	Work type -Include task description   
	Time commitment required 
	Times/Days of week  volunteers are required 
	Location of work : 
	Supervised position Y/N

	Example : Office assistance 
	2 hours per week
	Mon-frid  afternoon only 
	Alexandra office 
	Yes-by staff 

	Towing Volunteers:

Assistance with towing trailers between venues and returning and borrowing of toys (recording toy codes in a book). 

	Various, depending on where they live and the trailer route they are assisting with. Refer to the attached calendar
	Various, depending on the trailer route they are assisting with. Refer to the attached calendar.
	Marysville, Alexandra , Eildon, Yea, Flowerdale, Kinglake West, Kinglake, and Toolangi.
	No, but training is provided

	Trailer Manager:

Responsible for training would be towing volunteers and ensuring their vehicles are suitable. Also ensuring the trailers are serviced each year to comply with Health and Safety Standards. Advising the Committee of any repairs or improvements required.
	Various, depending on the number and turnover of towing volunteers, and their location.
	Various – Trailer Manager would organise times suitable for themselves and the volunteer towers.
	Various, but including Marysville, Alexandra , Eildon, Yea, Flowerdale, Kinglake West, Kinglake, and Toolangi.
	No, but training is provided

	Updating of Website

	Various, the more updates the better as we use this as the major form of communication with our members, but approximately 1-2 hrs per week
	Whenever suits
	From home, so long as they have internet access
	No, but training is provided

	Newsletter Writing

	Newsletter is published once a month, and “copy” will be provided. Need someone who can format it and make it look pretty! Probably 3-4 hrs per month


	Whenever suits
	From home, so long as they have internet access
	No



	Membership Officer:

receiving member applications, putting onto database, issuing membership cards and receipts, banking money


	Various, more at the beginning as hopefully lots of members will be joining!
	Whenever suits
	From home, so long as they have internet access
	No, but training is provided

	Point of Contact/Publicity Officer:

Being a mobile phone contact (mobile provided), and assisting with publicising the Toy Library within the various communities. Ensuring Maternal Health Centres, Playgroups, Neighbourhood Houses etc have a supply of MTL flyers, posters etc
	Various
	Various
	From home, so long as they have internet access
	No

	Grants Officer :

Responsible for finding and applying for grants which are suitable for the Toy Library
	Various
	Whenever suits
	From home, so long as they have internet access
	No

	Executive Committee (President, Treasurer, Secretary) 
	Part of the plan of the Toy Library is that by 2012 the MTL will be run by the Murrindindi community. If residents would like to step up to the plate prior to that, that would be great!
	Various. Committee meetings can be conducted via electronic means, and meetings will be  every 2 months. 
	From home, so long as they have internet access
	No

	Database Officer (one required for each corridor):

Updating database with new toys, deleted toys, returns and borrowings. Chasing up members with overdue toys.


	Various, depending on toy purchases and number of members borrowing
	Various
	From home, so long as they have internet access
	No, but training is provided

	Party Pack Co-ordinators (one required for each corridor):

Coordinates hiring of Party Pack by members


	Various, depending on number of Party Pack borrowings
	Various
	From home, so long as they have internet access
	No

	Trailer Roster Co-ordinator (one required for each corridor):

Coordinates drivers to ensure there is a driver for each scheduled visit
	Various, possibly more at the beginning as drivers work out which and how many trips they will do
	Various
	From home, so long as they have internet access
	No


For all positions, it is important to us that the applicant does what they have told us they will do, and within a timely manner. We operate under a small (and very friendly!) committee, and we are a very organised group! Currently things are moving at a fast pace, so we need people who are efficient but accurate too! Applicants need to have a passion for assisting those who have suffered the Black Saturday fires, and understand these residents need empathy and space.
Applicants can view our website at www.murrindindi.org.au for details about the Library’s establishment, philosophies, procedures etc.

Currently, our volunteers do not need WWC checks, as the children are supervised by their parents. However, an ability to interact well with children would be a bonus! 
