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United Stated of Africa Consultancy 
                                                               P. O. Box 60406
                                                           Worcester, MA 01606
Volunteer Agreement Form
Job Title:
Administrative Assistant 
Importance: Mission

Our mission of United Stated of Africa Consultancy (USAC), is to connect communities of African descent and non-African descent to internal and external resources for the purpose of addressing social- economic and health development challenges that they face and to facilitate the achievement of sustainable solutions. It is to help African and non-African-based communities, that support African and Non-African communities, to identify local development projects, and connect them to local and international resources that would empower them to develop sustainable solutions. Our mission is based on the belief that local problems have local-based solutions, but that external resources have a catalytic effect on the realizations of the United Stated of Africa Consultancy.

Description: An Administrative Assistant is responsible for keeping the office supplied and organized. This involves lots of small duties, like typing and taking notes during meetings, but their overall responsibilities are essential. Office Assistants are responsible for things like:
Responsible To:  The President and the senior management of United States of Africa Consultancy.
Gifts/Skills:  Have skills and the ability to answer and transfer phone calls, run errands on behalf of employees, make copies or fax documents. Help with daily operations by taking notes during meetings and distributing meeting minutes afterward. They may also be responsible for taking inventory of office supplies and communicating with vendors to order supplies as needed.
Responsibilities: 
· Write and edit documents from letters to reports and instructional documents

· Prepare communications, such as memos, emails, invoices, reports and other correspondence

· Schedule appointments and maintain calendars

· Manage accounts and perform bookkeeping

· Create and maintain filing systems, both electronic and physical

· Reconciling the company’s bank statements and bookkeeping ledgers 

· Overseeing clerical tasks, such as sorting and sending mail

· Keeping an inventory of office supplies and ordering new materials as needed

· Maintaining files

· Welcoming visitors to your office

· Answering phone calls

· Taking and delivering messages

· Ensuring the office runs smoothly

· Scheduling meetings and sending meeting invites to attendees
Estimated Time commitment: Varies according to personal preparation time; approximately one-half hour of time for two scheduled weekly training. Plus attending organization’s leaders’ meetings and / future retreats.    
Stipend: We are offering this as a volunteer position we intend to turn this position into pay position depending on the impact the financial commissioners team make on the company.
training: Attend initial team and the annual company assessment retreat.
Trial Period: We understand that those who are new to United Stated of Africa Consultancy may find it beneficial to have a 90-days trial time, that both volunteers and management can feel comfortable with the organization match before a long-term relationship is entered into.

I agree to fulfill this company to the best of my ability through __________________________________
Print Name: ___________________________________; Signature: ____________________________ 
Submit to: Rev. Dr. Jesse G. Gibson, 
                     President/CEO, USAC
