PRESQUE ISLE STATE PARK

VOLUNTEER POSITION

Volunteer Position Title:  Archival Assistant

Site:  TREC/Park

Position Description:

· Label new collections materials (books, historical records, slides) in appropriate format (Library of Congress or other specified).

· Enter collections information into cataloging database.

· Scan photos and slides into appropriate files.

· Devise digital photo/scan file system.

Time Requirements:

· Time requirements are flexible based on availability.

· Volunteer should be willing to commit to at least two hours per week.

· TREC is open year-round so volunteers will be needed year-round.

Skills/Training:

· Ability to understand cataloging format.

· Ability to use and understand basic computer operation.

· Ability to operate scanning equipment.

· General organizational skills.

· Attendance at volunteer trainings

· Understanding of DCNR and its mission

Uniform:

· Professional, appropriate casual dress

· Space will be available to store personal items while working

Evaluation:

· Your performance will be reviewed once annually.  

· Review is designed to assist you in performing your duties and to insure standards are being met.  

· You may request additional reviews and input during the year as you feel necessary

