Miller-Driscoll PTA Job Description

Library Volunteer Coordinator

Overview:   Organize parent volunteers to work in the Miller-Driscoll Library for the coming school year.

August
· Get the list of volunteers from the volunteer coordinator, and recruit as many more volunteers as needed.   Volunteers are found through classroom sign-up sheets, newsletter advertisements, and a coffee hosted by the library in the beginning of the year.  These volunteers will make a weekly or an every other week commitment.  They will assist the librarians to check-in and out books, restock shelves and organize the library’s collection.  
September
· In cooperation with the librarians, host an informational session for all volunteers at the beginning of the year to explain their job and get preferred days and times for volunteering 

· Prepare the schedule of volunteers trying to meet their day and time preferences as well as possible. 

· Coordinate a training schedule for library volunteers with the library and ensure that each volunteer is signed up for a one-hour training classes (that the librarians host) prior to their volunteer start date.
Ongoing
· Continue to monitor the library volunteer schedule and coverage throughout the year, making sure that the library has sufficient help whenever needed.  Coordinate getting coverage for volunteer resignations, sick day calls or other cancellations.

· Work with librarians to have coverage during conference and ½  day schedules.
· Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.

*All Committee Chairs must be members of the PTA per our By-Laws.
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