[image: image1.jpg]e

ﬂ‘o«ée Of Mthows Vinginta. nc.




6121 Lincolnia Rd. Ste. 303

Alexandria, VA 22312

703-658-9500


OFFICE assistant 
Participant Group: 
Age 17 or older.
Goals: 

1) Help employees with office affairs to ensure better focus on what matters most – our clients and their success.
2) Be reliable and able to assist in various office duties necessary.
Activities and tasks: 
Answering the phone, writing thank you notes, entering data, filing papers, assisting with mass mailings, and other similar office duties.

Outline of responsibilities: 
Assist the Volunteer Coordinator at Bethany House to help keep the focus on clients and maintain order for the best possible service to our clients.
Time commitment expected: 
4 to 15 hours weekly.
Personal traits desired: 
Hard worker, computer literate, task-orientated and flexible.
Orientation and training available: 
A short volunteer training and orientation will be provided in order to become familiar with Bethany House’s procedures, programs, and the need for confidentiality. Basic information about domestic violence will be incorporated into the training.
Support, supervision and evaluation provided: 
Volunteer will report to the Volunteer Coordinator.

Mandatory activities: 
Perform each assigned task to the best of your ability. 

Benefits to volunteer: 
Being involved with domestic violence victims by helping with behind-the-scenes work. Volunteer will be a part of helping clients get the best service through assisting with office duties.
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