COASTAL COMMUNITY ACTION PROGRAM

117 East Third Street

Aberdeen WA 98520

JOB DESCRIPTION

TITLE:
Outreach Support Staff

JOB CLASSIFICATION:  Program Assistant
Salary Range:  II – IV

IMMEDIATE SUPERVISOR:  Program Coordinator

PROGRAM:  Grays Harbor-Pacific County Retired & Senior Volunteer Program 

SUMMARY DESCRIPTION:  The person in this position is responsible for outreach to RSVP worksites in both Pacific and Grays Harbor Counties. Recruiting new volunteers and worksites is a very important part of this, as is speaking at potential worksite meetings about the RSVP program. The workweek usually consists of four days in field, one day in office, or as needed. Some clerical and technical duties are involved, also responsibility for Peer Counselor training.

FUNCTIONAL RESPONSIBILITIES:

1. Outreach and recruitment of volunteer work sites and new volunteers. 

2. Helping place new volunteers in appropriate worksites.

3. Operate office equipment such as copier, fax and multi-line telephone

4. Recruit and train volunteers for the Volunteer Senior Peer Counseling program.

5. Assist with program fundraising

6. Attend staff meeting and trainings as requested

7. Other appropriate duties as assigned

QUALIFICATIONS:

1. Proficiency in Windows, specifically Word and Publisher 

2. High School Diploma or GED.

3. Organizational skills

4. Demonstrated ability to communicate well orally and in writing

5. Must have reliable transportation, current insurance and a valid WA driver’s license

6. Willingness to take direction and follow through with assigned tasks

7. Must be a people person who is able to work independently but also is a team player.


It is the policy of the Coastal Community Action Program to assure that no individual be excluded from employment or employment opportunities on the grounds of race, color, age, sex, religion, national origin, marital status or sexual preference, or presence of sensory, mental or physical handicap or Vietnam era and disabled veterans, or denied the benefits of any of the agency’s employment opportunities. 
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