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POSITION TITLE: General Office Duty Volunteer 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Administrative Support 

CONNECTION TO MISSION:  When volunteers provide administrative support, all of ReR’s client 
programs run more smoothly and are better organized, contributing to the ReR mission. 

LOCATION: ReR office TIME COMMITMENT: varies, self-determined 

POSITION DESCRIPTION:  

• Tasks vary. Examples include: 
❖ Data entry 
❖ Scanning / printing 
❖ Filing 
❖ Envelope-stuffing and other mailing duties during our annual appeal mailing 

 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; show up for shifts to which you’ve committed. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o For some tasks, it is beneficial (but not required) that volunteers bring their own laptop. 
o Be able to work in an office setting, especially in the shared space of a “co-working” 

environment. 

BENEFITS: 
✓ The gratifying experience of being supportive to a small, local non-profit.  
✓ Support of the ReR staff throughout your volunteer experience. 
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POSITION TITLE: Event Planning Volunteer 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Special Events 

CONNECTION TO MISSION:  Community events lend themselves to refugees integrating more 
fully into their new neighborhoods, and fundraising events support all of ReR’s programs and 
mission. 
LOCATION: multiple possible TIME COMMITMENT: varies 

POSITION DESCRIPTION:  

• Event planning volunteers agree to join subcommittees, attend planning meetings, and/or 
coordinate within online groups to help plan various events throughout the year. 

 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; follow through with commitments or delegated assignments. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o Be passionate about collaborating with fellow volunteers or ReR staff / board members to 

bring creative, effective community-building and fundraising events from idea to reality. 
o Imaginatively be able to work within the constraints of a no- or low-budget situation. 

BENEFITS: 
✓ The gratifying experience of seeing your ideas come to reality with the added reward of 

knowing that your efforts benefit ReR clients directly or indirectly by funding services and 
programs.  

✓ Support of the ReR staff throughout your volunteer experience. 
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POSITION TITLE: Event Support Volunteer 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Special Events 

CONNECTION TO MISSION:  Community events lend themselves to refugees integrating more 
fully into their new neighborhoods, and fundraising events support all of ReR’s programs and 
mission. 
LOCATION: multiple possible TIME COMMITMENT: varies 

POSITION DESCRIPTION:  

• Event support volunteers agree to volunteer their time and talents to work behind-the-
scenes at ReR events. There are many ways to serve: 

❖ Set up / break down / cleanup 
❖ Food transport 
❖ Audio / visual support 
❖ Photography 
❖ Videography / Video editing 

 
 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; follow through with commitments or delegated assignments. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o Be passionate about working alongside ReR staff, board members, and fellow volunteers to 

help make community-building and fundraising events organized and enjoyable. 
 

BENEFITS: 
✓ The gratifying experience of seeing ReR clients build community bonds and ReR benefactors 

enjoy a fundraising event that will result in the continued funding of ReR services and 
programs.  

✓ Support of the ReR staff throughout your volunteer experience. 

 



ReEstablish Richmond 
Volunteer Program 

 
“Helping refugees establish roots, build community, and become self-sufficient.” 

 
 

Created: 10/9/2017   Revised: 10/9/2017 

 

POSITION TITLE: Graphic Design Volunteers 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Administrative Support 

CONNECTION TO MISSION: ReR marketing materials and branding are tools effective for 
fundraising, sharing of information to volunteers, clients, community partners, and donors. 

LOCATION: Possibly ReR office; some tasks can 
be completed remotely 

TIME COMMITMENT: varies; self-determined 

POSITION DESCRIPTION:  

• ReR has many graphic design needs throughout the year. Some may be short-notice, others 
may be event materials that will have more lead time. Examples of design elements we 
utilize– 

❖ Invitations 
❖ Flyers 
❖ Blog graphics 
❖ Social media designs and infographics 
❖ Powerpoint presentations 

 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; follow through with commitments  and assignments. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o Expert-level graphic design not necessary; just a willingness to pitch in, volunteer your time 

and talent, effectively be able to take constructive feedback and implement it. 
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POSITION TITLE: IT Support Volunteer 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Administrative Support 

CONNECTION TO MISSION: ReR’s connectivity, technology, and website enable staff to 
operate efficiently and promote effective sharing of information to volunteers, clients, and 
community partners. 

LOCATION: Possibly ReR office; some tasks 
can be completed remotely 

TIME COMMITMENT: varies; self-determined 

POSITION DESCRIPTION:  

• IT support volunteers agree to lend their technical skills in a variety of ways, depending 
on their areas of interest / expertise– 

❖ Website design and functionality (ability to do some light coding welcome, but not 
necessary) 

❖ Database server/users connectivity 
❖ Software troubleshooting 

 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; follow through with commitments or delegated assignments. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o Expert-level IT know-how not necessary; just a willingness to pitch in and research / learn 

new skills yourself and impart the newly-gained knowledge to ReR staff. 

BENEFITS: 
✓ The gratifying experience of knowing that your efforts benefit ReR clients directly by 

facilitating clear communication between staff, volunteers, clients, and community 
partners and indirectly by helping ReR make connections and grow awareness in the 
community. 

✓ Support of the ReR staff throughout your volunteer experience. 
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POSITION TITLE: Newsletter Volunteers 

TYPE OF SERVICE: Direct or Indirect ReR PROGRAM: Administrative Support 

CONNECTION TO MISSION: Our monthly newsletter shares organizational and advocacy 
information with the subscribers, many of whom are volunteers, donors, and community 
partners. 

LOCATION: Possibly ReR office, but most 
tasks can be completed remotely 

TIME COMMITMENT: varies; self-determined 

POSITION DESCRIPTION:  

• ReR sends a monthly newsletter to subscribers. We are always looking for creators of 
content, proofreaders, and designers to contribute. 

 
RESPONSIBILITIES AND EXPECTATIONS: 
▪ Be reliable; follow through with commitments and assignments; meet deadlines. 
▪ Report your Volunteer hours via the Volunteer Portal once a month. 

REQUIREMENTS / QUALIFICATIONS: 
o Familiarity with MailChimp a plus. 

BENEFITS: 
✓ The gratifying experience of knowing that your efforts help ReR communicate effectively 

with supporters, encourage positive refugee stories to be shared, and grow ReR 
awareness in the community. 

✓ Support of the ReR staff throughout your volunteer experience. 

 


