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Volunteer Opening





Issue Date: December 10, 2004





Closing Date: Open until position is filled





Title: Webmaster





Purpose: To administrate and modify the paganlibraryguild.org website 





Supervisor: This position reports to the Secretary





Duties and Responsibilities: 


Effective administration and troubleshooting on the PLG website


Creation and manipulation of web forms, databases and other data collection devices


Working in coordination with PLG board, and volunteer staff to update the site periodically with new pages, etc. as needed.





Qualifications: 


Membership in the Pagan Library Guild


Candidate must possess and be able to demonstrate knowledge of professional web design and web site administration


Candidate must be able to develop and manage databases as needed





Time Commitment:  10-20 hrs per month





Training: Full training on the current web site will be provided to the selected candidate.





To Apply:  Submit cover letter, resume, and demonstration of qualifications to secretary@paganlibraryguild.org.
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Volunteer Opening





Issue Date: December 10, 2004





Closing Date: Open until position is filled





Title: Public Relations Coordinator





Purpose: To increase the visibility of the Pagan Library Guild and to promote value added media content





Supervisor: This position reports to the President





Duties and Responsibilities: 


Coordinates value added content for the website


Creates media relations resources 


Oversees and administrates PLG publications


Chairs awards committee





Qualifications: 


Membership in the Pagan Library Guild


Effective oral and written communication


Knowledge of media and public relations





Time Commitment:  8-10 hours per month





Training: Introductory training will be provided to the selected candidate.





To Apply:  Submit cover letter, resume, and demonstration of qualifications to president@paganlibraryguild.org.
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Volunteer Opening





Issue Date: December 10, 2004





Closing Date: Open until position is filled





Title: Membership Coordinator





Purpose: To oversee and advocate for membership and member services 





Supervisor: This position reports to the Treasurer





Duties and Responsibilities: 


To facilitate member services including distributing guild literature to members


Sending membership renewal notices on annual dates


Drafting and publishing the membership directory


Maintaining the membership database





Qualifications: 


Membership in the Pagan Library Guild


Effective oral and written communication


Ability to manage and modify databases as needed





Time Commitment:  6-8 hours per month





Training: Introduction to membership services will be provided to the selected candidate.





To Apply:  Submit cover letter, resume, and demonstration of qualifications to treasurer@paganlibraryguild.org.
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Volunteer Opening





Issue Date: December 10, 2004





Closing Date: Open until position is filled





Title: Assistant Treasurer





Purpose: To assist in the execution of the financial and legal responsibilities of the Treasurer 





Supervisor: This position reports to the Treasurer





Duties and Responsibilities: 


Preparing and maintaining Financial documentation


Accounting 


Preparing tax forms 


Assisting the 501(c)3 committee 


Conducting financial research for PLG





Qualifications: 


Membership in the Pagan Library Guild


Effective oral and written communication


Knowledge of accounting and financial responsibilities for non-profit organizations





Time Commitment:  8-10 hours per month





Training: Introductory training will be provided to the selected candidate.





To Apply:  Submit cover letter, resume, and demonstration of qualifications to treasurer@paganlibraryguild.org.











