Volunteer Program

1341 Nipomo Street, San Luis Obispo, CA 93401

805-858-0771

Volunteer Role
Administrative Support Volunteer

City Department
Varies by project; please refer to confirmation communication from the Volunteer
Program

Volunteer Location
Varies by assignment; please refer to confirmation communication from the
Volunteer Program. This position could serve in a remote capacity or have an
assigned working space withing a City building.

Volunteer Category
Short to Long Term Volunteer (minimum 6-month commitment)

Purpose of the Position
This volunteer provides their time and skill in performing administrative duties to
support departmental goals and projects.

Volunteer Duties and Responsibilities
Tasks vary based upon needs and may involve the following:
e General office assistance
Hard copy document digitization
Organizing spaces
Record sorting and maintenance
Data collection and interpretation; report creation
Event coordination support
Co-creating program documentation

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.

o 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 or
express how supportive accommodations can be made for a safe, effective, and
accessible volunteer experience.

e Stay seated in an office or walking around for duration of a full shift
(approximately 2-3 hours).

¢ Understand, follow, and remember instructions, protocols, and procedures.
Possess and exercise problem-solving skills.

e Call 911 and follow Emergency Action Plan in the case of an emergency.



¢ Receive, integrate, and retain instruction and feedback from fellow volunteers
City staff.

Self-advocate for breaks and personal needs.

e 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 office environment.

Shift Frequency:
¢ One consistent one-to-three-hour shift/week, as directed by hosting City
department.

Required Orientation and/or Training
Volunteers are expected to:

o Understand and adhere to policies and expectations communicated in the
Volunteer Position Description and Confirmation Communications.

o Agree to the City’s Network Acceptable Use Policies and complete security
training as needed.

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

Learning Opportunities
Volunteers may:
o Strengthen administrative, project management, and coordination skKills.
o Obtain an elevated understanding of municipal agencies and internal
functioning.

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 one-to-three hours/week for six months initial
commitment. Ongoing participation is encouraged and preferred.

Scheduling Guidelines



Schedule is flexible. Volunteers must be available during business hours (Monday-
Friday, 9 AM — 4 PM) for initial onboarding and check ins with the Volunteer
Program and/or hosting Department as needed.

Qualifications and/or Requirements

e Register and report hours on Engage SLO, complete a Volunteer Waiver, and
additional documentation as needed, per the hosting Department’s requirements.

o Able to learn systems and retain understanding; examples: Microsoft suite,
SharePoint, Engage SLO (the City’s volunteer management system).

¢ Commitment to using discretion, bearing in mind the confidential or sensitive nature
of various aspects of the role.

e Highly organized, detail-oriented, and skilled in basic administrative tasks like record
keeping, data oversight, document management and creation.

¢ Able to meet the physical and mental requirements specified in this Volunteer
Position Description.

o Able to work with little to no supervision or direct interaction at times.
Desire to learn about the City of San Luis Obispo’s government and the service it
provides to the community.

e 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 as role requires:

e Office space

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

Recommended for Volunteer to bring:
o Refillable water bottle
e Snack/s
o Any/all necessary medications needed while volunteering in on-site location

Reports to

¢ Host Department point of contact (POC); relayed via confirmation
communication from the Volunteer Program

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



mailto:knanders@slocity.org

Number of Concurrent Volunteer Openings
3

Additional Information

¢ Administrative Support 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 for the duration of the shift.

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

e This role is eligible for community service hour fulfilment for academic
requirements.

o We rely on volunteers to support projects to which they commit. Please only register
if you can commit to the minimum time requirement.

¢ 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; Department POCs and/or the City of San Luis
Obispo’s Volunteer Coordinator are able to receive your input.

Reviewed by Reviewer name Date reviewed
Volunteer Coordinator Kiersten Anderson 10/19/23
Parks and Recreation Meghan Tolley 11.14.23
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.



