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America’s Second Harvest of the Big Bend:
Special Event Assistant

Maximum Number of Placements for this Position: varies by need.
As a Special Event Assistant, volunteers will assist in organizing, planning and coordinating special events and activities for ASHBB.  America’s Second Harvest of the Big Bend is looking for responsible volunteers with excellent organizational skills and professional communication skills.  

Special Event Assistants will assist ASHBB staff in organizing, planning and coordinating community events including the Empty Bowl Banquet, Hunger Action Month, as well as fundraisers, and other special activities.  Tasks may include making phone calls, sending letters, working with businesses and donors, running errands, and soliciting community partners.  
This position requires flexible hours and will work directly with the Director of Community Outreach and other appropriate staff.
Functional Work Area: Office/Community
___
Make contact with community members and follow up with correspondence. 
___
Assist with office tasks, including photocopying, mass mailings, entering data, and filing.

___
Run errands
Requirements:
___
Excellent organizational skills 
___
Professional communication skills (oral and written)
___
Please wear business casual attire when working in the office; attire for events will vary.

