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reception volunteer (New York, NY)

Repair the World is a new national nonprofit organization dedicated to building the field of Jewish service learning and making service to others a defining element of American Jewish life.

The organization, headquartered in Midtown Manhattan with a satellite office in Seattle, began an exciting start-up phase in 2009. We are continuing to build a small team of fast-paced, highly talented individuals to help shape the future of the organization and ensure the success of its mission. Repair the World provides an entrepreneurial, collegial and results-oriented culture.

Repair the World has an opportunity for a flexible, self-starting, thoughtful and organized individual to work closely with the Office Manager. The individual will report to the Office Manager and Director of Finance & Operations. The ideal candidate for this position will have an interest in utilizing their experience in office and particularly not-for-profit operations as a volunteer in our reception area. As the frontline representative of the organization to internal and external partners, the reception Volunteer is the first person visitors meet and can set the tone for their experience here.
Responsibilities

· Light reception duties, including answering phone, accepting deliveries and greeting visitors

· Assist the Office Manager with distributing delivered merchandise (no heavy lifting required)

· Light filing, photocopying
· Assist the Office Manager with small mailings and meeting set-up
· Internet and phone research

Requirements

· Motivated self-starter

· Willingness to ask questions

· Flexible, with the ability to work under shifting priorities

· Organized and detail-oriented

· High-energy, outgoing personality with a good sense of humor

· Professional demeanor and appearance

· Capable of working independently as well as collaboratively

· Commitment to issues of volunteerism

· Willingness to learn and grow

· Skill in Microsoft Office applications, particularly on the Mac platform, helpful
How to Apply

Please send an email expressing your interest to intern[at]werepair.org, subject line "Reception Volunteer".
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