OFFICE VOLUNTEERS
As our long-time office volunteers will attest, much happens behind the scenes to make Habitat’s construction work possible.  There are opportunities to help with answering phones, greeting visitors, data entry, mailings, copying and more.   For more information, contact Martha Martin at mmartin@seattle-habitat.org or call (206) 292-5240 x112.
Front Desk

Seattle/South King County Habitat for Humanity uses volunteers to greet visitors and to answer phones and direct calls to staff.  Front desk volunteers also help with small projects that come up throughout the day such as mailing, copying and filing. 

Responsibilities
· Answering phones and directing calls
· Greeting visitors 

· General clerical duties 

· Occasional mailing projects 

Volunteer Impact
Front desk volunteers have the unique and valuable opportunity to experience many aspects of Habitat’s organization. The volunteer may be the first person a potential homebuyer speaks with at Habitat, and can also help save our staff time by handling small projects that keep the organization running smoothly. 

Skills
Prior phone and receptionist experience preferred. Volunteers should also be detail-oriented. Prior clerical and computer experience is also helpful. 

Time Commitment
2–3 hours one day per week,
Data Entry & Organization

Seattle/South King County Habitat for Humanity uses volunteers to enter donor and volunteer information into our database, Raiser’s Edge. A volunteer may be asked to assist with other administrative or organizational tasks as well. 

Expectations
It is likely that data entry and organization volunteers will work with confidential and sensitive information. Professional discretion is expected. 

Volunteer Impact
Data entry and organization volunteers help save our staff time and keep our office operating efficiently. This allows us to use more of our funds to house low-income families. 

Skills
Attention to detail and accurate keyboarding skills are necessary.  A familiarity with computer databases is preferred, but training in our database (Raiser’s Edge) will be provided.  Experience in fund development and/or office experience is also preferred. The ability to manually organize data is necessary for filing. 

Time Commitment
3–4 hours one day per week. 
