WSHS House Walk Volunteers – May 2011
WSHS House Walk Committee Chairs

Committee Chairs needed for:  Floral, Sponsorships, Ad Book, Tickets, Tablescapes, Publicity

Time Commitment:  Monthly evening meetings from Nov. 2010 until March 2011 and then bi-weekly meetings until May 2011.
For more information, contact Laura Zender at laura.zender@sbcglobal.net
WSHS House Walk Docent

Job Duties:  Greet house walk attendees at each house and explain to them about the house’s attributes.

Job Description:  Work two-hour shifts at one of the house walk houses.

Attend an evening training at the house to learn about the house and prepare to talk to guests.

WSHS Special Event Volunteer

Job Duties: Works as part of a team to help create and develop community events and fundraisers. 

Job Description: Help coordinate event efforts such as Gathering on the Green, Memorial Day Parade, Christmas walk, Measure- Your- Treasurer.

Helps take tickets, deliver publicity posters to local business, and assist with set up of decorations
Job Qualifications: Enjoys working on a team and working with the public. 
Available on an as-needed basis

Volunteer Grant Writer

 

Job Description:  Work with various parts of WSHS to identify appropriate grant sources, gather key information and submit grant applications to local, regional and national organizations.  

 

Job Duties: Research possible grant opportunities from foundations, corporations and government sources that are appropriate for size of our organization and needs.

 

Works with appropriate WSHS volunteers to gather necessary documents, budget and program information to write compelling grants.

 

Writes grants to specifications and on deadline.  

 
Job Qualifications: Enjoys writing and researching.  Enjoys working as part of a team to assemble key information.

 

Previous experience in grant writing for nonprofits is helpful.
Children’s Museum Volunteer

Job Description:  Helps to manage the Children Museum’s operations and docent program

Job Duties: Recruit, train and schedule for docents. From time to time develop appropriate hands-on children activities. Work with WSHS Communications Director to help publicize the Children’s Museum.
Job Qualifications:  Enjoys working with Children and Families. Is able to organize and implement existing children activities. Likes to create new children programs.

Has a good network of High School students a plus!!

Western Springs Historical Society Docent
Job Description: Help greet, answer questions and disseminate information about Western Springs to museum patrons

Job Duties:  Open and Close museum during museum operations – Saturdays between 10 a.m. and noon and in the summer on Thursdays between 4 p.m. and 6 p.m.  Greet patrons and ask them to sign-in. Give out new information to museum patrons about the WSHS i.e. new events, Ekdahl House, etc

Job Qualifications: Attend short training session describing docent responsibilities. Enjoys greeting people and answering questions. Can volunteer a few Saturdays a year!
WSHS Archives Volunteer

Job Description: Help organize and maintain the Western Springs Historical Society’s Artifacts and Historical Information.

Job Duties: Create and maintain files, catalog artifacts.  Help research resident’s questions and disseminate information
Job Qualifications: Enjoys Western Springs History and working in a team atmosphere. Has good organizational skills. Can work during archive hours on Tuesday or Thursday 9:00- 12:00 .  Can work on a computer a BIG plus but not necessary
Preservation Award Coordinator

Job Description: Help coordinate and implement the Annual Preservation Award process.

Job Duties:  Works on a team that helps recruit judges, review preservation award applications, develops communications and help create the Award Event. Coordinates with the WSHS Communications Director to promote the Preservation Awards.
Job Qualification: Has an appreciation for older homes and architecture. Enjoys working on a team and with the public.  Has good organizational skills.

Museum Display and Exhibit Designer
Job Description:  Help create, coordinate and build displays and exhibits for the Water Tower and Ekdahl Museums.
Job Duties: Works as part of an exhibit design team that researches and creates exhibits.  Helps work with area schools, to help integrate curriculum topics into new exhibit designs. 

Works as part of a team to help put up and take down existing displays at the Water Tower and Ekdahl Museums.
Coordinates with WSHS Communications Director to help promote new exhibits

Job Qualification: Enjoys working on a creative team. Has an interest or back ground in education or design.
Merchandising and Marketing Chair

Job Description:   Raise revenue for WSHS through the sales of unique Western Springs items.
Job Duties:  Develop and maintain relationship with local businesses to sell WSHS merchandise.
Order materials, as needed, with board approval.

Explore new items to sell at Water Tower Museum and local venues.

Collect money from local businesses on a regular basis and deliver to WSHS Treasurer.

Support Brick Chair’s efforts to market bricks.

Identify various community events where we might sell merchandise.

Identify volunteers to support efforts, as needed.

Coordinate merchandising efforts with Village of Western Springs and linking web sites. 
Job Qualification:  Organized, retail sales skills a plus.

Digital Photo Curator
Job Description:  Assist with digitization of archive photos and slides to sell to public via a professional photography web site.

Job Duties:  Choose photos for scanning.

Work with local professional photo shops to obtain optimum resolution.

Upload digital photos to professional photography web site.

Monitor sales and suggest ways to promote available photos to public. 

Job Qualifications:  Knowledge of photo resolution, computer file storage and transfer useful.

Oral History Volunteer

Job Duties:  Serve on the Oral History Committee and support efforts to record long-time Western Springs residents’ stories. 

Job Responsibilities:   Serve as an interviewer of individuals or groups. 

Job Qualifications:   Knowledge of Western Springs and its history, ability to listen well and ask appropriate follow-up questions to encourage additional responses.

Oral History Editor

Job Duties:  Serve as editor of recorded oral histories of Western Springs residents.

Job Responsibilities:  Create detailed logs of topics discussed in recordings.

Edit recordings, using editing technology, along storylines/topics.

Job Qualifications:  Knowledge of editing technology, interest in history of Western Springs and ability to listen for key words, etc.

