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Volunteer Job Description

Position Title:  
Volunteer Program Assistant

Supervisor: 

Lisa Brush, Executive Director, Stewardship Network

Location:
Leslie Science Center, 1831 Traver Road, Ann Arbor
Other contact info:
phone: 734/395-4483, email lbrush@umich.edu, web www.stewardshipnetwork.org

Posting Date:
March 2006
Mission: The Stewardship Network is a dynamic coalition increasing capacity to preserve, restore, and manage Michigan's natural lands and waters.

Purpose of this position: To provide administrative support to the Executive Director and local clusters of the Stewardship Network.

Typical Duties: Making copies, entering data, preparing mailings, running errands, coordinating special events, responding to inquiries and helping with other projects that will vary from day to day.

Required Qualifications: 



· Willingness to help with things both complex and mundane

· Working knowledge of Microsoft Word (Excel, Access and PowerPoint preferred)

· 
Good organizational skills

· Accurate and detail oriented

· Able to work independently

Preferred Start Date:  Immediately



Deadline for completion of project:  Ongoing


Estimated total time commitment:
4-20 hours per week for at least six months

Preferred day and/or time of the week:  Tuesday afternoons, Wednesdays, Thursday mornings, or Fridays (either one solid block of time or spread out over two days)

How will a volunteer benefit from this position? A volunteer will learn a great deal about how small non-profit organizations work and grow and also gain an understanding of the care and monitoring of Michigan’s natural lands and waters. A volunteer will also have the satisfaction of knowing that their contribution is invaluable to the work of the Network.  A volunteer could also use this position to build his or her resume and prepare for future work in a similar non-profit setting.

How does completion of this project assist The Stewardship Network?  This position would be an enormous boost to the Network. We are engaged in putting on myriad events that have lots of details that need attention.  This will free up the time of The Network’s Director to tackle other projects and further build the capacity of The Network.
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