SAMARITAN
MINISTRY

of Greater Washington

VOLUNTEERS NEEDED

SMGW'’s mission emphasizes the active involvement of volunteers, many of whom
experience transformative personal growth through their engagement.
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Volunteer Front Office Coordinators (FOC) & Subs

1345 U Street NW, Washington, DC 20020
2207 Columbia Pike, Arlington, VA 22204

1 Day a Week ¢ Tuesday = Wednesday OR Thursday ¢ Hours: 10am to 2pm

Responsibilities:
e Welcome program participants and help complete sign-in process.
e Provide basic information and forms for potential participants.
e Respond to questions from potential or current participants.
o Offer individual attention (water, snacks, listening) to those who are waiting.
e Answer the telephone and take messages for staff and program participants.
e Sort, file, and distribute mail to participants.
= Review file for outdated mail and determine appropriate actions.
= Forward mail to participants or return mail to sender as needed.
e Provide support to the Program Director and Caseworkers as needed.
e Help maintain a clean and neat office.
e Other duties as assigned.

“Volunteering is an act of heroism on a grand scale. And it matters profoundly.
It does more than help people beat the odds; it changes the odds.” - Bill Clinton

If interested, contact Sy Jones at sjones@samaritanministry.org
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