EAST BEND SENIOR/COMMUNITY CENTER VOLUNTEER PLAN
	Volunteer
Job Duty
	Volunteer 

Requirement
	Recruitment Plan
Make Community Aware
Of Needs
	Orientation    &   Training



	Income Tax Aide
	1-2 people willing to take training on Income tax prep
Through AARP. 1-2 CPA’s

Willing to volunteer their time for 3 months during tax season for income tax prep.
	Advertise in senior center newsletter and other areas where volunteer needs are posted.
	 Training Vita Tax program and Orientated by Vita.  

	Special Events/ Set Up
Breakdown/ Clean Up
	2-4 people to assist with
Various special events throughout the year.
	Advertise in brochure and other locations where volunteer needs
Are posted. Keep a list of each 

Person interested in this volunteer job.
	On the job training conducted with each
Volunteer at the beginning and end of the event as needed. 

	Advisory Committee
And other Special 

Committees

	15 people willing to assist 
With goal setting, planning,

Evaluation and serve as liaisons to the community as

A whole. As well as other

Committees should need 

Arise. 
	Recruited by Senior Center staff

As well as Advisory members.


	Volunteer orientation packets are given
And explained as each new member is added to the Advisory Council. 

	Office Assistance
Receptionist
	1 people daily to file paperwork or answer phones and greet people as they enter the center 
	Advertise in our brochure and other locations where volunteer
Needs are posted. Keep a list of people that are willing to perform these duties to call as needed.
	On the job training is provided to new volunteers or if a new task is required.

	Class Hosts/Instructors
	Volunteer to take charge of
Class & instruct such as crafts, exercise, and games. This would include set up &

Responsibility of class/club. If during evening hours make sure lights are all off and doors are locked. 
	Advertise among other instructors and brochures as well as in programs ongoing and post in areas where other volunteer needs are posted.
	On the orientation and training as each new
Recruitment requires.


