Oregon Money Management Program
Volunteer Office Aide – Position Description

General Responsibilities and Duties
Volunteer office aides work in the program office assisting the program coordinator with the following administrative tasks:
· Tasks vary depending on assignment but may include: assist program coordinator, volunteers and clients, data entry, respond to phone calls and e-mails, process and maintain program records, process mail 
· Provides support to program coordinator, program volunteers, and clients
· Notifies the program coordinator of problems that may arise

Qualifications and Requirements
· Program orientation and training
· Basic office skills including: telephone, writing, filing, following directions
· Basic computer skills including: keyboarding, internet, MS Word and Excel helpful but not required
· Ability to represent the program and sponsoring agencies professionally
· Good written and verbal communication skills
· Patience and tactfulness; ability to work cooperatively with a wide variety of individuals, including people with significant physical and mental impairments and varying socioeconomic backgrounds
· General knowledge of household budgeting and daily money management
· Provide own transportation
· Volunteer at least three hours per week
· One-year minimum commitment

Supports Provided
· [bookmark: _GoBack]Orientation and training
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