


Office Assistant job description






Title Description:	Administrative Volunteer 

Purpose:	To provide support to or fill in for office staff.

Description:	Volunteer will handle a variety of clerical and /or administrative functions, such as answer telephones, perform reception duties, data entry, filing, and related duties as specified. Locations for this assignment may include but are not limited to the Marana Police Department Main station or substation. Assignments may include, but are not limited to the following sections:
· Communications / 9-1-1 Center
· Community Resource Unit
· Criminal Investigations Unit
· Front desk receptionist
· Record Unit


Qualifications:	Ability to sit for long periods of time, to deal with the public and law enforcement personnel professionally and effectively. Ability to answer telephones, use a computer and have basic filing skills, depending upon assignment. 


Training:	The volunteer will receive on the job training.


[bookmark: _GoBack]Time Commitment:	Minimum of eight (8) hours per month while the volunteer is in town, dependent on assignment.  Some assignments require a minimum of twelve (12) hours per month. For administrative assignment four (4) hours a week is desired. Hours will vary as needed, but are largely regular business hours.


Responsible to:	Volunteer Coordinator and Area Supervisor or designated position by assignment
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