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	JOB ID
	 N/A

	JOB TITLE
	Mentoring Administration

	JOB DESCRIPTION 
	Job Overview:  Assist with administration of the local chapter mentoring program
Job Details:  Two phases: 

Session Administration: Collect electronic applications from mentors & mentees, help pair mentees to mentors, answer frequency asked questions, help with surveys 
Recruitment/Promotion of the mentoring program: write newsletter articles, update chapter website landing page for mentoring, work with directors and board members in creating ideas for community integration, assist in attending chapter dinners/roundtables to make announcements of the latest need or status of the mentoring program.
Required Skills: Good organizational skills, good listener
Preferred Skills: writing, web based skills


	JOB DURATION

	August thru May

	TIME COMMIT / WEEK

	Varies by phase of the session, more hours in Aug & Jan, fewer hours other months

	PDUs**


	TBD – minimum 5 per year

	CONTACT NAME

	Kay Pexa or Pam Banning 

	CONTACT PHONE


	Kay (503) 369-4920 or Pam (503) 534-3090

	CONTACT E-MAIL

	mentoring@pmi-portland.org


Volunteer Job Description Form
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