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VOLUNTEER DESCRIPTION
Administrative Volunteer
 
Purpose
The purpose of the Administrative Volunteer is to assist the HPS administrative staff in maintaining quality records in a timely manner.
 
Responsibilities
•   	Maintain chart room and complete clinical chart filing on a timely basis
•   	Brief coverage of reception duties if required.
◦   	Greet visitors and clients, ensuring timely flow of appointments by advising staff of arrivals.
◦   	Answer or redirect general inquiries in person or by telephone; take and distribute phone messages to all staff.
•   	Other duties for administrative support staff as required.
 
Qualifications
•   	An understanding of HPS’ mission statement, values and goals.
•   	An appreciation for persons with serious mental health issues.
•   	Admissible vulnerable sector background check.
 
Accountability
•   	Accountable to the Clinical Director.
•   	One 3-to-4-hour shift per week.
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