Volunteer Program

1341 Nipomo Street, San Luis Obispo, CA 93401
805-858-0771
slocity.org | volunteer@slocity.org

Volunteer Role
Senior Center Office Volunteer

City Department
Parks and Recreation Community Services Division

Volunteer Location
San Luis Obispo Senior Center
1445 Santa Rosa Street
San Luis Obispo, CA 93401

Volunteer Category
Long-term Volunteer

Purpose of the Position
This volunteer provides their time and skill in performing administrative duties at the
Senior Center, to achieve their goals of providing quality customer service to Senior
Center members and visiting guests. This volunteer will contribute to a positive
experience for Senior Center members and visitors.

Volunteer Duties and Responsibilities
Tasks vary based upon needs and may involve the following:
¢ Front office assistance
Answering phone calls
Responding to Senior Center members and guests’ questions
Organizing digital and hard-copy office paperwork
Opening and closing the Senior Center facility

Variations of Volunteer Requirements
Depending on department needs, volunteers must be able to:
e Hear sirens/alerts and verbal communication from within 20 feet in case of an
emergency.
e Possess average vision (corrective lenses are accepted) to read paperwork and
move safely around indoor and outdoor spaces.
e Speak and communicate effectively in English — verbal and written form.
Stay seated in an office or walking around for duration of a full shift
(approximately 3 hours).
Understand, follow, and remember instructions, protocols, and procedures.
Possess and exercise problem-solving skills.
Call 911 and follow Emergency Action Plan in the case of an emergency.
Receive, integrate, and retain instruction and feedback from fellow volunteers or
site supervisors.
e Self-advocate for breaks and personal needs.



o Understand The City of San Luis Obispo’s policies and positions and willingness
to serve as a voluntary representative to uphold those policies when interacting
accurately and respectfully with the public or otherwise representing the City of
San Luis Obispo.

Anticipated Environmental Conditions:
Service is performed primarily indoors.

Shift Frequency:
e One consistent three-four shift per week; roughly 12-16 hours/month.

Required Orientation and/or Training
Volunteers are expected to:

o Read and adhere to Senior Center House Rules and Bylaws (reviewed
during onsite orientation with the Senior Center Volunteer Coordinator).
These documents will be readily available in the office for volunteer to
access as needed.

o Volunteers are expected to understand and adhere to policies and
expectations communicated in the Volunteer Position Description and
Volunteer Guide.

o Attend volunteer trainings provided by Senior Center Board and Senior
Center Volunteer Coordinator.

o Provide quality customer service at all times and especially when interacting
with the public in person and over the phone.

o Have strong understanding of monthly Senior Center programs and be able
clearly and concisely relay information to the public or members.

Learning Opportunities
Volunteers may:

o Strengthen customer service and public outreach skills.

o Obtain an elevated understanding of Senior Center programs and activities
provided by Senior Center members and the City of San Luis Obispo’s Parks
and Recreation department.

o Strengthen communication skills.

Connect with likeminded community members.
o Obtain opportunities to learn about the City of San Luis Obispo’s goals and
take action on a variety of activities to fulfill our vision.

o

Position Start Date
Flexible

Initial Minimum Commitment
Volunteers must commit to a three to four-hour shift once per week for a minimum
three-months. Ongoing participation is encouraged and preferred.



Scheduling Guidelines
Two fixed shift options exist. Volunteers are expected to commit to the entirety of
their chosen shift to not disrupt programming. Shifts are Monday to Friday, 9AM-
12:30PM OR 12:30PM to 4PM.
¢ Volunteers can work back-to-back shifts, or a full day shift, if they would like
as long as discussed with Senior Center Volunteer Coordinator.
o Additionally, volunteers can agree t their single shift but also be listed as a
sub for another shift for times when other volunteers are unable to make
their regularly scheduled shift.

Qualifications and/or Requirements

e Able to meet the physical and mental requirements specified in this Volunteer

Position Description.

e Able to work with little to no supervision at times.
Desire to learn about the San Luis Obispo Senior Center and the value it brings to
the community.
Interest in having social interactions with members and the public during each shift.
Able to adapt to changing priorities.
Safe and reliable transportation allowing for on-time arrival to volunteer shifts.
Willingness to serve as a public governmental agency representative.

Tools and/or Resources Provided

Provided by the City of San Luis Obispo:

o (ffice space

Computer with internet access
Phone
Volunteer Guide
Emergency Action Plan
List of emergency contact numbers
Filtered water
Volunteer shirt and name tag after six shifts

Recommended for Volunteer to bring:
¢ Reading materials for slow periods on the shifts (e.g., personal book,
newspaper, etc.)
o Water bottle
e Snack

Reports to
e Ling Wheatley, Senior Center Volunteer Coordinator (Site Leader): contact
information provided to confirmed volunteers.
¢ Ininstance of Site Leader being unavailable: Hadley Clegg, Recreation
Coordinator: (805) 781-7303; hclegg@slocity.org



mailto:hclegg@slocity.org

Additional Support
Kiersten Anderson, Volunteer Coordinator: (805) 858-0771; knanders@slocity.org

Number of Concurrent Volunteer Openings
5

Additional Information

e Senior Center Office Volunteers serve as representatives of the City of San Luis
Obispo. Volunteers are encouraged to wear a provided volunteer t-shirt and a name
badge/lanyard for the duration of the shift.

¢ Communication is key! Please be sure to check in/out with your designated Site
Leader for any additional needs ahead of time and throughout the shift.

¢ This role is eligible for community service hour fulfillment for academic
requirements.

e We rely on volunteers to make Office Volunteer shifts successful. Please only sign
up if you are able to commit completely to the event shift.

e Volunteer evaluations are conducted periodically. We request your timely responses
so we can continue to deliver meaningful volunteer experiences. We welcome and
encourage feedback at any time; Site Leaders, the Recreation Coordinator, and/or
the City of San Luis Obispo’s Volunteer Coordinator are able to receive your input.

Reviewed by Reviewer name Date reviewed
Parks and Recreation Chris Woods 6/16/23
Community Services
Division

Recreation Supervisor

Volunteer Coordinator Kiersten Anderson 7127123
Parks and Recreation M. Burger 8.2.23
Manager

City of San Luis Obispo Volunteer Program Purpose Statement:

The City of San Luis Obispo is committed to encouraging civic participation, developing

resource-wise services, and responding to the needs of the community, while enhancing

municipal programs and operations through engaging volunteers in accessible, inclusive,
and meaningful ways.


mailto:knanders@slocity.org

