INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION (“ISOA”)


POSITION:	VOLUNTEER HOURS COORDINATOR  (volunteer opportunity)
	
RESPONSIBILITES:	Collects monthly volunteer hours from the Group/Unit Volunteer Hours Portfolio Chairs.

	Maintains spreadsheet for each Group/Unit with the submitted monthly hours of each.

	Maintains spreadsheet for Year-to-Date totals for each Group/Unit plus for all combined.

	Submits monthly report to ISOA President, Recording Secretary, and VP Membership. Report includes monthly Group/Unit totals, as well as monthly by category.

	Prepares year-end list for ISOA President and VP Membership to be used for VOY recognition. 	

OBJECTIVES:	To assist the ISO in applying for grants.

	To recognize top volunteers.

PREREQUISITE:	Must be proficient in Excel spreadsheets. 
	
WORKS WITH:	ISOA President, Recording Secretary, VP Membership, Group Volunteer Hours Portfolio Chairs

REPORTS TO:	ISOA President
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