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VOLUNTEER POSITION DESCRIPTION 
Special Project Volunteer – Materials Processor at Headquarters 

Looking for a great place to volunteer? Forsyth County Public Library in Cumming is a 5-branch library 
system with some of the busiest libraries in the state of Georgia! We’re searching for Special Project 
volunteers to assist our Materials Department staff members with processing library materials throughout 
our variety of collections. Explore this exciting opportunity to join our library family! 

Position Overview: 
As a Materials Processor volunteer you would be applying Mylar to library book dust jackets, applying book 
tape to paperback book spines, packing discarded library materials, and repairing library materials. 

Hours & Commitment: 
We are looking for volunteers who can commit to three-six months of service with our library. Materials 
Processor volunteers donate at least 4-6 hours of their time per week with flexible shifts weekdays 
Monday-Friday between 8:00 a.m. and 4:00 p.m. (afternoons hours are preferred) 

Major Tasks: 
● Applies Mylar and book tape to materials.
● Uses creativity in repairing materials, which can include using various glues and tapes, as well as

using razor blades, paper cutter, and scissors to trim or remove pages.
● Ensures that materials are processed in an accurate, neat manner.
● Carefully packs and moves boxes of discarded materials.
● Breaks down empty boxes for recycling.
● Push fully loaded book carts around to different areas of the Materials Department.
● May perform light clerical tasks.

Physical Demands: 
Regularly alternates between periods of standing, walking, bending, reaching, lifting items up to 35 lbs., 
sitting at a desk, and pushing fully-loaded book carts.  Requires a high degree of dexterity and repetitive 
hand movements. 

Qualifications: 
High School diploma/GED or current enrollment in High School.  Must be at least age 16. 

Ability to consistently maintain a high degree of accuracy, quality control, and attention to detail. 

Ability to follow verbal & written instructions, work independently, demonstrate attention to detail.  Ability to 
use standard office equipment. 

To Apply: 
1. Review the FAQ and Volunteer Handbook located on the library’s website.
2. Complete a Volunteer Application (available on the library website or at any branch).
3. Email completed application to fcpl-volunteers@ForsythPL.org. You can also bring it to the front 

desk at any branch, mail it to HR/Volunteers - #V-2025 Forsyth County Public Library, 585 
Dahlonega Street, Cumming, GA 30040, or fax it to 770-781-8089.

Questions can be directed to the Library’s Human Resources Office at fcpl-volunteers@ForsythPL.org. 
All volunteering agreements are contingent upon successfully passing the appropriate background checks. 
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