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Office/Administration Team Volunteer
Revised: August 2017
Location: Outreach Office
Hours: To be determined
Advisor: Cellila Martinez – Volunteer Coordinator

Direct Supervisor: Rachael Espy – Executive Director
Purpose
To assist outreach office staff in daily activities as needed.
Specific Duties and Responsibilities
1. General office errands such as making copies, answering phones, etc. 

2. Distributing posters in the community and maintaining their removal.

3. Distributing pamphlets, brochures, and agency information to the community.

4. Assist with Social Media Outreach activities.

5. Other duties as assigned.

Requirements
1. Completion of Women’s Safety & Resource Center 10 week Community Education series and/or completion of 40 hour OCADSV online training.
2. Must have good written and verbal communication skills.

3. Be responsible, dependable, and consistent in your work.

4. Maintain agency, staff, and client confidentiality at all times. 

5. Adhere to agency Policies & Procedures.
6. Responsible and professional representation of our agency.
7. Attend staff meetings a minimum of once a month.

Benefits

· Personal satisfaction that comes with helping members of our community escape and overcome domestic violence, sexual assault, human trafficking, stalking, and other forms of abuse. 

· Excellent work experience in the field of administrative assisting and social services. 

· Excellent references for grants and scholarships.

· Positive recognition for work well done. 
I have read and understand the above position responsibilities 
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