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                 Volunteer Role Descriptions

Role:		Branch Leader(s)
Hours:	5+ hours per week 
Responsibilities:	
· Oversee the strategic and operational development of a local Benthyg 
· Convene a steering group of volunteers and organising regular meetings
· Source donations of things to borrow
· Work with the Skill-Sharer volunteer(s) to facilitate regular skill-sharing workshops
· Embed Benthyg processes and procedures at a local Benthyg 
· Recruit and train volunteers
· Manage volunteers in the day-to-day running of a local Benthyg 
· Engage with the wider Benthyg network and online discussion groups
· Manage the income and outgoings of a local Benthyg 
· Produce regular reports on activity

NB: This can be a paid role




Role:		Host
Hours:	4+ hours per week 
Responsibilities:	
· Meet and greet all visitors by creating a warm and welcoming atmosphere
· Check items in and out following correct processes & procedures
· Keep the area clean and tidy before and after lending sessions
· Open premises at fixed, regular times for members to borrow
· Maintain and cleaning items 
· Take receipt of donations and adding them to the library 
· Maintain the online borrowing platform to monitor items available, reserved, loaned and overdue 
· Answer visitors’ questions and help them use the online borrowing platform
· Take payments




· As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Learn new skills like PAT testing, event planning, digital skills, etc.
· Training where you can learn at your own speed


Role:		Repair & Maintenance 
Hours:	1-6 hour per week 
Responsibilities:	
· Undertake repairs and maintenance of the library items
· PAT test electrical items (Must be PAT Test qualified) 
· Update the online borrowing platform with PAT testing and maintenance that is scheduled or completed 
· Test donated items before they are added to the library for borrowing
· NB Repair and maintenance volunteers need basic repair experience 

As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Learn new skills like PAT testing, event planning, digital skills, etc.
· Training where you can learn at your own speed


Role:		Skill Sharer
Hours:	4-8 hours per quarter
Responsibilities:	
· Work with the branch leader(s) to plan 4 skill share events per year
· Help publicise the events
· Work with the branch leader(s) to source any event materials needed 
· Set up and host the event, with help from other volunteers
· Work with the branch leader(s) to confirm what would be required from the Benthyg venue area






· As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Learn new skills like PAT testing, event planning, digital skills, etc.
· Training where you can learn at your own speed



Role:		Communications & Social Media
Hours:	1-5 hours per week
· Responsibilities:	
· Engaging with members to share news about skill-sharing events and borrowing opportunities
· Engaging with borrowing and Benthyg news with non-members to grow membership
· Writing press releases
· Engaging with Benthyg online discussion groups
· Making videos to share stories from borrowers, events and volunteers 
· Promoting Benthyg by attending local events and distributing flyers

As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Learn new skills like PAT testing, event planning, digital skills, etc.
· Training where you can learn at your own speed


Role:		Data Administrator
Hours:	1-5 hours per week
Responsibilities:	
· Reviewing and maintaining records of items as they are donated, borrowed and returned
· Processing all paper records into digital records
· Reviewing and maintaining membership database and highlighting trends – location, borrowing habits etc.

As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Learn new skills like PAT testing, event planning, digital skills, etc.
· Training where you can learn at your own speed

Role:		Delivery/Collection Facilitator
Hours:	1-10 hours per week
Responsibilities:
· Liaising directly with members to arrange convenient delivery/collection times	Comment by Cerys Jones: Need to make bullets blue
· Checking out/in items as they are delivered or collected
· Carrying verbal check in & check out processes on members’ doorsteps
· Providing own transport (depending on branch)

As a volunteer, what do you get?
· Lifetime free borrowing by using your volunteering time as a payment method to borrow
· Become part of a team of local volunteers within the wide Benthyg network, all cheering you on
· Training where you can learn at your own speed
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