Technical Services Volunteer Job Description - Children's Library

Overview: Join the Delray Beach Public Library as a Technical Services Volunteer. This role is essential in

ensuring the organization and accessibility of the library's materials, contributing to an enriching
experience for all readers.

Responsibilities:

e  (Cataloging and Classification:
o Assist in cataloging new children's books and materials using library cataloging systems.

o Ensure accurate classification and placement of items within the library's organizational
structure.

e Shelving and Organization:

o Help maintain a neat and organized children's collection by shelving items accurately.
o Perform routine shelf checks to ensure items are in their designated locations.

e (Collection Management:
o Collaborate with library staff to maintain the children’s collection current.
o Assist in conducting regular inventory checks of children's collection items.

e Data Entry and Maintenance:

o Enter and update data related to children's materials in the library database.
o Verify and correct information to ensure accuracy.

Qualifications:

e Attention to detail and organizational skills.

e Basic computer skills and ability to learn library cataloging systems.
e Ability to lift and move library materials.

e Experience working in libraries a plus.

Time Commitment:

e Flexible hours based on the library's needs and volunteer availability.

Benefits:

e Gain experience in library technical services and collection management.
e Contribute to fostering a positive reading environment for children.
e  Work within a supportive and collaborative library team.



