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QUALIFICATIONS 

 

1. High school education is required.  Associates degree in Communications, Public Relations, or 

similar field preferred. 

2. A caring attitude supporting a welcoming, accepting presence within the office and in the public. 

3. Experience and/or training in various aspects of general office practices as well as excellent 

organizational skills, including high level computer skills. 

4. Able to receive direction and independently follow tasks through with minimum supervision. 

5. Demonstrate excellent critical thinking skills. 

6. Detail oriented and able to multi-task. 

7. Maintains professional integrity and demeanor throughout performance of all job duties, 

consistently demonstrates a strong work ethic. 

8. Adheres to and maintains confidentiality regarding patients, families, staff, and the organization, 

at all times. 

9. Able to work as a supportive team member and serve as a positive representative of SCH at all 

times. 

10. Able to act in a kind, decent and respectful manner at all times. 

11. Able to consistently uphold attendance and performance standards. 

12. Must possess, or within 30 days be able to possess, a valid Oregon Driver’s License or ID card, 

dependable transportation and proof of automobile insurance coverage. 

 

PHYSICAL REQUIREMENTS 

 

1. Ability to work in an office setting and lift a maximum of 25 lbs., requiring a two-person assist 

for any awkward size or over 25 lbs objects. 

2. Ability to communicate telephonically with staff and members of the community. 

3. Manual dexterity capable of operating office equipment. 

4. Ability to execute frequent reaching, bending, handling, lifting and filing of records. 

5. Ability to sit the majority of the work day except for breaks and lunch. 
 

WORK ENVIRONMENT/HOURS 

 

1. Typical physical office setting.  Occasional attendance at wellness fairs and events.  

2. Evening and weekend hours are an occasional occurrence, as needed to support the organization’s 

needs.  

3. This is a part-time 24 to 28 hours per week position. 

 

SKILLS REQUIRED 

1. Excellent communication skills - verbal, written and listening. 

2. Knowledge of rules of grammar for writing and proofreading purposes. 

3. Computer skills including basic word processing, data entry, heavy graphics programs and the 

ability to conduct on-line research.  Able to produce brochures and colored flyers using different 

software programs. 

4. Efficiency in the use of e-mail for inter-office and external communication. 

5. Able to produce professional quality documents from concept to final product, using Word/ 
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Excel/Publisher etc.   

6. Management of multi-line telephone system 

7. Operation of copy machine 

8. Operation of FAX machine 

9. Operation of computer 

10. Operation of digital camera 

11. Understanding of basic filing systems  

12. Experience with or ability to learn operation of postage machine 

13. Knowledge of social media for promoting events. 

14. Experience with or ability to learn public speaking 

15. Able to work well with and, at times, train and supervise, organizational volunteers. 

 
PURPOSE 
 

Provide support for the Outreach/Volunteer Manager.  He/she will also facilitate communication with 

and direction of SCH volunteers.  This person will act as a representative for SCH, educating the public 

about the organization’s mission and services. 

 
SUPERVISION RECEIVED 
 

The Outreach/Volunteer Specialist works under the direct supervision of the Outreach/Volunteer 

Manager.  All requests for his/her assistance from outside the department must be approved by the 

Outreach/Volunteer Manager.  In the absence of the Outreach/Volunteer Manager, the 

Outreach/Volunteer Specialist reports to the Executive Director or another manager as assigned by the 

Executive Director, and all requests for assistance will be approved by the Executive Director.    

 
SUPERVISION EXERCISED 
 

Supervision is limited to office and Outreach volunteers, as assigned. 

 
DUTIES & RESPONSIBILITIES 

 

1. Must report for work at scheduled time, ready to perform work functions, and remain on task while 

completing entire scheduled shift. 

2. Contact area organizations, agencies and churches to set up speaking engagements. 

3. Working with a team of volunteers and staff, ensure SCH brochures distributed throughout the 

public is current. 

4. Maintain Outreach and Volunteer department activity logs, including log for SCH Speakers Bureau. 

5. Oversee, with the assistance of clerical volunteers, volunteer files and data management. 

6. Oversee, with the assistance of a clerical volunteer, the creation of a monthly volunteer news flier. 

7. Assist in the donor recognition duties, including, but not limited to sending letters of appreciation, 

tracking donor information for newsletters and other publications,  

8. Assist in preparing grants by researching and gathering requested data, making copies, and mailing. 

9. Ensure volunteer time sheets are submitted and processed in a timely manner. 

10. Assist with the planning, implementation and follow-up for the Annual Volunteer Appreciation 

Luncheon. 
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11. Assist with various volunteer recognition tasks including, but not limited to birthday cards, 

sympathy cards, plants, and articles for the newsletter. 

12. Contact volunteers regarding necessary annual requirements. 

13. Assist with notifying volunteers of in-services and assist with the setup and paperwork. 

14. Assist volunteers and co-workers with accessing Volunteer and Outreach department forms. 

15. Receive donations, write receipts and letters of appreciation for all monies received from outreach 

activities. 

16. Assist with maintenance of SCH mailing list and database. 

17. Assist as needed in supporting and contributing to office continuity each day. 

18. Maintain current procedures for job duties in the department, updating as appropriate. 

19. Individually responsible to conduct him/herself in a safe manner during the performance of all job-

related duties.  Also responsible to bring unsafe conditions to the attention of the person within the 

organization in charge of safety issues. 

20. Participate in staff training and educational programs as it relates to position held. 

21. Assist in other work responsibilities as requested or assigned. 

22. Adhere to all SCH Personnel Policies including, but not limited to: 
Please initial ____ SCH Standards of Conduct as described in the agency’s Compliance Plan. 

Please initial ____ SCH Privacy Practices in accordance with HIPAA regulations. 

Please initial ____ SCH Sexual Abuse and Molestation Policy. 

Please initial ___ Upholds kind, decent and respectful behavior and performance standards. 

Please initial ____ Honor, respect, protect and promote patients’ rights and individualized care.  

 
This position description describes the general nature and level of duties and responsibilities required of 

persons assigned to this position. It is not intended to include all duties and responsibilities. The order in 

which duties and responsibilities are listed is not significant. 

 

___________________________________________         ________________________ 

Employee's Signature       Date 

 

___________________________________________  ________________________ 

Manager’s Signature       Date 

 

___________________________________________       ________________________ 

Executive Director's Signature     Date 

 
Accommodations for disabilities will be made whenever possible unless such accommodations would create an undue 

hardship on South Coast Hospice and Palliative Care Services, Inc. 
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