Administration and Welcome Desk Volunteer

NYAWC is seeking a volunteer to ensure our office is running at an optimal level. In order to do that, we need a volunteer to help with the following:

Daily:

· Sit at our Welcome Desk and attend to an average of 5 visitors daily.
· Collect and distribute mail 2-3 times a week from our P.O. Box until late October. Distribute mail coming to our current address. Stamp and mail outgoing mail when you leave for the day.
· Run light errands such as going to Fedex or Post office.
· Sort out 3-5 faxes and multiple print-outs and distribute to staff’s mailbox

· Ensure all common areas are neat
· Replenish paper in 2 fax machines, 5 printers, and 2 copiers Put extra paper next to each machines for use by our 30 staff.
· Distribute items from Executive Director’s outbox to staff and file papers for Executive Director

Weekly:

· Water 7 plants

Time and Skills Required:
· 3 hours per day preferably in the afternoon for a 2-3 days or 5 days a week
· Strong interest in the area of violence against women
· Basic computer and Internet navigation skills
