partner with another volunteer to travel to a minimum of 4 of our branch locations for an average of 6 hours required to complete a branch inventory.
Qualifications:



Basic computer skills.  Basic knowledge of how the library arrange and shelve collections.  Able to bend, reach and work on your feet for at least 2 hours.  Able to lift and carry at least 20 pounds.

Staff Volunteer Contact:
Patti Cammack – 397-4366

Training and Support Provided: 

You will be working side by side with WCL staff that specializes in collection management.  One hour of training in procedures and library organization will be provided prior to beginning the project.  Two hours of actual inventory work will be completed at the main library before branch inventory is scheduled.  On-going training will be provided as needed.

Time Commitment:
5 or 6 shifts that will range from 4 to 6 hours, plus travel time as needed.  Inventory is generally done on week days when there is staff support available.  Specific days and times are scheduled by the volunteers.
Length of Commitment:   This project will be completed during March, April and May of 2011.  Future on-going inventory is also an option with one or two shifts scheduled each month beginning in August of 2011.

Benefits of Volunteering:
You will provide the library with much needed information to improve collection knowledge and be good stewards of your tax dollars.

You will develop a clear understanding of the library, its collection and the 14 communities it serves from the staff view point.

The somewhat intense, but short-term commitment may fit some lifestyles better than a long term commitment.

The library will provide snacks and lunch to volunteers and staff that participate in this project. 

With increased knowledge of the library and its services other long-term volunteer opportunities may present themselves to you.

Contact Person:  Clancy Pool 877-733-3375
Date Revised:
March 7, 2011
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