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Amyotrophic Lateral Sclerosis Society of Alberta

Volunteer/Equipment Support
THE AMYOTROPHIC LATERAL SCLEROSIS (ALS) SOCIETY OF ALBERTA is a non-profit society dedicated to making everyday the best possible day for people with ALS by providing support, facilitating the provision of care, promoting awareness, helping to find a cure and advocating for change.   

We have an opportunity for an enthusiastic team player to join our team as Volunteer/Equipment Support.  Reporting to the Executive Director, the Volunteer/Equipment Support is a key part of the ALS Society team.  
RESPONSIBILITIES: 
· Oversee the volunteer program including, recruitment, orientation and training, placement and supervision of the volunteers.  

· Maintain the database of volunteers.  

· Provide coverage for reception and the receipting program. 
· Provide basic information about the ALS Society and Services over the phone to clients, their families and the general public.

· Provide administrative support to staff, board and committees as required.
· Assist the Equipment Program Coordinator in managing the program data base, cleaning small pieces of equipment and distribution of the equipment. 
· Support to program staff may include assisting with communications, developing presentation materials, providing assistance to event committees and participation at events.
QUALIFICATIONS:

Qualifications will include post secondary education in volunteer development, business administration and/or relevant work experience as well as proficiency in the use of computer programs for word processing, databases, and spreadsheets.  Strong oral and written communication skills, and the desire to provide service excellence are required. 
We thank everyone for their interest, however; only selected candidates will be contacted for an interview.  
This full time position is an excellent opportunity for an enthusiastic professional to make a significant contribution to the mission of the ALS Society of Alberta.  
The posting will be open until a suitable candidate is found. 
Interested candidates are invited to send cover letter and resume to:

Karen Caughey, Executive Director

ALS Society of Alberta
#400. 320 23rd Avenue SW

Calgary, AB  T2S 0J2
Email: karen@alsab.ca
