North Fulton Regional Hospital Volunteers
Assignment Summary
(Job Description)

Administrative
JOB TITLE:


Administrative Volunteer (A)
REPORTS TO:

Independent Staff
JOB SUMMARY:


Volunteer will be working in a clerical capacity with duties that are necessary to support existing staff employee.
SPECIAL REQUIREMENTS:
Ability to communicate verbally with staff and physicians in a courteous manner. Prompt dependable, conscientious, and diligent in the performance of duties. Light typing for data entry. Good organizational and filing ability with English alphabet.  Attention to detail.
DUTIES:
1. Ability to file alphabetically 

2. Labeling & handling envelopes
3. Computer data entry
4. Sending & receiving faxes

5. Photocopying

6. Answer phones politely & take messages when requested.
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