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Volunteer Role: 


                        Assisting with Administration
Sample Role Description

Instructions for using this volunteer role description

Purpose

To provide administrative support to the work of SMP paid and volunteer staff in their mission to empower Medicare beneficiaries and their caregivers to identify billing mistakes and prevent and detect health care fraud, error, and abuse.

Suggested Activities 

SMP volunteers who assist with administration handle tasks such as copying, general filing, and making outbound phone calls in support of SMP activities, for example, locate and reserve training space, confirm participant attendance, etc. Volunteers who assist with administration may perform other tasks as mutually agreed, including: 

· Word processing

· Data entry

· Scheduling presentations and other outreach activities

· Collating
· Internet searches
· Fulfilling requests for information and materials
· Handling mail and correspondence

Limitations
Volunteers who assist with administration do not receive inbound phone calls or field questions from the public. Instead they defer requests for information and assistance to paid staff or volunteers who are qualified to handle simple inquiries and/or provide one-on-one counseling.

Measures

· Timely completion of assigned tasks

· Satisfaction of SMP staff regarding quality of work
Qualifications

· Good oral and written communication skills
· Computer literacy, including familiarity with internet 
· Ability to operate office equipment
· Ability to work and get along well with others from diverse backgrounds
Time Commitment

Volunteer schedules are flexible. The local SMP coordinator of volunteers works with each volunteer who assists with administration to determine the number of hours the volunteer works each month, and to schedule the work accordingly. Because of the training SMP volunteers receive, they are asked to commit to a minimum of one year. 

Location

SMP volunteers who assist with administration work at the offices of the local SMP host organization or other assigned location. 
Supervision    

SMP volunteers report to the local SMP program coordinator or coordinator of volunteers and, when appropriate, to the statewide SMP program coordinator. 

Benefits

SMP volunteers receive training on the basics of Medicare and Medicaid as it relates to dually eligible beneficiaries, fraud, error, and abuse. Volunteers who assist with administration receive additional training on office procedures and the safe use of equipment. All SMP volunteers have the satisfaction of participating in a national effort to educate Medicare beneficiaries, their caregivers, and the general public about health care fraud, errors, and abuse. They receive recognition for their contributions to the program.
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