***** To express interest in any of the opportunities below, please visit http://www.surveymonkey.com/s/SBVInterest to submit your contact information and a brief description of your applicable skills.*****
Current Skills-Based Volunteer Job Descriptions

1.  IT Strategy Project- Dress for Success Mercer County:

An inventory list of what is currently on each office computer and what is needed on each office computer in order to run a non-profit business.  A review of the current hardware and software and recommendations of what should be kept and what should be thrown out, based on a very small IT budget.  There are 4 computers (lap tops and desk tops) and some security software.  There are 3 printers/copiers.  We had been sharing space with another non-profit, and had been using their WIFI and firewalls. They are moving out October 21.  In September we signed up with Verizon for a 2 year contact for phone, fax and internet.  Several of the computers and printers are using Verizon WIFI. 

Deliverables:

1. Detailed inventory of all software and security on each computer (lap tops and desk tops)

2. Understanding of where and what Security/Firewalls are needed to protect our computers from viruses

3. Estimation of age and life expectancy of each computer and printer

4. Printer hook ups for all computers

5. Back up drive plan – not sure if this should be on-line, a drive or USB

6. Plan that is supportable for non-technical people

7. Basic policies that are needed for IT for non-profits

8. Policy and procedures on use client of client data for volunteers

9. Cost analysis for necessary software and equipment as well as computer maintenance by year.

Time Commitment

Twelve hours over two weeks. Starting the week of November 14, 2011.

Required Skills 

Someone who can explain and detail an IT plan to a non-technical person 

2. Special Events Planner- Sustainable Princeton:

As a fledging organization with a budget that only covers two part time staff members, fundraising and special events are critical to our continued success and growth.  We anticipate receiving our nonprofit status in early January 2012 and will then be ready to plan our first fundraiser.  We have held all manner of special events from eco-hours at local businesses to a flash mob, a bike rally and even a yoga class but none of these were fundraisers.  What we need is an event that capitalizes on the upbeat and creative energy of our organization.  We need an event that reflects who we are and what we represent.  If this event raised $20,000 for the organization’s general operating budget, it would be fantastic.  

Specific skills needed: 

An organized self starter who is comfortable working in a team but also thrives taking a leadership role.  This individual needs to be organized, creative and familiar with the small details of planning a successful fundraising event.  The interested individual must also care deeply about the environment and be prepared to go the extra mile to ensure that this event’s footprint is easy on the earth and as carbon neutral as possible.  

Time: Five hours a week, increasing as the event nears to 15 hours a week with a six month time commitment.  

3. Volunteer Coordinator- Sustainable Princeton: 

Volunteers are at the heart of our work.  Without invested and dedicated volunteers, we would never have accomplished as much as we have in our first two years of operation.  However, maintaining our volunteer database and ensuring that each and every volunteer is well taken care of is, at times, beyond the scope of our typical work week.  

Specific skills needed:

We are looking for an open minded and organized individual with strong people skills.  The individual who helps us organize our volunteers needs to understand and reflect our organization’s goals and needs.  This individual will work closely with the director of the organization to ensure volunteers are placed in a way that best reflects their own interests and skills.  The volunteer leader will need to be comfortable with an online database program (we can teach you) and work flexible hours, possibly attending special events in the late afternoon and evening.  

Time: Three hours a week, one year commitment.

4. Researcher- Sustainable Princeton:  

Our organization is a resource and catalyst for change in Princeton.  Our role is to encourage individuals to change their habits or their energy sources or even their curricula to better reflect sustainability in all its forms.  However, the field of sustainability is still relatively new and weeding through the plethora of sustainable model projects, programs and opportunities for residents, schools, municipalities and businesses is a time consuming task.  We need an individual who loves research and would create white papers or short one page papers on a series of sustainable topics.  The papers would be included on our web site and used in meetings and to help make critical decisions regarding sustainability in our schools, businesses, homes and municipal buildings.  An example of our current research needs is: research on reusable bags that would assist us in identifying the most sustainable bag or a selection of bags for recommendation to our local BYOBag businesses.   

Specific skills needed:

Our researcher would be happy to work alone based on clear instructions from staff about the topic and the reason we need the research conducted.  This individual should be able to use the internet for research and condense information into a one page format which will be provided.  The individual also needs to have experience writing for a general audience in a non-technical format.  

Time: Six hours a month on a project basis.  

5. Sustainability Reporter and Writer- Sustainable Princeton
Hidden inside homes and local businesses are all sorts of stories of everyday acts of sustainability such as: residents capturing rain water and creating their own rain gardens; businesses that have quietly added solar or other energy saving measures; teachers who are growing gardens and increasing recycling efforts at their schools.  Each of these sustainable actions serves as a catalyst for change.  These everyday sustainability actions need to be captured in writing and shared with the public.  We need a reporter to cover these stories for our website and for distribution on our email to the community.  

Specific skills needed:

We would appreciate it if the volunteer taking this job was comfortable interviewing individuals and writing website content.  However, we would also be happy to train an individual who is open to learning these skills.  In addition, the individual interested in this volunteer opportunity would be detail oriented, own a computer and have the flexibility to work at night when needed. 

Time: Six hours a month.  

