Beaufort District Collection

The Beaufort District Collection is dedicated to preserving materials relating to the history, culture, and environment of this part of South Carolina.   The Historical Resources Coordinator is in charge of the Beaufort District Collection, all staff and volunteers who work within the Beaufort District Collection, as well as oversees the Local History circulating collections at each Library Branch.  Beaufort District Collection volunteers report directly to the Historical Resources Coordinator unless expressly noted otherwise in the position descriptions below.  Attention to detail is a requirement. Dedicated volunteers who provide consistent and regularly scheduled service are preferred due to the amount of training required to work effectively with the resources available within the department.  The Beaufort District Collection has a need for docents, evacuation and recovery volunteers, map collection preservers, digitization project workers, obituary filers, persons who are comfortable with photocopiers and microfilm machines, and persons who enjoy clipping newspaper and magazine articles about the Beaufort area. Unless otherwise specified, the work site will be within the confines of the Beaufort District Collection area.  

Please note:  All volunteers in the Beaufort District Collection are expected to perform the tasks assigned to docents unless expressly noted otherwise.  
WHAT DOES A BDC DOCENT DO?

Docents in the Beaufort District Collection provide supplemental assistance to the BDC staff in maintaining, preserving, and sharing the valuable materials stored here.  

Docents are individuals who greet our customers warmly, are enthusiastic about sharing library resources, and who protect our resources by practicing basic preservation techniques during their allotted duty.  

· A docent in the Beaufort District Collection must be able to function in a cool, dry (70 *, 50% humidity) environment.  

· A docent must be able to correctly shelve and file resources, including vertical file materials, postcards, maps, city directories, school annuals, scrapbooks, photographs, telephone directories, and obituary cards.    

· A docent must enter the appropriate data regarding the use of an item into the circulation system database.  

· A docent must demonstrate an understanding of the Dewey Decimal cataloging system.  

· A docent must learn how to use EVERGREEN and SCLENDS computer based software systems to assist patrons in locating resources.  

· A docent must be willing to listen and to offer non-biased assistance to patrons in the absence of the Historical Resources Coordinator or other members of the Reference Department staff.  

· A docent must be willing to demonstrate the use of the photocopier and microform machines for patrons.

· A docent must have a desire to share Beaufort’s rich culture and history with all of the collection’s visitors.  

Work site:  Beaufort District Collection Research Room
Reports to:  Historical Resources Coordinator

Minimum Hours:  2 hours per month for a period not less than 6 months

REQUIREMENTS

In order to be a Beaufort District Collection docent, one must meet these criteria:

· BDC docents must be at least 15 years of age.  

· BDC docents must be willing to serve for a period of at least six (6) months.

· BDC docents must attend orientation and training sessions as provided Historical Resources Coordinator. 
· BDC docents must complete the required application form and pass the County mandated background check for individuals aged 18 or older.     

· Docents must possess or obtain a valid Beaufort County Library card.
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