
CHICAGO HISTORY MUSEUM 

VOLUNTEER POSITION DESCRIPTION 

POSITION TITLE: Research Center reference assistant 

DEPARTMENT: Research and Access 

STATUS: Non-employee. 

POSITION SUMMARY: Provide reference assistance in Research Center, along with reference 
librarians, serving researchers who include students, faculty, general public, school-age children during 
History Fair season, helping them use the archival collections, photographs, and monographs. 

Note: this position exists for individuals willing to volunteer their services without expectation or 
contemplation of compensation. 

POSITION SPECIFIC DUTIES: 

 

 Provide research services to Research Center’s audience of academic researchers, independent 
scholars, university and high school students, architects, community organizations, house 
historians, hobbyists, genealogists, and other individuals interested in Chicago history 

 Serve collections and collection items to researchers in the Research Center, providing 
appropriate guidance and supervision on the use and handling of materials 

 Instruct researchers how to use the online catalog, other online resources, microfilm equipment, 
and other self-service equipment 

 Other duties as assigned 

 

Note: it is fundamental that the volunteer’s work serve a civic, public, 

charitable or humanitarian purpose.  

 

REPORTS TO: Director of Research and Access/Chief Librarian 

 

WORKING RELATIONSHIPS: 

Reference Librarian, Cataloging and Metadata Librarian, Technical Services Librarian, Research Center 
Assistant, Photocopying Assistant, Rights and Reproductions staff, CHM staff 

QUALIFICATIONS: 

 Currently enrolled in MLIS program, completed general reference course 

 Prior library experience preferred but not required. 

 Knowledge of the Library of Congress classification system 

 Excellent verbal and written communication skills 

 Ability to deal diplomatically and effectively with members of the public 

 Ability to work with fragile paper and film-based materials 

 Ability to work under pressure 

 Ability to ascend and descend stairs 

 Ability to lift and carry objects/boxes weighing up to 40 pounds 

 Commitment to excellent public service 

 Database searching skills (online public access catalog, ProQuest interface) 

 Commitment to the mission, values, and programs of the Chicago History Museum 

TIMEFRAME OR COMMITMENT: 

Minimum of 4 hours per week, at least one year’s commitment.  



 

BENEFITS:  

Gain reference experience in a special library setting, increase knowledge of Chicago and its history, 
gain experience with building history and family history research, learn to work with archival materials.  

 

Chicago History Museum Values 

These are the values of the Chicago History Museum as an institution, our ―Collective Values‖: 

 Service, Collaboration, Discovery, Creativity, Empathy, Authenticity, Integrity, and Stewardship. 

These are the values that the staff and volunteers of the Chicago History Museum should embrace: 

 All-in: Taking and sharing responsibility for the Museum, its mission, and our future. 

 Welcoming: Demonstrating every day that the Museum is for everyone. 

 Forward-looking: Anticipating needs, spotting opportunities, and solving problems with 
determination and ingenuity. 

 

Please apply via this form: https://chm-cdn-1.s3.amazonaws.com/uploads/2016/10/CHM-
VolunteerApplication.pdf 

 

This job description is not intended to be an express or implied contract between CHM and anyone.  CHM 
volunteers are volunteers at will.   CHM reserves the right to change or assign other duties to this volunteer position 
as necessary to meet changing business needs.   CHM is an equal opportunity institution. 
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