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Office Volunteer
POSITION REPORTS TO:

· Volunteer Coordinator
PURPOSE:
· To provide administrative support to Hospice staff.

QUALIFICATIONS:
· Administrative and organizational skills

· Knowledge of Microsoft programs (i.e. Word, Access, Excel)

· Daytime availability

· Team player
RESPONSIBILITIES:
· To complete hospice volunteer orientation & training session

· To inform Volunteer Coordinator in a timely manner if unable to fulfill duties

· To adhere to the Alliance Hospice Policies and Procedures
· To sign a Volunteer Service Agreement and attend an evaluation on an annual basis
POTENTIAL DUTIES:
· Answer phone, greet visitors

· Distribute mail, take mail out

· Preparation of bulk mailing

· Donations (tax receipts)

· Assist in maintaining databases of volunteers and clients

· Assist staff in contacting volunteers

· Assist in writing articles for Volunteer Updates, Newsletters and website

· Assist in preparation of materials for meetings/training sessions

· Update and maintain the library

· Assist in special projects and events

· Research

· Be an ambassador for Alliance Hospice
SUPPORTS FOR SUCCESS:

· Volunteer orientation, community workshops, and support from Hospice staff.

TIME COMMITMENT:
· 4-8 hours per week.  Office hours are Monday to Friday 9:30 am to 4:30 pm.
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