VOLUNTEER POSITION DESCRIPTION

Title: Intake Coordinator/Greeter
ESR has volunteer opportunities for Intake Coordinators/Greeters with the EITC Program through VITA.  The Intake Coordinator/Greeter is responsible for assuring that every client is aware of all the services that are available to them in a timely manner.  Also, the Intake Coordinator/Greeter oversees client sign-in, assists clients in the completion of the Client Intake Sheet, and directs clients to on-site complementary services when appropriate.  The Intake Coordinator reports to the Site Coordinator.

Responsibilities:

▪ Greet clients and manage sign-in to facilitate client flow through the tax preparation process

▪ Screen clients for income guidelines and necessary documentation

▪ Provide clients with the Intake Sheet and assist with the completion of the form

▪ Assist in other areas as directed by the Site Coordinator

Requirements:

The smooth operation of the EITC/VITA sites necessitates that volunteers adhere to several requirements:

▪ Attend volunteer training and become familiar with complementary services

▪ Maintain respect for client privacy

▪ Be punctual and stay for the length of time scheduled

▪ Volunteer at least 8 times during the tax season

▪ Provide 24-hour cancellation notice to Program Manager when unable to attend a site

Qualifications:

▪ Ability to commit as a volunteer for 4 hours a week during the three month tax season
▪ Exhibit a natural instinct for hospitality and customer service

▪ Strong verbal communication skills

▪ Mature, responsible, patient, positive attitude 

For further information contact Kindra R. Speech, EITC Program Manager at Experiment in Self-Reliance, Inc. 722-9400 Ext.450

