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DATA ENTRY VOLUNTEER
Thank you for your inquiry about volunteering with the Cabbagetown Regent Park Community Museum!

We ask that you complete the following questionnaire (see page 2) using the expanding space as needed for your answers. We suggest you save the file in .pdf format before e-mailing it back to us. Shortly after receiving your application, our Volunteer Coordinator will contact you regarding an interview. Interviews usually take place in a group setting on Friday afternoons. Please let us know if you would not be able to attend and we will set up an alternative time.

Please note, we request our volunteers to make a three-month commitment to the museum, with the volunteer working once per week for a minimum of four hours. This does however vary with the tasks performed. The data entry position is only runs during the week between 10am-5pm.

The requirements and tasks associated with the position have been listed below:

REQUIREMENTS

Experience with or the willingness to learn how to use Microsoft Office Access to Collections (database).

Experience with artifact handling, labeling and photographing.

Knowledge of proper artifact storage.

Experience with Microsoft office, typing skills.

TASKS

Assist in recording the stories of the objects, this sometimes includes sitting with the donor and typing up their responses to questions.

Filling out records in Access to Collections, including artifact measurements, colour and description. 

Properly labeling artifacts, storing them and recording their location. 

Scanning donated archival documents. 

Photographing artifacts.

	CABBAGETOWN REGENT PARK COMMUNITY MUSEUM

Data Entry Volunteer Questionnaire

	Name                                                                            Date

	Email Address

	Phone Contact

	How did you hear about the Cabbagetown Regent Park Museum? 

	Describe your experience working with Databases and those systems you have worked with.

	Describe your background with artifact handling, documenting and accessioning.

	When are you available to start and when would you need to finish if in a volunteer placement?

	Please provide us with a list of times and dates during which you would be available to volunteer:

	Why would CRPM be a good fit for you?

	What would you like said in a reference as a result of your involvement with CRPM? 

	When would you best be available for an interview?

	Any other information or questions you would like to share at this time?


