Volunteer Naturalization Program Administrative Assistant

Organization: Church World Service 

Internship Title: Naturalization Program Administrative Assistant 
Experience/Background: Administration, Business, Education, TESOL, literacy, linguistics or related field preferred
Volunteer Position Location: Greensboro, NC 

Commitment: Flexible schedule (minimum of 8 hours per week)
Volunteer Job Description: 

The Program Assistant plays a critical role in the naturalization education program. The Program Assistant will assist immigrants and refugees with class registration, create and distribute outreach materials, organize the translation of outreach materials, organize attendance sheets and class records, organize and administer placement exams.
Experience:  Volunteers should be professional, patient, organized, detail oriented and have a strong command of the English language to be able to answer calls and respond to emails.  Candidates who speak a second language are encouraged to apply.  This is a great position for someone interested in program administration, coordination or ESOL education. 
Requirements: 
· Adults Ages (20+)

· Able to communicate effectively in English on the phone and in writing 

· Computer literate

· Must be willing to commit 8 hours per week minimum
Contact Person: Kelly Dent (336) 210-5092, kdent@churchworldservice.org 
