LIBRARY  PEER  MENTOR
JOB  DESCRIPTION
Date: 		Sept. 2012 - April 2013
Rate of Pay:  	$10.25/hour – New Peer Mentors
		$11.25/hr – Returning Peer Mentors	
Work Hours: 	Monday. – Friday:  (maximum 10 hours/week)        

Application Process: Email a completed application form and your resume to getinvolved@sheridaninstitute.ca or bring it in person to the Grassroots office at Trafalgar (B wing, beside Security) or Portable C at Davis.               
Job Summary:
Library Peer Mentors assist students in the use of the Library and its resources.  They may conduct information/orientation sessions, create displays, and assist in the organization of special events.
Job Duties:
Helping with Research
-Demonstrate the use of the OPAC; explain how library materials are organized (Library of Congress)
-Assist students in selecting appropriate information resources for their research/assignments; highlight sources book marked on library research computers
-Demonstrate basic search techniques for electronic databases and the Internet
Basic Technical Support
-Give one-on-one assistance to students in saving/printing selected search results; connecting laptops to Library printer
-Assist in the use of photocopiers, printer and A/V equipment
Provides service at the circulation desk
[bookmark: _GoBack]-Checks materials in and out, collects and records fines and fees. Performs other related duties as required.

Promoting Library Services and Resources
-Create posters and displays within the Library to promote online resources, special library collections and national awareness weeks or months
-Collaborate with peer mentors and staff from other areas of the college to coordinate library displays and presentations for college events, e.g. Orientation, Fabulous Friday
-Assist in the development of research aids and promotional flyers
-Write articles for the Sheridan Sun and targeted e-mail messages on Library resources/services
Orientation
-Conduct Library orientation tours for students on a scheduled or drop-in basis
-Assist faculty with in-library demonstrations of electronic resources
Skills Required:
-Post-secondary, full-time student with minimum 'B' average
-Strong interpersonal and communication skills; responsible, well organized and dependable
-Proficiency with basic computer searching and troubleshooting
