Catholic Charities

Disaster Team Data Entry Volunteer
Purpose: To provide administrative support to the case management team during disaster events.
Duties and Responsibilities:  

· Accurately enter client information in database as provided by case managers

· Interact professionally with representatives from relief organizations including law enforcement, government and medical.
· Report hours by the 10th of each month for the month prior
Qualifications: 
· Good understanding of our agency and its mission

· Excellent keyboarding skills and computer proficiency, including Excel 
· Successful completion of psychological first aid training, Catholic Charities volunteer orientation, Safe Environment training, and intake specialist training.

· Ability to maintain professional demeanor during times of high stress; ability to work long hours, possibly standing during the majority of the time

· Availability during times of declared disaster

· Bi-lingual helpful but not required
Expected Outcomes:  Data Entry staff will provide administrative support to case managers and intake specialists by completing and maintaining a database of appropriate client information regarding a particular disaster event. 
Work Location:  varies, depending on nature of event, this position may require extensive travel
Other Comments:

· All Catholic Charities donor and client information must be kept confidential.

· Disaster Response staff will NOT speak to media representatives; all requests for media contact will be forwarded to the Public Information Office.
Reports to: Disaster Case Managers
Time Commitment:  varies
I have read and understand these requirements, and agree to abide by them.  I also agree to review this document annually with my supervisor and make any necessary changes before committing to serve in this position for the coming year
___________________________________                 _______________

Volunteer Signature                                                          Date

___________________________________                  _______________

CC Representative                                                             Date
