Humboldt Habitat for Humanity

Volunteer Job Description

Receptionist
Description:  The Receptionist is responsible for the daily answering of phones, correspondence and public contact of HHfH's main office.  This position reports to the Volunteer Coordinator.

Department:
  Administration 
Committee:
Public Relations
Duties:


· Answers phones, gives general information, takes written messages and routes calls.

· Opens correspondence routes accounts payable and receivable, downloads and routes emails.

· Updates outgoing recorded phone messages 

· Works with newsletter editor on upcoming events.
· Mails out responses to inquiries.

· Assists with bulk mailings.

· Data entry to update donor and volunteer records.

Skills

· Knowledge of word processing software of MS Word and Adobe PageMaker and Photoshop.  Cross platform knowledge or Apple helpful.

· Ability to write well in various forms including informative news, narrative and editorial.

· Ability to edit and be able to discern differences in syntax and grammar.

· Excellent phone skills with respect to friendliness, courtesy, answering questions, giving referrals to other agencies and prioritizing the immediacy of the calls.

· Knowledge of bulk mailing procedures.

Hours:
Twenty hours a week.

Office Assistant
Description:  The Office Assistant is responsible for the daily processing of accounts payable and receivable and the ordering of supplies of HHfH's main office.  This position reports to the Administrative Assistant.

Department:
  Administration
Committee:
NA
Duties:


· Answers phones, gives general information, takes written messages and routes calls.

· Processes accounts payable and receivable.  

· Prepares checks for signing and bills to be mailed.

· Enter information in QuickBooks.

· Maintains up to date files and records.

· Balances and maintains petty cash.

· Prepares reimbursements. 

· Orders supplies and materials through the mail and the Internet.

· Prepares reports on an as needed basis.

· Data entry to update donor and volunteer records.

Skills

· Knowledge of QuickBooks and MS Excel.

· Ability to produce reports.

· Ability to handle money, reconcile and balance accounts.

· Ability to contact vendors and clarify billing problems in a courteous and timely manner.

· Good customer service skills.

Hours:
Twenty hours a week. 

Volunteer Projects Coordinator
Description:  The Volunteer Projects Coordinator is responsible for the overall planning and publication of HHfH's newsletter.  This position reports to the head of the Public Relations Department.

Department:
Public Relations
Committee:
Public Relations & Publicity
Duties:


· Solicit stories from staff, volunteers, board members, home partners and contributing authors.

· Review for accuracy, grammar, spelling, etc.

· Develop themes for each issue of the newsletter
· Organize the taking of photographs (both 35mm and digital) of HHfH events and daily operations.
· Using Adobe PageMaker, arranges text, photos and graphics into an interesting and informative regular publication.

Skills

· Ability to write well in various forms including informative news, narrative and editorial.

· Ability to edit and be able to discern differences in syntax and grammar.

· Knowledge of word processing software of MS Word and Adobe PageMaker and Photoshop.  Cross platform knowledge or Apple helpful.

· Ability to meet deadlines.

· Knowledge of bulk mailing procedures.

· Knowledge of various photo and graphic formats and their electronic counterparts.

· Knowledge of duplication and offset.

Hours:
Eight hours a month with up to twenty hours during some weeks of production.

One-Time Project Coordinator
Description:  The One-Time Project Coordinator is responsible for the overall planning and coordination of an HHfH's project, whether special event or work projects.  This position reports to the Volunteer Coordinator.

Department:
Volunteer
Committee:
Human Resources and Volunteers
Duties:


· Organize the overall purpose, methods, logistics, materials, and people resources, needed to perform the project.

· Produces an overall plan and seeks approval of various departments.

· Solicit volunteers from staff, volunteers, board members, home partners and members of the community.

· Gives information about the event to the Public Relations department.

· Organize the taking of photographs throughout the HHfH project.
· Shops for materials.

· Arranges to have materials and supplies delivered to the site.

Skills

· Knowledge of word processing software of MS Word.

· Ability to meet deadlines.

· Knowledge of where to procure various materials and supplies.

· Knowledge of permitting process including health, outreach, etc.

· Good people facilitation and leadership skills.

Hours:
Eight hours a month with up to twenty hours during some weeks of production.

Newsletter/ Publications Assistant
Description:  The Newsletter Editor is responsible for the overall planning and publication of HHfH's newsletter.  This position reports to the head of the Public Relations Department.

Department:
Public Relations
Committee:
Public Relations & Publicity
Duties:


· Prepares news releases, Solicit stories from staff, volunteers, board members, home partners and contributing authors.

· Review for accuracy, grammar, spelling, etc.

· Develop themes for each issue of the newsletter
· Organize the taking of photographs (both 35mm and digital) of HHfH events and daily operations.
· Using Adobe PageMaker, arranges text, photos and graphics into an interesting and informative regular publication.

Skills

· Ability to write well in various forms including informative news, narrative and editorial.

· Ability to edit and be able to discern differences in syntax and grammar.

· Knowledge of word processing software of MS Word and Adobe PageMaker and Photoshop.  Cross platform knowledge or Apple helpful.

· Ability to meet deadlines.

· Knowledge of bulk mailing procedures.

· Knowledge of various photo and graphic formats and their electronic counterparts.

· Knowledge of duplication and offset.

Hours:
Eight to twenty hours a month with up to twenty hours during some weeks of production.

Work Crew Team Leader
Description:  The Work Crew Team Leader is responsible for the overall planning and construction of one phase of an HHfH's construction project.  This position reports to the head of the Executive Director.

Department:
Housing
Committee:
Building
Duties:


· Plan and organize work to be performed in that particular task.

· Seek comment and approval from the head of the building department and other Work Crew Team Leaders to coordinate various phases of the job.

· Organize, orient and supervise a team of semi-skilled individuals in the performance of a particular task or trade.

· Order, have delivered or arrange for pick up of materials, supplies and specialty tools needed to perform the job.

· Work with the Volunteer Coordinator to prepare training aids of step by step procedures for off site and on-site orientation and training guide to semi-skilled volunteers.

· Report any and all injuries following the Illness and Injury prevention policy.

· Oversee the regular inventory of all materials used in the project, returned to the retailer or Re-Stores.  Maintain accurate files.
· Oversee the regular taking of photographs (both 35mm and digital) of daily operations.
· Solicit discounted, discontinued or donated materials from businesses, individual donors, manufacturers and contractors.

Skills

· Excellent people skills in orienting, mentoring, supervising and disciplining when necessary.

· Knowledge of current building codes and construction practices.

· Knowledge of safe and efficient methods of lifting, moving, and the operation of hand and power tools.

· Knowledge of word processing software of MS Word and Excel. Ability to write progress reports and do general bookkeeping

· Ability to meet deadlines.

Hours:
Eight hours a month with up to twenty hours during some weeks of production.

Re-Stores Manager
Description:  The Re-Stores Manager is responsible for the overall planning and operation of HHfH's Re-stores.  This position reports to the head of the Development Department.

Department:
Development
Committee:
Public Relations
Duties:


· Solicit materials from businesses, individual donors, manufacturers and contractors.

· Establish written operation and donation policies for materials that are accepted and referrals to place that take things we do not.

· Develop targeted categories of materials to hunt for and accept.
· Oversee the regular taking of photographs (both 35mm and digital) of daily operations.
· Supervise the staking and labeling of all materials.

· Oversee the regular inventory of all materials accepted, sent to the building department and sold.

Skills

· Ability to write progress reports and performs general accounting. 

· Knowledge of word processing software of MS Word and Excel. 

· Ability to meet deadlines.

· Knowledge of methods of marketing 

· Knowledge of selling to other wholesalers and retailers.

· Knowledge of safe and efficient methods of lifting, moving, and storing materials. 

Hours:
Eight hours a month with up to twenty hours during some weeks of production.

Fundraising Assistant
Description:  The Fundraising Assistant is responsible for the research, planning and organizing of various HHfH's fundraising events.  This position reports to the head of the Fundraising Department.

Department:
Fundraising
Committee:
Fundraising
Duties:


· Review and research various fundraising plans.  

· Make recommendations on which ideas best represent the organization, recruit new volunteers and generate income.

· Recruit new volunteers to help in the events execution.

· Keep good records of contacts made, materials expensed and services offered.

· Assist with the development of an annual and perpetual long-range fundraising calendar.  Work to avoid conflicting events and venues.

· Work with public relations staff to promote the event.

· Work with a team to target and solicit donors.

· Make sure donors receive and return HHfH donor forms.

· Work with the team to make sure thank you’s are sent out in a timely way.

Skills

· Ability to write well in various forms including informative news, narrative and editorial.

· Ability to talk comfortably with a variety of people

· Knowledge of word processing software of MS Word and email

· Ability to meet deadlines.

· Knowledge of money handling techniques.

· Experience in working with other organizations to co-sponsor events.

· Experience in managing a multitude of little details.

Hours:
Eight hours a month with up to twenty hours during some weeks of production.

Public Relations Assistant
Description:  The Public Relations Assistant is responsible for assisting with various public relations activities in the promotion of HHfH's.  This position reports to the head of the Public Relations Department.

Department:
Public Relations
Committee:
Public Relations & Publicity
Duties:


· Solicit stories from staff, volunteers, board members, home partners and contributing authors.

· Review for accuracy, grammar, spelling, etc.

· Develop themes or story ideas for various public relations news releases or articles.  Runs that story by staff for approval.
· Organize the taking of photographs (both 35mm and digital) of HHfH events and daily operations.
· Writes press releases or news articles and submits them for publication once approved.

Skills

· Ability to write well in various forms including informative news, narrative and editorial.

· Ability to edit and be able to discern differences in syntax and grammar.

· Knowledge of word processing software of MS Word and Adobe PageMaker and Photoshop.  Cross platform knowledge or Apple helpful.

· Ability to meet deadlines.

· Knowledge of various photo and graphic formats and their electronic counterparts.

Hours:
Eight hours a month with up to twenty hours during some weeks of production.
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