
P.O. Box 1928 
Rifle, CO 81650

P:  970.625.4496

VOLUNTEER
INTAKE JOB DESCRIPTION

LIFT-UP is a non-profit organization dedicated to providing essential services to meet the social and humanitarian needs created by 
unemployment, underemployment and poverty in Garfield, Pitkin and Eagle counties. 

The object of the Intake Volunteer is to assist clients. This volunteer position entails answering the phone, greeting the client, 
assessing the client’s needs, and then distributing emergency items. 

ADDITIONAL DUTIES OF THIS POSITION
1. Answering the phone, answering any questions callers may have, or forwarding calls to the appropriate LIFT-UP staffer

2. Greeting clients as they visit; offering them to have a seat; talking with them to determine their critical needs

3. Requesting identification from each client (US or foreign-country ID) 

4. Attempting to assist clients with LIFT-UP services, or to give them the phone number and address of the appropriate  
local-government agency or nonprofit organization

5. Assisting clients with filling out their record sheets completely

6. Inputting into our computer system each client’s information and the exact services they receive

7. Assisting LIFT-UP in keeping a tidy thrift store or food pantry

8. Accepting donations with a smile; record name, address and other contact information (especially email address!) of donor;  
and offer completed donation receipt at time of drop-off

9. If the donor leaves a check, please forward the check and the envelope to the LIFT-UP administrative office in Rifle.

10. Please organize and store any donated food items in the correct area or shelf.

11. Note that some physical lifting is required.

12. Assisting clients with commodities; assuring them that these foods only are to be picked up once a month.

13. Be prompt for your shift.

14. Attend monthly meetings. Participate and give feedback to improve our LIFT-UP services.

VOLUNTEER’S QUALIFICATIONS REQUIRED FOR THIS POSITION
1. Ability to provide personal references before you begin assisting LIFT-UP

2. A positive and helpful attitude

3. A smile and a willingness to give back

4. A belief that your volunteer assistance is vital to helping clients overcome their challenges

5. Initiative, resourcefulness, independent thinking, cooperative view

6. A neat and pleasant appearance

7. Ability to work with resources and clients on the phone and in person

LIFT-UP asks that when you consider acting as a volunteer, you sign on with us for a minimum of six months, with two  
training sessions included in your time commitment. In volunteering, you will have the opportunity to make a  
difference while meeting and working with other people in your community. 
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