Client Services and Welcome Desk Volunteer

NYAWC is seeking a volunteer to support the efficient operations of the Client Services division. 
Main Volunteer Duties:
· Attending client services meetings to take attendance and minutes – Wednesday mornings, from 9:30 – 11, and send to members who are absent. 

· Updating and organizing the client services resource information and training materials

· Monitoring the submission of client outcomes checklists

· Calculating client services numbers (for supervisory functions)
· Sit at our Welcome Desk and attend to an average of 5 visitors daily.
Time and Skills Required:
· 4-8 hours per week
· Attention to detail and understands that these routine tasks are important and essential elements of healthy non-profit operations.
· Interest in working in non-profit/social services sector.
· Basic Excel and Internet navigation skills. 

· Strong English reading, communications, research, and analytical skills.

