Office Volunteers

Description of Position:

Volunteers who can assist in the office with a variety of duties and tasks.
Responsibilities:

· Maintain and update Dressage Classic records, including schedules for deliverables
· Track and organize auction donations, and prepare bid-sheets and other auction materials.
· Copying and data entry
· Answering telephone, mail and email inquiries
· Assist in mailings

· Address general questions from the public

· Take accurate messages

· Develop and maintain a volunteer database

Qualifications:

· Excellent written and oral communication skills

· Strong organizational and people skills required

· Ability to work independently and creatively

· Direct public contact experience


Time Commitment:

· Planning meetings will vary with time commitment. 

· Maximum of four hours at an event will be asked depending on the responsibility assigned. 

