RIVERFRONT, INC.
Volunteer Job Description

Volunteer Job Title:  Foundation support  
Purpose of the Position:
To provide support for Foundation staff in its fundraising events and goals.
Qualifications:
· Interest and or experience in event planning
· Good communication skills

· Ability to work independently and as a part of the team

· Flexibility in work hours and positive teamwork attitude

· Availability between the hours of 8:00 a.m.-4:00 p.m.
· Good computer skills
· Access to a motor vehicle.

Location for Activity:  Work is performed at Riverfront.  Includes running errands and participating in special events.
Days and Hours:  Flexible.  Any time from 8 a.m. -4:00 p.m. Monday- Friday.  10 or more hours per week.
Job Functions:
1. Work with Foundation staff to organize special events.  May involve asking for donations, including cold calling, keep track of donors in a data base and on a spread sheet, creating posters, finding volunteers, writing news releases, writing articles for newsletter, running errands and doing miscellaneous small odds and ends.
2. Participate at special events, including a golf outing in late June and CenturyTel’s Sand on the Riverfront the third weekend of August. 

Physical/Sensory/Cognitive Requirements:
Must be able to use a computer and make phone calls.  Must be able to lift at least 30 pounds. Ability to present information and respond to questions from staff, participants, and the general public in face-to-face interactions is needed.
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