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Volunteer Job Description

Office Assistant

Position Summary:

The Office Assistant will augment the activities of the development office and front office by performing as-needed clerical and data entry tasks.

Benefits:

Get to be in a quiet office environment interacting with development staff.

Examples of Responsibilities:

· Entering information on donors and volunteers into a database.

· Preparing bulk mailings.

· Organizing volunteer files and spreadsheets.

· Assisting development staff on clerical tasks.

· Interviewing potential volunteers and assigning them accordingly.

Skills Desired:

· Working knowledge of Microsoft Office Suite.

· Basic computer knowledge, such as internet-browsing.

· Ability to work as part of a team with the Kingdom House staff.

· Enthusiasm for the mission of Kingdom House.

Position Requirements:

· Must pass a criminal background check.

· Typical commitment is 4-10 hours per week.

If interested, please contact

Kenneth Pruitt (Coordinator of Volunteer Missions & Service Learning)

at 314-421-0400, x.221 or kpruitt@kingdomhouse.org.

I understand the responsibilities of the position described above and agree to perform my role based on this description, and on the policies and procedures outlined in the volunteer handbook.

Volunteer signature:___________________________________  Date:_______________

Supervisor signature:__________________________________  Date:_______________

