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What We’ve Learned

• Move from Volunteer 
“Management” to 
“Engagement”

• Engage their skills and 
expertise

• Provide clear 
expectations of time, 
tasks and training

• Show them impact on 
mission – how will they 
make a difference?



Why Have Written Volunteer Position 
Descriptions?

Clarifies 
Expectations & 

Co-Worker 
Roles

Primary 
Recruitment 

and Placement 
Tool

Avoids 
Problems/Basis 
for Engagement

Best Planning 
Tool - What’s 

needed? 

Is it Volunteer 
Centered? 

Utilize Skills?   

How Does It 
Impact Your 

Mission/Make a 
Difference?



Huntington Beach Public Library 

Position Description 

Volunteer Computer Coach 

Position Overview and Impact: Change a Life! Share your computer skills with novice 

computer users. As the world becomes more wired and the economy demands computer 

knowledge, many people are learning to use a computer for the first time. Be part of a team 

that is helping to bridge the digital divide in our community. 

Key Responsibilities: 

1.Sign up for at least one 2 hour shift per week. 

2.Be available to respond to requests from patrons as needed. Assist users one-on- one 

with such tasks as: logging on to the computers, MS Office, printing, resume formatting, 

Internet searching and e-mail. 

3.Troubleshoot minor computer and printer problems. 

4.Identify any additional “Commonly Asked Questions” and share with staff and other 

coaches. Consult reference librarians as needed. 

5.Other projects and assignments according to interest. These may include helping teach 

computer classes, and designing flyers and other training materials. 

Qualifications: 

• Working knowledge of PCs, Microsoft Office, Internet, as well as familiarity with the 

basic functions of saving and printing materials. 

• Patience and good communication skills. Ability to work with diverse library users. 





Targeted Recruitment

• Based on Position 
Description -- WIIFM

• Not every warm body fits 
every position

• Assess Skills/Interests and 
make a good fit

• Don’t be limited to who you 
know -- work together

• Multiple recruitment 
methods

• Better to have a vacancy 
than the wrong volunteer in 
the position











Support for Your Success

• Website – getinvolved.library.ca.gov

• Clearinghouse of Sample Materials www.getinvolvedca.org

• Start Recruiting! -- www.VolunteerMatch.org

• VolunteerMatch Training resources
http://learn.volunteermatch.org

• Free Volunteer Engagement Online Course 
http://www.transforminglifeafter50.org/tools-ideas/volunteers/volunteer-engagement-course

• New Book: Volunteer Engagement 2.0 
http://learn.volunteermatch.org/book

• Me: Carla Lehn:  carla.lehn@library.ca.gov and my book: 
http://www.library.ca.gov/lds/getinvolved/docs/F-
resources/VolunteerInvolvementInCaliforniaLibraries-BestPractices.pdf

http://www.library.ca.gov/lds/getinvolved.html
http://www.getinvolved.library.ca.gov
http://www.getinvolvedca.org
http://www.VolunteerMatch.org
http://learn.volunteermatch.org
http://www.transforminglifeafter50.org/tools-ideas/volunteers/volunteer-engagement-course
http://learn.volunteermatch.org/book
mailto:carla.lehn@library.ca.gov
http://www.library.ca.gov/lds/getinvolved/docs/F-resources/VolunteerInvolvementInCaliforniaLibraries-BestPractices.pdf


Developing Technology Trainers: 
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What We’ll Cover:
• Brief overview of Guiding Ohio Online

• Recruitment of technology trainers

• Training of technology trainers

• Tools available for technology trainers

• Maintaining a pool of technology trainers



Guiding Ohio Online: An Overview

• AmeriCorps

• Program’s objective

• Location(s)

• Duration



Recruitment of Technology Trainers

• Advertise

• Job/Career Fairs

• School/College Visits

• Interview

• Testing



Training of Technology Trainers

• What to expect, overall

• Classroom vs. one-on-one

• Online vs. in-person

• Personality types

• General tips for training

• Role-playing

• Ongoing process



Tools/Resources Available for 
Technology Trainers

• Templates

• “Boxed” curriculum

• Links to other tech training programs

• Administrative support

• Central location for all of the above



Maintaining a Pool of Technology Trainers

• Incentives

• Involvement

• “Train the Trainer” programs
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