
Organisation Name 
The Old Library 
 

Title of role  
In-House Volunteer  
 

Purpose of role 
To be the representative of The Old Library in the building during its opening 
hours, to make sure that everyone feels welcome and that the day schedule 
runs smoothly. 
 

Tasks 
Opening The Old Library’s building, performing mornings checks  
Welcome visitors and volunteers in The Old Library 
Answering phone calls 
Helping people with their queries 
Advertising and inviting local people to community events at The Old Library 
Advertising might include posting on website and facebook page, advertising 
in and inviting representatives from the local press, leafleting and word-of-
mouth 
Taking photos of the activities at The Old Library, and, where possible, 
formatting them, posting photos on the website and facebook page 
Making sure health and safety, fire regulations and safeguarding policy are 
adhered to 
Collecting feedback from the local people     
Promoting services available at The Old Library to the visitors, for instance, 
WinterWarmth packs, Welfare and Benefit Advice, Job Club etc. 
Recruiting volunteers for The Old Library  
Promoting The Old Library as a community-owned building and helping 
people to use The Old Library as their community centre   
Locking up The Old Library, performing closing checks  
 

Location 
The Old Library, Parkside Road, Cornholme, OL14 8QA 
 

Support and supervision 
 
You will receive a detailed list of tasks along with instructions about how to 
carry them out. Café Worker will be present on site most of the time. There 
will be ongoing support from Café Worker, Administration Worker and Finance 
Worker. Administration Worker will process your Volunteer Application and 
will provide all necessary administrative support. You will meet with the 
Administration Worker and/or Trustees to discuss long-term and short-term 
goals and ways of achieving them. You will be given all necessary briefing 
and you will get acquainted with The Old Library’s building and activity 
programme.  
 

Benefits of the role 
You will have a chance to contribute to a vibrant community life in Cornholme 
and Portsmouth by making sure that the community hub functions efficiently 



day-to-day. You will develop your organisation, interpersonal and team skills.  
You will be volunteering as part of strong team of committed people.  
 
The Old Library is a vibrant community-owned building. You will have the 
chance to meet new people, and be a part of establishing a sustainable 
community hub.  
 
You will be offered the opportunity to attend any in house training that is 
relevant to your role. After you have been with us for 2 months you will be 
able to request a reference should you need it.   
Travel expenses will be reimbursed. You will be able to have one free drink 
per session.   
 

Personal qualities and requirements 
For this role we are looking for someone who is motivated and reliable, with 
good communication skills. You must be willing to work as part of a team and 
committed to the goals of The Old Library to contribute to building a strong 
resilient community in Cornholme and Portsmouth.  
 
Because the organisation works with vulnerable and young people we require 
2 Referees and ask that you undertake a DBS check, which will be free for 
you. We will also invite you to an informal discussion. 
 

Availability 
A commitment of at least on session per fortnight is sought. Attendance of 
meetings with The Old Library’s staff and/or Trustees may be required 
occasionally.  
 
Contact us 
If you want to find out more have a chat with The Old Library’s Staff, Trustees 
and volunteers when The Old Library is open,  
phone Administration Worker, on 07442499952 and 07906160721 and   
or email contactus@oldlibrary.org 
More information about The Old Library: http://oldlibrary.org 
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