UPPER MONTGOMERY ASSISTANCE NETWORK


Volunteer Job Title:
Administrative Assistant to the Board of Directors

Reports to: 

Director of Housing Assistance


Objective:

To provide administrative assistance to the Board of Directors to enable 

the growth and development of the Upper Montgomery Assistance Network (UMAN) as it continues to assist community members at risk of homelessness or loss of utility services.

Volunteer Job Description: 
The Volunteer Administrative Assistant will, under the general supervision of the Director of Housing Assistance, perform a variety of technical and clerical work that generally involves moderate responsibility and complexity. The volunteer will primarily assist 10 persons on the Board of Directors with duties related to providing technical, administrative and clerical assistance, including taking minutes at board meetings. Other special projects may arise, depending on the skills and interests of the volunteer.  

Requirements, Qualifications, Skills and Abilities

Volunteer Requirements:
Must possess a high school diploma or GED.





Must be at least 18. 

Must be able to work on-site at UMAN offices.

Must be able to attend Board meetings (third Thursday of the month in the evening)





Must be able to commit to a minimum of 3 hours a week.  

Qualifications, Skills and Abilities:

1. Possess good communication and interpersonal skills (Spanish a plus, but not required).

2. Ability to take directions and complete projects with accuracy.

3. Ability to be flexible in job assignments.

4. Have demonstrated computer literacy including knowledge of Windows-based applications.

5. Interest in working with clients who are in the low to moderate-income brackets. 

6. Interest in working with clients who represent a variety of races, cultures, and ethnicities. 

7. Strong interest in service to the community through a dedicated nonprofit.

8. Ability to operate within network’s mission, principles, and strategic plan.

9. Be reliable and punctual.

10. Possess a willingness to learn.

Responsibilities and Specific Duties

Responsibilities:

1. Completion of personal interview, volunteer orientation and training.

2. Maintain a working knowledge about UMAN to respond to requests for information.

3. Maintain strict confidentiality regarding names and information about UMAN’s clients. 

4. Attend monthly volunteer meetings and any other educational sessions to maintain and update skills.

5. Perform duties and report procedures in a timely manner, sometimes by set deadlines. 

Specific Duties:

1. Attend monthly Board of Director meetings to take minutes and aid members with any technical and/or clerical issues that arise. 

2. General office duties including mailing, copying, faxing, filing, printing, scheduling, emailing, shredding.

3. Provide volunteer newsletter support services.

4. Provide volunteer program records maintenance. 

5. Maintain variety of files and their updates.

6. Offer office and follow-up support to public relations and fundraising activities. 

7. Other duties as agreed upon with Director of Housing Assistance.

About the Upper Montgomery Assistance Network

Description

UMAN provides emergency financial assistance, education and referral services to people in our community who are at risk of homelessness. From our offices in Olde Towne Gaithersburg, Maryland our stellar team of volunteers provide clients with a point of entry for assistance primarily by telephone.  UMAN provides all services in English and Spanish. UMAN helps families and individuals who live in the areas of Gaithersburg, Montgomery Village, Germantown and Derwood and are facing eviction, foreclosure or utility disconnection. UMAN helps all people regardless of race, religion, sex, age or national origin. 

As UMAN services exist because of the support of on-site volunteers, we take great efforts to ensure that our volunteers are working in areas that they enjoy and those in which they are comfortable. UMAN staff works with volunteers to create a volunteer plan that offers personal skills development, by the volunteer’s request.  Additionally, UMAN offers certain benefits or volunteer rewards for volunteers on a periodic basis. 

Workplace

Volunteer Office Assistants work on-site at UMAN’s offices in Gaithersburg, Maryland. Office hours are Monday through Friday, 9:00 a.m. to 2:00 p.m. with flexibility in scheduling. All needed resources are available on-site.


Contact Information							P.O. Box 416


Regina Mastromarino, Director of Housing Assistance		Gaithersburg, MD 20877


Upper Montgomery Assistance Network				Tel: 301-926-4422


Email: � HYPERLINK "mailto:hbhabuda@comcast.net" ���HYPERLINK "volunteer@uman-mc.org"��volunteer@uman-mc.org��    Web: � HYPERLINK "http://www.uman-mc.org" ��www.uman-mc.org�	Fax: 301-926-4424
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