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Guadalupe County Children’s Advocacy Center
Volunteer Program

Administrative Assistant Position Description

Responsibilities: An Administrative Assistant Volunteer provides office support to Advocacy Center staff. Typical duties include but are not limited to answering the phone, data entry, and filing.  All volunteers are responsible for maintaining client confidentiality at all times.  
Necessary Skills: Administrative assistants should be outgoing, friendly, and computer literate. In addition, administrative assistants should always be prepared to positively interact with the Guadalupe County Children’s Advocacy Center staff, clients, and other volunteers. 

Qualifications: All GCCAC volunteers should be 18 years of age or older. Administrative assistants must also consent to a criminal background check and PRS-CPS background check, and provide three references.  
Time Commitment: Administrative assistants should plan on at least a 6-month commitment to the Advocacy Center. All volunteers are asked to donate two hours minimum during the week. Volunteers should arrive on time and call if they are not able to come to the center. 

Client Benefits: Children and families served by the Advocacy Center are met with the undivided attention of staff and a palpable, reassuring sense of professionalism throughout the Center. 

Volunteer Benefits: As an administrative assistant, you have the opportunity to empower others, improve the community, learn new skills and gain work experience, meet new people, and do satisfying work. 

Training: Administrative assistants are required to attend and participate in volunteer orientation followed by a individual training.  Topics include an introduction to GCCAC Staff & MDT, phone etiquette, data entry, and filing protocols. 

Supervision: The Executive Director will provide ongoing supervision to administrative assistants.      

Paperwork: Volunteers are asked to sign in and out each time they come to the center. The sign-in sheet is located in the volunteer drawer in the reception area. 
Volunteer Signature _______________________________________________________
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