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VOLUNTEER JOBS

Our dedicated volunteers are an essential component of FSI as a thriving enterprise, and they serve in many key roles in the organization. Volunteer staff and regular staff are partners in keeping FSI functioning smoothly and effectively. We depend on each other.  Adhering to commitments and schedules – and providing ample notice when something intervenes – is a commitment we ask of every volunteer.  Acting with the respect, appreciation, and the consideration we accord our volunteers is a commitment we ask of every staff member. 

Volunteers for the following jobs are urgently needed:

Job: 


Main Office Volunteer


Area:


Administration

Responsible to: 
Business Manager
Time Commitment: 
4 to 10 hours per week

Schedule: 

Flexible but dependable
Location: 
 
Friendship Shelter Office
Description: 
Volunteers needed to assist the Business Manager with general office duties.      
Duties: 

1. Responsible for handling incoming phone calls to the office and providing general information about program.
2. Handle phone inquiries from prospective volunteers and prospective residents.

3. Record call activity of potential residents and keep call board up to date.

4. Assist in miscellaneous projects in the office.

5. Sort mail and organize files.

Qualifications: 
· Communication skills, tact, and good judgment.
· Basic computer skills, including knowledge of MS Word and Excel.

· Organizational skills with attention to detail and accuracy.

· Candidates should be friendly and reliable.
