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Administer first aid/CPR as required. 

 

Operate a variety of office equipment including a calculator, copier, fax machine, typewriter, 

computer and assigned software; drive a vehicle to various sites to conduct work. 

 

OTHER DUTIES: 

Perform related duties as assigned. 

 

KNOWLEDGE AND ABILITIES: 

 

KNOWLEDGE OF:  

District organizations and committees and their functions.  

Community resources available.  

Proper grammar, punctuation, spelling and other office procedures and practices.  

Organizing groups of individuals and instructing them in their responsibilities 

Interpersonal skills including tact, patience and courtesy. 

Strong communication skills. 

Modern office practices and procedures. 

 

ABILITY TO: 

Provide own transportation to attend meetings at various locations.  

Demonstrate proper use of proper grammar, English, punctuation, and spelling.  

Set priorities and meet established deadlines.  

Prepare simple schedules for volunteers to follow.  

Provide direction to individuals and/or groups of individuals. 

Establish rapport and work effectively with adolescents and adults. 

Administer first aid and CPR and maintain current certifications. 

 




