Community Outreach - Volunteer
Qualifications:

· Must be at least 18 years of age.

· Commit to three hours of service per week.

· Attend all Volunteer Training Sessions

· Work with participants from various racial, religious, and socio-economical backgrounds.

· Maintain participant confidentiality. 

· Demonstrate appropriate role modeling.

· Accept feedback and supervision.

Essential Functions:  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· the ability to come to work (attendance)

· the ability to get to work on time (punctuality)

· the ability to get along with co-workers

· the ability to work on a team

· the ability to work as directed

· the ability to work under stress

· the ability to cooperate

· the ability to self-motivate to do tasks as needed

· the ability to meet deadlines

· the ability to document legibly

· the ability to perform safety/emergency functions

· the ability to apply common sense understanding in prioritizing tasks

· the ability to carry out instructions furnished in oral and/or written form.

· the ability to work effectively with the public

· the ability to utilize sound judgment

· the ability to problem solve

· While performing the duties of this job, the volunteer / intern is regularly required to stand, sit, and walk; use hands to manipulate, handle, operate objects, tools, or controls; reach with hands and arms; stoop, kneel, or crouch.  The volunteer / intern frequently is required to talk and hear.  The volunteer / intern may be required to lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

Organizational Expectations:

1. Have a working knowledge of and comply with appropriate laws, rules, administrative policies and procedures related to your specific program.  

2. Coordinate activities with your immediate supervisor and keep him/her updated on trends and changes.

3. Ensure that work performance is in accordance with CDS, Inc.’s program-specific policies and procedures.
4. Provide appropriate documentation of activities.

5. Initiate and maintain all paperwork in compliance with appropriate rules and regulations.

6. Participate in the Management information system as needed.
7. Maintain open communication and positive working relationships with agency personnel, volunteers, interns, community partners and the general public.

8. Work cooperatively to promote the corporate identity and scope of CDS, Inc., and associated service sites.

9. Maintain a level of quality customer service, which results in customer satisfaction.

10. Participate in CDS, Inc. staff meetings, professional development and training, as instructed by your supervisor.

11. Participate in maintaining the facilities owned and/or operated by CDS, Inc.

12. Abide by and promote safety practices that reduce the risk of injury and/or property damage and facilitate the well being of participants, guests, staff and the general public.

13. Have a working knowledge of and comply with CDS, Inc.’s policies and procedures regarding event reporting:  Unusual Event Reports, Office of the Inspector General (DJJ) Reports, and Child Abuse Reporting.
14. Have a working knowledge of and comply with appropriate CDS, Inc. volunteer / intern policies and rules for ethical conduct as outlined by the National Association of Social Workers, and all applicable policies and procedures.

15. Report any potential, suspected or actual workplace violence in accordance with the policy described in the Volunteer/Intern Handbook.

16. Report any suspected or incidents of discrimination or harassment of CDS, Inc. participants, staff, volunteers, interns, partners, or visitors, in accordance with the policy described in the Volunteer Handbook.

17. Perform other volunteer-related duties as may be requested by your supervisor or designee.

Position Specific Job Functions And Competencies:

· Assist the program in recruitment, orientation, training and management of the agency’s volunteers.
· Assist at volunteer training sessions.
· Assist with the training session information.
· Develop and disseminate Outreach materials
· Participate in preparing for special events
· Assist the Outreach Program with other duties as requested.
Requirements:

· Clear background record check and Drug Free Workplace screening.

· Comply with training requirements for your position.

By signing below, I agree and understand that I must be able to perform each responsibility set forth above to continue my volunteer experience with the organization.

_____________________________________



___________________________ Signature





                          Date

_____________________________________



___________________________

Supervisor Signature






Date
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