Welcome Desk / Greeter

Overview: As a welcome desk / greeter at the Delray Public Library, you will play a key role as the first

person that the public engages with. Your smile and welcoming demeanor is your business card. Your

responsibilities will include answering questions from the patrons about the various departments within

the library as well as programs that the library is offering.

Responsibilities:

Greet and Welcome Visitors: Provide a warm and friendly greeting to all visitors entering the
library.

Assist with Inquiries: Answer basic questions about library services, programs, and events.
Direct Visitors: Guide visitors to different sections of the library or to specific staff members for
further assistance.

Maintain a Tidy Area: Ensure the welcome desk area is neat and organized.

Support Library Staff: Assist with administrative tasks as needed, such as handing out brochures
or helping with sign-ups for programs.

Qualifications:

Friendly and Approachable: Enjoy interacting with people and providing excellent customer
service.

Good Communication Skills: Able to communicate clearly and effectively with visitors and staff.
Dependable: Reliable and punctual, with a commitment to the scheduled volunteer hours.
Basic Knowledge of Library Services: Familiarity with the library’s layout and services is a plus,
but training will be provided.

Time Commitment:

Monday — Saturday: 9 AM — 1 PM
Monday — Saturday: 1PM — 5PM
Sundays — September — May: 1- 5 PM



