Volunteer Opportunity Summary Form
Name of the Volunteer Position: Emergency Management Admin Support, Head Office
	Department
	Programs, Emergency Management (EM) 
	Supervisor
	Kevin Munro

	Timing and Duration - briefly describe when the volunteer position would be needed, and for what length of time (e.g. 3 weeks in June each year - or - 1/2 day per week during 2013).

	On average, 8 hours a week, but there could be peaks and troughs in need. 

	Expected Result - briefly describe the outcomes, results or deliverables that would result from the volunteer role being filled (e.g. end of financial year donations processed and receipt end before July 20 every year - or - 7 WHS training packs for local community projects developed by December 2013). 

	Produce, store and track EM photo IDs; mail out EM equipment to field officers as requested; assemble EM kits as needed; EM equipment labelled, stored, tracked; Customer Relations Management EM data input on volunteers, churches, equipment etc. 

	Task Description - briefly list the tasks the volunteer would be expected to undertake (e.g. enter donations from mail-ins to software, check and mail receipts,  take phone donations if requested by supervisor - or - research existing WHS training materials, draft all materials in the 7 WHS training packs for review by supervisor).

	 See above. 

	Volunteer Profile - briefly list key experience, knowledge, skills or attitudes that a volunteer would need in order to be successful (e.g. experience in adult education, knowledge of WHS in Australia, ability to use Adobe CS software, willingness to learn).

	Confidentiality, computer skills (Publisher, Word, Excel, Salesforce [desireable, but not essential]), able to work independently, interested in EM. 

	Costs - summarize any likely costs to ADRA and indicate potential source of funds (e.g. transport, printing, software - from NP budget).

	 Metro transport costs; cost of Lunch meal for one day. 

	Other Comments - anything else relevant (e.g. this role would work best if we could draw from a pool of potential volunteers that have received basic training).

	If there are a number of people who want to volunteer, we could rotate them. 


