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Job Description

Position: RSVP Office Administrator FSLA: Exempt
Department: RSVP Cleveland County Pay Range:
Revised: August 25, 2010 ED Approved:

JOB SUMMARY

The Retired Senior Volunteer Program (RSVP) Office Administrator is responsible for the recruiting,
interviewing and placing senior volunteers in volunteer positions throughout assigned county. The RSVP
Office Administrator is responsible for developing and maintaining contact and relationship with
community and member agency representatives. To foster a positive program image, the Office
Administrator will also as a liaison to the community. Works under the direction of the RSVP Director.
"Job descriptions may be modified based on COCAA needs and employees may be required to perform
functions beyond those described below and employees are "at will employees” in that either party may
terminate the employment relationship.”

ESSENTIAL DUTIES

e Responsible for the recruitment, interviewing, placement, and tracking of senior volunteers to ensure
satisfactory volunteer experience and collect data for grant reports.

e Promote the RSVP program in the community and recruit new volunteers through presentations, the
media, and newsletter; provide information for news articles and newsletters as warranted.
Manages the day to day activities of the volunteers.

e Updates and tracks monthly volunteer hours, placements, stations and other volunteer information

and reports same monthly.

Recruits work stations for volunteers.

Trains office volunteers to perform routing administrative tasks, such as data entry, preparing

information packets, preparing newsletters for bulk mailing, make calls, type thank-you letters, etc.

Coordinates, supervises, and participates in special volunteer events.

Manage and maintain office records and reports according to guidelines.

Record and/or distribute minutes for organizational meetings, as needed.

Pick up mail, maintain sufficient inventory of forms and office supplies, run errands as needed,

complete purchase orders, manage petty cash, etc.

Provide administrative support for RSVP Director.

Maintains current knowledge of funding source requirements, COCAA policies and procedures, and

applies best practices to meet program outcomes.

Manages the day-to-day operations of the RSVP program.

Works with the RSVP Director to develop and implement program budgets and monitor same.

Develops and maintains effective partnership with other volunteer agencies with the service area.

Ensures that all program information is entered in the required software and monitors same.

Assists in the preparation of all reposts as required by the funding sources and COCAA.

Maintains an inventory of all program specific tools and equipment and reports any changes to the

RSVP Director.

o Performs other duties as assigned.

MINIMUM QUALIFCATIONS



e Must have demonstrated skills working in a Microsoft environment, word processing, database
software, spreadsheet programs, email, and internet applications.

Excellent written and verbal communications skills.

Excellent project and time management skills.

Initiative, tact, diplomacy, and creativity required.

Detail oriented, strong organizational and analytical skills.

Ability to work in a hectic and results oriented environment.

Must possess a valid Oklahoma Drivers License; proof of valid insurance on any personal vehicle that
will be used for COCAA business purposes, and possesses and maintains acceptable driving record.
Ability to work with the public, various organizations, and vendors.

Must have reliable transportation for work related travel away from designated work site.

Working knowledge of the occupational hazards and safety precautions of the work.

Must be willing to work holidays, weekends, and flexible hours in a fast paced environment.

Must have working knowledge and demonstrated sensitivity to the needs of low —income and senior
citizens.

DESIRED QUALIFICATION

e Bachelor's degree in Social work, Sociology, Public Administration, Business Administration or
related field OR years of experience in social services management.

Supervision Given: None
Supervision Required: Under the direct supervision of the Director of RSVP.

WORKING CONDITIONS AND PHYSICAL HAZARDS

o Employee works in an office environment and uses a desk top computer and other office machinery;
and at volunteer sites.

e Employee is sometimes required to work outside in both normal and abnormal weather.

e Employee must be able to physically perform functions of climbing, balancing, stooping, kneeling,
crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, feeling, talking, hearing,
and repetitive motions.

e Some lifting is required usually up to at least 25 pounds, but may be required to lift up to 50 pounds
on occasion.

e May be exposed to irate clients, vendors, public and employees.

SPECIAL LICENSES AND CERTIFICATIONS DESIRED
None at this time.



