[image: image1.png]of Maao Denver



GIRLS INC. OF METRO DENVER

“Inspiring all girls to be Strong, Smart & Bold.”
Volunteer Position Description

Position:


Facilities/Operations Assistant
Responsible to:


Office Manager
Location:


1499 Julian Street, Denver, CO 80204

The mission of Girls Inc. of Metro Denver (GIMD) is to inspire all girls to be STRONG, SMART and BOLD. Our life changing programs and experiences help girls navigate gender, social and economic barriers and reach their full potential. We provide year-round healthy living, academic-enrichment and life skill-building programs that are delivered by trained, mentoring professionals in a positive all-girl environment.
In order to uphold our mission and vision and be effective advocates and allies for all girls, GIMD is committed to inclusiveness and anti-oppression on all levels of our organization. GIMD believes that inclusiveness and anti-oppression work give integrity and validity to our mission as well as power and effectiveness to our programs. It allows us to address the root causes of social issues that affect the girls we serve. At GIMD, we serve all girls therefore we have to be inclusive of all communities, cultures and experiences. Without inclusiveness, we will never be able to reach the full potential and power of our programs. Our vision is empowered girls in an equitable society; we change lives and we take that seriously. Inclusiveness is imperative to make it happen.
Summary of Position:
Assist Office Manager with daily operational and safety needs of the buildings and grounds.
Principal Responsibilities:





· Assist Office Manager to ensure facilities and grounds are functional, clean, organized, and safe.

· Complete building rounds and appropriate follow up.
· Complete weekly vehicle rounds and appropriate follow up.

· Assist with basic IT inventory and management.
· Assist with organization and cleanliness of spaces.

· Interact and coordinate facility needs with vendors such as IT or Landscaping.

· Other duties as assigned.

Skills and Abilities:

· Must be 14 years of age or older.
· Proactive, outgoing, enthusiastic and dependable.

· Willingness to jump in and take on leadership roles as needed.

· Detail oriented and organized.
· Enjoys troubleshooting and problem solving.

· Preferred but not required:

· Experience working with children.

· Bilingual (English/Spanish).

· Able to regularly communicate by e-mail.

· Able to interact positively with a variety of people with various cultural backgrounds and economic experiences. 

· Exhibit commitment to social justice and an anti-oppression analysis.

· Demonstrate commitment to the mission, vision, and advocacy statements of Girls Inc. of Metro Denver. 
Time Commitment:
Schedule is flexible. At least one 3-4 hour shift per week is required.   
Onboarding process: 
Interested volunteers must complete:

1. An application.

2. Interview with the Manager of Volunteer Programs.

3. Pass a background check (more information given at interview).

4. Complete Anti-Oppression and Inclusion training.

a. May start volunteering before this is completed. 

Orientation and Training:
One half-day of training is required:
· Girls Inc.’s Anti-Oppression and Inclusion training, held on Saturday, January 5th, 2019 from 12:30-5:00p.


Equal Opportunity Employer

Girls Inc. of Metro Denver is committed to diversity in principle and practice, both in the community at large and within the organization.  We are, therefore, committed to having our internal operations and employment practices administered on a non-discriminating basis inclusive of, but not limited to, race, religion, color, socio-economic status, gender, age, sexual orientation, military or veteran status, physical or mental disability, marital status, or national origin.  

