- Habitat
‘ for Humanity®

of the St.Vrain Valley

OFFICE ASSISTANT VOLUNTEER

Volunteers must be at least 16 years old and have a signed waiver from a guardian if a minor

Habitat for Humanity is seeking dependable and detail-oriented Office Volunteers to support daily
administrative operations. This role is essential in helping staff stay organized and efficient, enabling
the organization to better serve families and the community. Office Volunteers contribute behind the
scenes to ensure programs and events run smoothly.

Key Responsibilities:
e Provide general administrative support such as filing, data entry, document organization
e Prepare materials for meetings, mailings, and events
¢ Help maintain accurate records and databases
e Support special projects as needed

Time Commitment:
e Flexible scheduling based on volunteer availability
e Typically 2—8 hours per week during regular office hours

Qualifications:
e Basic computer skills (e.g., email, word processing, spreadsheets)
e Strong organizational skills and attention to detail
e Friendly and professional communication skills
e Ability to handle confidential information responsibly
¢ Reliable and punctual

To get started:

e Click here to select a volunteer shift that works for your schedule.

e NOTE: If this is your first time volunteering with us, you will need to create an account on our volunteer
sign up system (CERVIS) and sign a waiver of liability.

o No experience needed - just show up and make a real difference.

Have Questions? Contact Doris Crespo (303) 682-2485 x106 or email dcrespo@stvrainhabitat.org

As a reminder, every calendar year you will be asked to sign the waiver of liability.

ReStore: 33 W. Pratt Parkway, Longmont, CO 80501


https://www.stvrainhabitat.org/all-volunteer-opportunities
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