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                                            Volunteer for Knox 

             Volunteer Job Description

Position
Volunteer for Knox Administration Worker – Volunteer 
Location
22 Willow Road, Upper Ferntree Gully, 3156 

Reporting to
Co-ordinator Volunteer for Knox 

Working with
Volunteer Coordinator 

Position type
Ongoing – To be negotiated
All volunteers are expected to adhere to Equal Opportunity legislation
About the organization
Volunteer for Knox resource centre is located at Coonara Community House, 22 Willow Rd Upper Ferntree Gully.  
Volunteer for Knox (V4K) is jointly governed through a partnership between the five Knox Neighbourhood Houses – Conara Community House, The Basin Community House, Rowville Neighbourhood Learning Centre, Mountain District Learning Centre and Orana Neighbourhood House. 
The volunteer resource centre is funded by Knox City Council and its purpose is to increase volunteering opportunities for organisations and individuals in Knox. V4K will plan, implement and evaluate high quality services that result in public recognition of the value of volunteering for Knox.
Mission
Volunteer for Knox aims to be an accessible, innovative, connected and well-known service for the Knox Community.

Key Responsibilities 
· Follow Volunteer for Knox policies and procedures

· Assist Volunteer for Knox staff with maintaining accurate and up to date registered volunteer and organization records (via a volunteer management system and paper records)

· Taking phone calls

· Follow direction of Volunteer for Knox coordinators
· Promotion of Volunteer for Knox Resource Centre

· Ongoing contact and support of volunteers and organizations
This job description as presented will be reviewed on a regular basis to respond to any changing needs of the position.

Volunteer Skills needed 
· Strong organizational and interpersonal skills 
· Experience working with Microsoft Office products – Word, Excel and use of a database

· Quick, creative thinking and problem solving; independent decision making 

· Empathy with the goals and philosophy of ‘Volunteer for Knox’.
· Ability to work productively in an unstructured environment with frequent interruptions.

Desirable skills

· Experience working for community organizations
· Interest and enthusiasm for volunteering in all its forms
Time commitment

· To be negotiated 
Contact: Co-coordinator Volunteer for Knox on 

Ph:0429 968 822

E: office@volunteerforknox.com.au
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