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Administrative Services & Special Programs
HUMAN RESOURCES VOLUNTEER
Volunteer Employment Opportunity


Recruitment Number: HR Volunteer
Location: Tumwater, WA
Posting Date: September 1, 2010


Come and gain on-the-job experience working as a part of a professional Human Resources team!

AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Legacy Program.  Visit our website at:  www.secstate.wa.gov.

POSITION SUMMARY
Are you looking for a learning opportunity to gain some hands-on office experience?  Look no further as the Human Resources Office of the Secretary of State is currently seeking a dedicated volunteer to help out.  By working as a volunteer, you will have the opportunity to gain professional work experience in a busy office environment.  We need a volunteer who is willing to maintain a consistent work schedule in order to complete the tasks at hand and be able to work 8-10 hours a week.
We are specifically seeking someone to assist with the following:

· Filing

· Scanning

· Creating new files
· Assisting with records retention

· Copying

· Collating packets

DESIRABLE QUALIFICATIONS

· High school diploma or GED equivalent
· Office/clerical experience including opening and distributing mail, filing, copying, collating documents, and/or records retention

· Experience with Microsoft Office Suite

· Experience with scanning software such as Kodak or Adobe 

APPLICATION PROCESS
To be considered, please submit:
1. A brief letter of interest indicating your availability and why you are interested in this opportunity
2. A current resume 
3. Submit electronically to: recruitment@secstate.wa.gov, indicating HR Volunteer on the subject line 
The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.

