Friends of Fort Steele Society

YCW in Heritage Organizations – 2010 Application

Volunteer Assistant
Job Title and Description:
Title: 


Volunteer Assistant
Number of Positions:  1

Job Length: 

16 weeks, May 17, 2010 through September 3, 2010.

Job Category: 

Fulltime
Reporting: 

Senior Administration


Job Summary:
Working in collaboration with all departments, and specifically our human resources department, this placement will assist with the coordination, recruitment, scheduling, and supervising of our volunteers, who are an integral part of operations of a world class heritage site.  This placement will also have the opportunity to develop, coordinate, and deliver special events that our volunteers play a pivotal role in.  There will also be other opportunities to work with other departments as we coordinate group bookings, events, and programming.  This placement requires an individual who is responsible, can work independently as well as part of a team, and is enthusiastic about working with people of all ages and interests that make up and want to be part of our volunteer team.


Duties and Responsibilities:
· Plans, organizes, and executes volunteer recruitment activities in support of specified program objectives.

· Recruits, supervises, and schedules volunteers for program activities.

· Coordinates volunteer events and appreciation awards as appropriate to the position.

· Prepares and provides post-activity evaluation data, as appropriate to the objectives of the position; prepares scheduled and special reports as required.

· Schedules and facilitates volunteer meetings and provides special instruction and orientation for volunteers, as appropriate.

· Maintains a database of volunteers and time logs of volunteer activities.

· May perform a range of administrative, clerical, and/or funding-related tasks related to the volunteer component of research, services, or development activities.

· Performs miscellaneous job-related duties as assigned

Qualifications:
Preference given to those working towards a post secondary education in a related field.
Essential skills:
Previous experience will be considered an asset. Must have the ability to work well independently on several projects concurrently and possess excellent communication and organizational and creative thinking skills.

