SPINA BIFIDA AND HYDROCEPHALUS ASSOCIATION OF ONTARIO

VOLUNTEER ACTIVITIES
SOCIAL EVENT ORGANIZER

PURPOSE

The purpose of this volunteer position is to coordinate events and activities for individuals and families dealing with the daily challenges of living with spina bifida and/or hydrocephalus (sb/h) in communities across Ontario. 

REPORTING RELATIONSHIP
The volunteer Social Event Organizer is accountable to the Executive Director and activities are directly coordinated by the Programs & Services Coordinator.

DUTIES

-Research interest for a social event in your community ie. telephone calls to members

-Research locations hold events, ie accessible restaurants for Taster’s Club, theatres for a Movie Night, community centers for group activities

-Organize/coordinate and facilitate SB&H events in your community ie: Taster’s Club, Recreation/Leisure activities.  The Toronto office will promote each event through mailings, website and flyers.

-Purchase refreshments, make reservations, book rooms, etc as required

-Maintain communication with Toronto office by providing a report on number of participants, likes and dislikes re event, etc-see attached sample.  These can be forwarded by email, fax or mail.

-Keep track of volunteer hours

QUALIFICATIONS
-Good organizational and people skills

-A pleasing personality with the ability to relate to people at all levels and walks of life

-Experience organizing events would be an asset

TIME REQUIREMENTS

-Varies with each event

SPINA BIFIDA & HYDROCEPHALUS ASSOCIATION OF ONTARIO

VOLUNTEER SOCIAL EVENT ORGANIZER LOG SHEET

Date of Event: ________________________________________________________ 

Type of Event Held:  _____________________________________________

Location of Event Held:  ____________________________________________

Number of Participants:  ________________________________

Feedback: 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

VOLUNTEER HOURS WORKED: ____________________________________________

COMPLETED BY: ____________________________________________

