Rebuilding Together Kansas City

Volunteer Position Description

Administrative Support Volunteer

Reports To Administrative Director

Location RTKC Office, Liberty, Missouri

Volunteer Hours 8:00 a.m. to 3:00 p.m.

Schedule Weekdays, based on volunteer availability and office needs
Time Commitment One-time, recurring, or ongoing volunteer service

Position Summary

The Administrative Support Volunteer assists the Administrative Director with office and administrative tasks
that help Rebuilding Together Kansas City operate efficiently and serve homeowners, volunteers, donors,
and community partners. This behind-the-scenes role supports RTKC's mission of repairing homes,
revitalizing communities, and rebuilding lives by helping keep records, communications, and office projects
organized.

Essential Duties and Responsibilities

o File, sort, scan, and organize paper and electronic records.

e Make Client Phone Calls when necessary

e Upload and organize documents in SharePoint or other approved RTKC systems.

o Assist with data entry and basic record updates in Microsoft 365, Salesforce, or similar systems.

e Prepare mailings, donor acknowledgments, volunteer packets, client packets, and informational
materials.

e Assist with copying, printing, labeling, and document preparation.

e Help organize grant, compliance, program, and administrative files as directed.

o Greet visitors or take messages when needed.

e Support event preparation, volunteer coordination tasks, and special office projects.

e Help maintain office supplies and keep shared work areas organized.

o Complete other administrative tasks assigned by the Administrative Director.

Qualifications and Skills Needed

e Basic computer skills, including comfort with email and Microsoft Office applications.

e Willingness to learn RTKC systems and follow written instructions.

e Strong attention to detail, accuracy, and organization.

o Dependability, punctuality, and ability to complete assigned tasks.

e Professional and friendly communication skills.

¢ Ability to maintain confidentiality regarding client, donor, volunteer, employee, and organizational
information.

o Positive attitude and willingness to help with a variety of office tasks.

Volunteer Pair Option

Friends, family members, coworkers, or community partners are welcome to volunteer together when office
space and project needs allow. Many administrative tasks can be completed in pairs, making this a good

opportunity for volunteers who prefer to serve alongside someone they know.
RTKC welcomes volunteers of all backgrounds and is committed to creating a respectful, inclusive volunteer experience.



Physical Requirements

¢ Ability to sit or stand for office tasks.
e Ability to file, sort, carry, and organize documents or office materials.

Training and Support Provided

e Volunteer orientation and overview of RTKC's mission and office procedures.
o Task-specific instructions from the Administrative Director or designated staff member.
e Ongoing support, feedback, and opportunities to learn nonprofit administrative processes.

Benefits of Volunteering

e Support local homeowners and RTKC's community-based mission.

e Gain experience in nonprofit administration and office operations.

e Contribute valuable behind-the-scenes support to staff and programs.
e Serve in a flexible office-based role during regular daytime hours.

How to Get Started

Contact Missy Bull, Administrative Director

Phone 816-426-1020

Email Missy@RebuildingTogetherKC.org

Notes Volunteer placement is based on office needs, available tasks, and volunteer availability.

RTKC welcomes volunteers of all backgrounds and is committed to creating a respectful, inclusive volunteer experience.



