Greenways Land Trust

Volunteer Assignment Outline

.                            Administration/Secretarial                            .

Purpose:
To assist GLT staff in office tasks to increase the efficiency of the staff and organization as a whole.

Duties:

Assignment may include all or some of the following:

- computer and library maintenance (defragmenting hard drives, alphabetizing etc.)

- filing system maintenance

- archiving (relevant newspaper clippings)

- correspondence (mail pick-up/drop off, envelope stuffing etc.)

- record volunteer efforts (including hours worked and mileage) on volunteer activity sheets and submit to GLT

Skills & 

Prior office/secretarial experience is helpful but 
Attributes:
training can be provided. A person who is responsible, enthusiastic, and able to work well with others will be most successful in this assignment.

Method:
Please seek instruction for specific tasks from GLT staff.

Time

Office help is needed on an ongoing basis and
Commitment:
a commitment of 2-4 hours per week for a long term period would be ideal; however, any amount of time volunteered will be appreciated.
Benefits:
Gain valuable work experience, build contacts in the local community, knowing that you are contributing to the improvement of local greenways and staying active in the community!

