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Volunteer Position Description
	Position Title: Employment Services General Support
	Volunteer position

	Reports to: Employment Services Manager
	


Position   
Assist clients who are applying for jobs in learning English vocabulary that is necessary for the particular job he/she is seeking. Assist Employment Services Staff in other ways as needed.  
Essential Responsibilities:
· Work one-on-one and in small groups with lower-level English clients
· Assist clients with filling out online and paper applications
· Practice interview questions with clients

· Document meetings with clients in client database

· Perform other tasks for Employment Services staff as needed

Desired Qualifications

· Desire to assist clients in preparing for the workplace in the U.S.
· Cultural understanding and appreciation of diversity
· Patience and willingness to work with lower-level ESL speakers
· Fluency in a language other than English (Spanish preferred, Arabic, French, Creole, and Swahili helpful as well)

· Proficiency in Microsoft Suite and competency in web browsing 

Volunteer Position Description

	Position Title: Employment Services Workshop Support
	Volunteer position

	Reports to: Employment Services Manager
	


Position   

Assist clients who are applying for jobs in learning English vocabulary that is necessary for the particular job he/she is seeking. Assist Employment Services Staff in other ways as needed. 
Essential Responsibilities:

· Provide supplemental English vocabulary/conversation to Employment Services clients
· Assist clients in applying to jobs and internships
Possible Themes: 

· Introducing yourself

· How to Conduct a Basic Job Search

· How to create a resume and references

· Interview preparation

· Dress for Success

· Non-verbal Communication
·   Presenting, if desired, any curriculum pertinent to career preparation/career growth
· Assisting clients as needed with computer exercises (browsing internet, creating resume, etc.) and/or workshop activities

Desired Qualifications:
· Willingness to work with low-level English speaking clients

· Desire to assist clients in preparing for the workplace in the U.S.
· Cultural understanding and appreciation of diversity
· Fluency in a language other than English (Spanish preferred, Arabic, French, Creole, and Swahili helpful as well)

· Proficiency in Microsoft Suite and competency in web browsing 
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