RSVP PROGRAM ASSISTANT
General Description
The RSVP Program Assistant provides administrative support to the RSVP program and staff.
Reporting
Reports to the RSVP Director.
Essential Duties
· Manages and maintains all electronic and paper program files.
· Collects and records volunteer hours and mileage.

· Assists with onboarding of new volunteers, including completing all required paperwork.

· Schedules and coordinates logistics for RSVP meetings, trainings, and events.
· Assists with data collection, including sending and recording surveys.

· Assists with routine volunteer communications, including cards, calls, and emails.

· Requests, collects, and drafts volunteer opportunities and events for newsletter, website, social media, and traditional media outreach.

· Works with Healthy Bones & Balance Coordinator to manage HBB program supply inventory and purchasing.

· Oversees work of select volunteers assigned to the RSVP program

Required Education and Experience
· Bachelor's degree in a related field preferred. 
· Experience working with older adults and/or volunteers 
Required Knowledge, Ability and Skills
· Demonstrated ability to work independently and in a professional manner
· Ability to prioritize responsibilities and accurately complete projects in a timely manner

· Ability to pay attention to detail

· Excellent interpersonal skills 
· Ability to work effectively as part of a team

· Computer skills (Microsoft Office Suite, Constant Contact, facebook, and other program-specific software) 

· Possess a valid driver’s license and a reliable vehicle to use for work

· Ability to lift boxes with programmatic materials up to 30 pounds

· Willingness to work some evenings and weekends as job requires

· Successful completion of the National Service Criminal History Check components, including the NSOPW, state check, and FBI check.

FLSA Status

· Nonexempt

