Riverfront, Inc.

Volunteer Job Description

Karen Carter, Volunteer Coordinator, 608-784-9450 ext 248

Karen.carter@riverfrontinc.org
Volunteer Job Title:  Financial Support 

Purpose of the Position:  To support the financial operations at Riverfront by working on capital budgeting or cost benefit analysis or risk assessment or an area of special need for the applicant. 
Qualifications:  
· Flexibility in scheduling

· Good verbal and listening communication skills
· Skills in Microsoft Office and Excel
· Spreadsheet Knowledge and Experience
· Financial Experience (Budgeting and Research Skills)
Location for Activity:  Riverfront, Inc.
Days and Hours:   10 plus hours a week (Hours of Operation are Monday – Friday, 8:00 AM – 4:30 PM)
Job Functions:  
1. Set up and maintain projects

2. Work independently

3. Maintain high performance standards—follow organization policies and procedures

4. Manage time and use resources wisely

5. Maintain a positive attitude

6. Provide oral and written communication in a courteous, respectful manner

7. Maintain solid working relationships, confidentiality and ethic standards
Physical/Sensory/Cognitive Requirements:

Majority of the time is spent sitting at a desk.  Mobility around the office setting is required.  Use of hearing, near vision, 10-12 point character size, color vision, peripheral vision and the ability to adjust focus, to decipher, collaborate and orchestrate in a variety of environments, work simultaneously with diverse populations and environments.  Regular use of fine motor skills for typing or data entry is needed as is the ability to deal with several abstract and concrete variables.
