VOLUNTEER POSITION DESCRIPTION
Cultural Heritage Volunteer - Heritage Collection Digitisation
Objective:
To work with the Council’s Heritage team to scan documents, prints, paintings
and objects, which are significant to the City of Greater Dandenong for display
online.
Tasks:
Under instruction from the Council’s Heritage Officers, scan items and create
identification records using an online heritage cataloguing system called eHive.
This involves:
1. Identifying the correct category and data related to selected items. Checking
the catalogue detail matches the item you are working on.
2. Adding the object identification and descriptive information from the supplied
catalogue worksheets into the eHive electronic catalogue on the computer
system.
3. If scanning an object or three-dimensional (3D) item, photographing the
object to create a digital image. If scanning a two dimensional (2D) or paper
based item, scan the item using the scanning equipment provided.
4. Upload the images created with this process into the catalogue system.

Skills and other requirements:







Developing English language skills
Careful attention to detail
Clear writing style for simple recording
Interest to learn digital volunteers and/or digital camera use – no prior
knowledge required
Some familiarity with word processing and data entry skills
Following training, the confidence to work alongside other volunteers,
unsupervised

Time commitment:
Volunteers will work in teams of up to 4 people in 3 hour shifts. Shifts will be
available at 2 shifts a day and for up to 3 days a week.
The ability to attend a minimum of one shift per week is required. Additional
shifts could be arranged if volunteers are interested.
SHIFTS:
Wednesdays
Thursdays
Fridays

MORNING
9am to 12
9am to 12
9am to 12

and
and
and

AFTERNOON
1pm to 3
1pm to 3
1pm to 3

Location:
Council’s Archive Facility, Dandenong South
Support/training:
The Council will provide all volunteers with sufficient training in cataloguing,
digitization and safe work practices. Volunteers will be required to attend an
induction session and a training session.
In addition, volunteers are offered opportunities to attend training sessions
throughout the year to improve their skills in areas such as emergency first aid,
diversity, and manual handling.
All Council volunteers will be invited to the two formal volunteer recognition
events which will be held annually.
All volunteers will be required to have a clear Police Check. This will be
arranged at Council’s cost.
Contact Person:
To apply contact the Council’s Volunteer Coordinator
8571 5335/0408579587 proche@cgd.vic.gov.au

