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Volunteer Leader Responsibilities
Including but not limited to

Demonstrate God's love through actions, attitude, words and Christlike leadership

You Arrive
o Start7:30 AM first day / 8 AM each day after
o Meet with Volunteer Manager to discuss the day's Volunteers, projects, and assignments

Volunteers Arrive
o Greet Volunteers and make certain all feel welcome, needed and appreciated
o Checkthatincoming Volunteers have a nametag, are wearing closed-toe shoes, have filled
out an Assumption of Risk, Waiver & Release from Liability form

Volunteer Work

o Assist Staff in delegating, leading, and helping Volunteers enjoy and safely carry out their
work assignments in the Kit Room, Shops, Warehouses, and grounds

o Monitor Volunteers for overexertion providing rest or alternative work assignments when
necessary

o Educate Volunteers on the importance and reasons for work assignments reminding them
if necessary

o Fellowship with Volunteers to discover skills and talents to match with work assignments
Be aliaison between Volunteers and Staff bringing questions, comments, suggestions, and
complaints to Staff

o Allrequests for tours should be directed to the Development Manager or Communications
Manager

o Organize and lead Volunteers in cleaning at the end of each day

Break Time -10:00 AM & 2:00 PM
Prep, set out, and clean up snacks

o Make drinks and restock refrigerator beverages as needed
o Joinvolunteers at breaktime (unless otherwise needed by Staff)
o Note Volunteer snack & supply items needed on refrigerator dry erase board



After Volunteers Leave
Assist Staff in set up of work assignment areas for the next day

o Meet with Volunteer Manager to share comments, thoughts, ideas, and concerns

o Complete Volunteer Leader End of Day Checklist

o Dayendsby 4:15 PM(check with Volunteer Manager before leaving for the day)
As Needed

o Receive donations and help donor enter information on pink Donation Form

o Deepclean coffee pots, clean refrigerators and microwave

o Restock restroom supplies as needed

o Monitor housing - restock restroom and cleaning supplies, empty trash, check to see if any
additional cleaning or maintenance needs to be done after Volunteers leave

o Assist with deliveries and pickups
Other duties as assigned in correlation to individual gifts and talents
o If serving with other Volunteer Leaders, work together in sharing the following duties

Setting out and cleaning up after break time

o Unlocking loading dock door to dorminam
o Completing End of Day Checklist
o Inspecting housing after volunteers have checked out

Please Remember
o Always ask questions! Knowing the why behind what we do is helpful.
o Your comments, thoughts, ideas, and concerns are welcome. You see Midwest Mission
from a fresh and different perspective.
o Accuracy and attention to details are very important.

The Staff of Midwest Mission warmly thanks you for your help! If you have any questions or
comments please don't hesitate to speak up.
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