
UNITED CEREBRAL PALSY OF BROWARD COUNTY, INC.


POSITION DESCRIPTION 
Position Title: Volunteer Office Clerical
 
Volunteer: 





Department: 





Location: 







Position reports to:  Department Supervisor
Date of Commencement:





Position may include the following duties:

1. Receptionist Responsibilities
2. Photocopying

3. Collating

4. Filing

5. Making packets

6. Stuffing envelopes

7. Addressing envelopes

8. Stamping mail

9. Faxing

10. Assist in miscellaneous office duties as directed by supervisor of program.

United Cerebral Palsy of Broward County, Inc. is in full compliance with the Americans with Disabilities Act (ADA) and does not discriminate with regard to applicant or volunteers with disabilities and will make reasonable accommodation when necessary.  The following are abilities and physical requirements for this position at United Cerebral Palsy of Broward County, Inc. 

-
Ability to orally communicate effectively with others, with or without the use of an interpreter.

-
Ability to communicate effectively in writing, using the English language, with or without the use of auxiliary aids of services.

-
Ability to work cooperatively with all levels of staff.

-
May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in performance of job duties.

-
May be required to accomplish job duties using various types of equipment / supplies to include, but not limited to, pens, pencils, calculators, computer keyboards, telephone, etc..

                                                         


__________________________                 
Volunteer







Date

                                                        


    ________________________                  
Supervisor







Date

09-21-00
volunteer/volunteer office

