Catholic Charities
Holy Family Home Program Assistant
Purpose: To assist staff in providing services to HFH clients
Duties and Responsibilities: 

· Plan and conduct activities for HFH clients in compliance with their program expectations
· Work with the staff to coordinate planned activities.
· Secure materials necessary to complete activities

· Assist HFH staff with other duties as requested

· Duties may include transportation of clients in agency vehicles
· Report volunteer hours by the 10th of each month for the month prior.

Qualifications: 

· Good understanding of our agency and its mission

· Completion of Catholic Charities orientation and Safe Environment training

· Flexible schedule

· Valid driver’s license and insurance

Work Location: Holy Family Home, Midwest City
Other Comments:

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

Time Commitment:  varies 
Reports to:  Mary Jane Webster, Director Holy Family Home
___________________________________                 _______________

Volunteer Signature                                                                         Date

___________________________________                  _______________

CC Representative                                                                           Date
