ULYSSES PHILOMATHIC LIBRARY

LIBRARY ADMINISTRATIVE ASSISTANT/VOLUNTEER COORDINATOR
Job Description @ 35 hours per week 
Responsibilities of Library Administrative Assistant in conjunction with Library Director are to:
· Assist Director with correspondence for:
1. Memorials
2. Gift acknowledgments
· Submit regular reports to Director regarding:

1. QB profit and loss reports

2. Immediate notification of large donations, unusual expenses or mail
· Finger Lakes Library System’s (FLLS) daily delivery hold and unclaimed alerts and Interlibrary loan items
· Bookkeeping in conjunction with Treasurer

1. Daily cash drawer
2. Petty cash
3. Process mail

4. Prepare bank deposits

5. QuickBooks entries

6. Pay bills 

7. Write checks to be signed by treasurer or other authorized signer
8. Process credit card payments 

· Supplies

1. Maintain and monitor inventory of maintenance and office supplies

2. Order as needed

· Records (DonorPerfect) working with Director and Membership Chair 
1. Update and maintain accurate records for all gifts (Association Membership, Memorial Gifts,
Book Endowments, General Endowment Fund, other gifts)
2. Provide output as requested by director or Membership Chair (reports, labels, letters, etc.)
· Volunteer Recruitment

1. Maintain volunteer application

2. Respond to applicants with postcard or email 

3. Interview volunteers to determine best match for positions that best fit their interests
· Promote volunteer opportunities as appropriate

· Volunteer Assignments and Scheduling

· Volunteer Records 

1. Maintain updated list of volunteers with current contact information

2. Maintain emergency contact information

3. Maintain hours for volunteers; tally for candlelight dinner

4. Provide nametags for volunteers
· Volunteer Training

1. Provide initial training of desk, shelf, adopt-a-shelf, and book sale sorters as needed

2. Assess volunteers need for ongoing training

3. Provide ongoing training 

· Volunteer Recognition and Appreciation

1. Prepare birthday and holiday cards for volunteers

2. Provide annual appreciation and holiday gift as budget allows

3. Inform LD of outstanding service; Suggest volunteer of the year for LD’s consideration

· Annual Volunteer Meeting

1. Host at least one volunteer meeting per year with repetitions to ensure widest possible attendance

2. Assess volunteer satisfaction with their library volunteer experience

· Annual Library Picnic

· Circulation desk

1. Troubleshooting 

2. Computer updates

3. Implementing library policies

4. Supporting youth worker and volunteers

5. Filling in when needed along with working one Saturday/month

· Patron satisfaction

1. Available and visible to the public with the goal that they feel welcome and comfortable in the library.

· Troubleshooting

· Phone

· Light housekeeping 
· Recycling biweekly

· Garbage weekly

· Bathrooms daily
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