Development and Welcome Desk Volunteer

NYAWC is seeking a volunteer to assist our busy development department and staff our administrative office’s welcome desk.  

Main Volunteer Duties:
· Conduct donor database cleanup

· Process incoming donations
· Draft thank you letters

· Help with grant prospect research, review specific grant alerts, newsletters, and other correspondences and look for grant opportunities.
· Sit at our Welcome Desk and attend to an average of 5 visitors daily.
Time and Skills Required:
· 4-8 hours per week
· Strong English reading, communications, research, and analytical skills.

· Attention to detail.

· Basic computer and Internet navigation skills. 

· Strong interest in learning about grant writing and fundraising preferred.

· Strong interest in the area of violence against women and/or the Asian community preferred. 
· Ability to understand clearly NYAWC’s mission, programs, and services.
