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 Metro Meals on Wheels Volunteer Job Description
Position Title: Office Volunteer 

Purpose of position: Be a part of the Meals on Wheels team and office by volunteering to offer administrative support to Metro Meals on Wheels.
Report to: Volunteer Manager               

Telephone: 612-623-3363

Compensation:  Unpaid volunteer work (free parking)          

Commitment: 2 hours/week.  Ideal candidate will be able to commit to volunteering on a weekly basis for a minimum of three months.  Volunteer hours can be scheduled Monday-Friday 8am-4pm
Job Description: 

This position offers support to the Meals on Wheels office by offering administrative help including:

-answering phones
-Preparing our weekly bank deposit
-entering donations into donor database

-creating and processing donor thank you letters
-working in Excel and Word documents

-short term data-entry projects

-other duties as assigned

Qualifications: 

-Must be at least 18 years old

-Desire and ability to learn new skills

-Ability to operate a computer and basic software

-Ability to work well independently and as part of a team

-High attention to detail

-Reliable transportation to our office in Downtown Minneapolis (free parking lot available)
Benefits to the Volunteer: 

-Gain valuable non-profit and office experience to build your resume

-Help Meals on Wheels in leading the effort to ensure that individuals in our community receive nutritious meals and the human connection they need to enable them to live independently!

-We will provide you with a letter of reference after three months of service
Benefits to the clients and/or program: 

-Meals on Wheels volunteers are part of a huge effort – over 4,000 meals are delivered each day in the Twin Cities area.  These meals enable seniors and people with disabilities to remain living independently and happily in their own home.

-Our volunteers meet very important needs in our community including providing nutrition for seniors and people with disabilities and also providing a vital human connection. 

How to Apply: 
Send your resume to:  info@meals-on-wheels.com or
Metro Meals on Wheels

Attn:  Volunteer Manager

1200 Washington Ave S.

Suite 380

Minneapolis, MN 55415

Signatures:

Volunteer _________________________________Date:________________

Supervisor ________________________________Date:_________________

