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VOLUNTEER OPPORTUNITY


Role: Reading/Research Room Volunteer
Where:
Coventry Archives 

(situated within the Herbert Art Gallery and Museum)
When: From October 2019. We are currently looking for volunteers who can assist our staff members on either a Wednesday morning 10.30am-1.00pm or any Wednesday-Friday afternoons from 1.00pm-3.30pm
Coventry Archives holds one of the most important regional archives in the UK, containing books, documents and records relating to every aspect of Coventry including a significant collection from the medieval and post Second World War periods. 

We need volunteers to assist researchers within the reading room by explaining how the reading room works, informing users of regulations and assisting with research. The role also includes tasks such as returning of books to shelves and regular tidying. 

What the role involves:
· Assisting Collections team members with parts of enquiries in three areas as requested, including the use of:
· Electoral registers

· Freeman indexes
· Newspaper microfilms
· Assisting with ongoing data entry administration duties
· Overseeing access to original archive material in research room

Skills, knowledge & qualities we are looking for:
· Previous experience of working with members of the public

· Cash handling skills
· Able to carry out physical activities such as tidying and returning of material too shelves in research/reading room
Benefits and training
· Full induction into the electoral register/freeman index and newspaper indexes

· Induction into other local study collections held at Coventry Archives

· Introduction to Coventry collections, our online catalogue

· Equipment training including use of till, microfilm reader, photocopier and computer
If you would like to be considered for this unique volunteering opportunity, please contact Esther Miranda: 024 7623 7587 or email: volunteering@culturecoventry.com
Culture Coventry Trust is registered under the Charities Act 1960, Registration No. 1152899. We rely on volunteering support and donations, to enable us to bring the rich history of Coventry to life, through engaging visitor experiences across all our sites. 

Our volunteer programme is vitally important to us and we work closely with all our volunteers to understand their needs, to ensure they also benefit from their volunteering experience with us.
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