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Volunteer Position Description
Department:  Staff Development



Date Approved:

Position Title: Clerical Volunteer



Date Reviewed:
Site Supervisor:  Angie Newhouse
Position Summary:  The Clerical Volunteer’s primary role is to assist with office-related duties in a professional, service-oriented manner that enhances Riverview’s caring environment.
Essential Functions and Primary Responsibilities:

Perform various clerical duties including computer data entry (Microsoft Word, Excel), proofreading, photocopying and faxing, design and editing of existing office forms, occasional filing, assist with mailings, errands and special projects.

Minimum Requirements:

· Ability to follow written and verbal direction

· Ability to perform essential functions and primary responsibilities independently and without continual supervision

· Good communication and phone skills

· Must maintain confidentiality

· Cooperative and motivated to work with staff and clients.
Qualifications/Competencies:

· Licenses—None required

· Certifications—None required
Physical Abilities:

This position may involve sitting, standing, walking, lifting, twisting, bending, squatting, kneeling, reaching, pushing, pulling, carrying up to 25lbs. This position may require repetitive hand/wrist motion and the possibility of eye strain.

Expectations:

· Maintain confidentiality

· Be a team player

· Promote a safe working environment

· Report incidents/accidents immediately to appropriate personnel

