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	Volunteer position
	Program
	Team
	Reporting to

	Library Events and Programs Assistant
	Community & Culture
	Culture & Lifelong Learning
	Library Programs Support Officer


	City of Adelaide’s volunteer program


Activities of City of Adelaide’s Volunteer Program contribute to delivery of the City of Adelaide 2016 - 2020 Strategic Plan.

Volunteering is highly valued in the City of Adelaide with volunteer activities contributing significantly to the positive experiences of residents, businesses, visitors and students.

	Volunteer vision


Volunteers will be given the opportunity to share their passions, abilities and skills in meaningful ways that strengthen community capacity.  

Activities of City of Adelaide’s Volunteer Program create a sense of belonging, enable creative expression, promote social inclusion, challenge inequity, encourage sustainable practices, and promote wellbeing in City Communities.
	Brief description of the role


To assist with setting up, running of and pack up of Events and Programs within the City of Adelaide Libraries.
	Tasks


Volunteer responsibilities and tasks will vary depending on the event or activity. Tasks may include all or some of the following and will be described fully in the specific event procedures:

· Assist with setup & pack down

· Help promote events and programs 
· Assist with photography/filming of events and programs
· Assist library staff during the event

· Meet and greet artists, partners and event attendees
· Capture attendee numbers, consent forms and feedback
· Wear a costume or event uniform if required

· Package up gift and prize packs

· Manual handling tasks

· Riding a tricycle or Electric Bicycle in the City as part of the Library Out & About program
	Essential & desirable skills, knowledge & personal qualities


Essential

· Excellent customer service skills

· Able to communicate with people from diverse backgrounds

· Able to work as a team member and individually as required

· Understanding of the role of public libraries in the community
· Reliable and punctual

· Able to lift between 2 – 9kgs
Desirable

· A knowledge & interest in community-based events is highly desirable

· Knowledge of Adelaide City and surrounds

· Confident riding a bicycle, and knowledge of associated road rules
· Able to use a camera and photograph events

	Training, induction and time commitment



Training & Induction

All volunteers must participate in the City of Adelaide’s:

· Volunteer generic induction

· Site specific induction (inclusive of manual handling training and operating procedures where necessary) 

· Completion of the online Workplace Health and Safety module
· Attend training provided by the Volunteer Supervisor to maintain or develop skills relevant to the role
Time Commitment

· A regular average commitment of a minimum of 2 events per month will be required based on your availability and regular library events.
· The days, hours and duration of the commitment will vary between events.  The amount of time required will be negotiated to meet the volunteer availability.

· Evening and weekend hours are likely
· Volunteers will be required to supply availability for rostering purposes

· Additional volunteering opportunities will be available for special events
	Additional requirements



· All council volunteers are required to have a satisfactory current National Criminal History Clearance. This will be provided and updated every 3 years by City of Adelaide
· Comply with all Council policies and procedures outlined in the Volunteer Handbook
· Adhere to all Work Health and Safety instructions and advice provided
· Where required, uniforms and personal protective equipment will be provided by City of Adelaide to be worn whilst on duty
	Benefits


City of Adelaide volunteers are eligible for the following entitlements and benefits
· A MetroCard for use on public transport for travelling to and from the place of volunteering

· Staff discounts and benefits under the employee ‘WRAP’ (Work, Recreation and Play) program

· Access to free and confidential 24/7 counselling services via the Employee Assistance Program

· Membership with the City of Adelaide Social Club (a fee applies)

· A voucher for selected Council UPark’s when public transport is not a suitable option
· Reimbursement of pre-approved work-related telephone and travel costs where appropriate
· I have read, understood and agree to abide by the conditions set out in this Volunteer Role Statement.
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	Signature
	Date

	Volunteer
	
	
	

	Volunteer Coordinator
	
	
	


Below are just a few examples of regular library programs which you may be interested in supporting as part of this volunteer role. This list is not exhaustive, and does not include the wide range of additional opportunities we are able to offer through our partnerships with other organisations.
	Program
	Frequency
	Time Commitment
	Program Description

	Board Game Bash
	Third Saturday of every month
	2 hours per session
	An all ages event for everyone from board game novices to enthusiasts – get involved with learning and playing some new board games, as well as familiar ones. Assist staff with setup, pack down and facilitation of event, as well as taking photos and collecting feedback.

	Exhibitions
	At least one per month
	1 – 3 hours per exhibition
	City Library regularly hosts exhibitions, which include painting, photography, sculpture and installation as well as archival and educational displays. Support tasks are based around hanging and displaying artworks.

	Film Club
	Thursdays fortnightly at City and Hutt Street Libraries
	2 - 3 hours per session
	Films are screened at City Library and Hutt Street Library each month, with attendees sharing thoughts and discussing the film following the screening. The volunteer task is based around watching the film and providing a short review for the library to use in social media promotions.

	Science Club
	School holidays – all centres

Days varied
	2 hours per session
	Our Science Club program is delivered across all City of Adelaide Library centres during school holidays. Tasks include assisting staff to prepare experiments and assisting with facilitation of event, as well as taking photos and collecting feedback.

	Out & About
	Special events as rostered


	3 – 4 hours on chosen day
	Our Library Out & About program takes the library outside of its four walls and into the great outdoors. Each month, our team attends special community events (ie. WOMAD, Writers Week, AVCon), as well as delivering  Storytime sessions at preschools within the Adelaide CBD. 

	Philosophy Café 
	Bi-monthly
	2 hours per session
	Philosophy Café brings accessible philosophy (and free coffee) to the community, through our partnership with the University of Adelaide. Tasks include event support (including setup and pack down), taking photos and gathering feedback.


More information on Library Events and Programs can be found on the website, 
http://www.adelaidecitycouncil.com/your-community/library-services/programs-and-events/ 

Our Values

Our values will guide us towards becoming a stronger, more effective organisation with a positive and mutually beneficial work environment for everyone.
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Achievement

 Deliver what matters
 Ensure dlarity of direction and unity of purpose
 Inspire excellence and strive for outstanding results

Collaboration

“ Work together to bulld successful teams and partnerships
« Be open, indlusive, and share knowledge
= seek, provide and act on feedback

Customer Commitment

= Know your customers and put them first
* Listen to and understand customer needs

* Be responsive, close the loop and deliver on promises

Integrity

« Own your actions, successes and mistakes
« Actwith transparency, honesty and respect
* Do what you say you will do

Innovation

Lok for ways to Improve and create positive change
 Think broadly and take a wider viewpoint
 Be responsive to new ideas and opportunities
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