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VOLUNTEER POSITION DESCRIPTIONS
1. Coffee & Snack Hospitality Team (basement near bottom of stairs) 2
· Warmly welcome families & volunteers and offer them beverages and snacks

· Show a friendly and warm attitude to people using this service

· Supply the machine and make sure that ground coffee, sweeteners, sugar and utensils are in place

· Keep the area clean and in good condition

· Assist with ensuring that there is a place for guests’ coats and other items

· Answer any questions or direct questions to staff

2. Greeters (main lobby - by elevator) 2
· Warmly welcome families, volunteers and donors in the main lobby

· Accompany those in need of assistance to the Christmas Market by elevator or stairs

· Be able to answer questions about the Market, location of washrooms, cloakroom, etc.

· Chat with and provide instructions to families during their waiting time

· Accompany those in need of assistance back to the lobby after they’ve completed their shopping

3. Greeter and Reception Table Floater (just inside front door) 1
· Warmly welcome families, volunteers and donors at front door 

· Help staff at greeter and reception table in whatever way is needed – run gifts or down to the basement, take the place of staff at table so staff can do a task, etc.

4. Intake Worker (basement near Market) 1
· Refer to the Christmas Registration List as families arrive in basement

· Verify all the information that families are expected to provide before entering the gym. 

· Be very respectful, kind and gentle in this process realizing that you are requesting very personal information. All information is kept in confidence.

· Streamline the access of families to the gym

· Work in coordination with the rest of the volunteers and staff in the gym
5. Guest Escort (throughout Market – gym and clothing room) 8
· Show a friendly, warm and respectful attitude to all guests

· Responsible to escort families throughout their shopping experience at the Market

· Escorts will be informed about the quantity of goods each family is eligible to take

· Introduce yourself to the guest as soon as the intake worker indicates that the next guest is ready. Help guests with coats, ensuring they have access to child care where required, smile, shake their hands, be friendly

· Escort the guests throughout the whole process of selecting and taking food or toys or clothing

6. Child Care Runner (Genesis Place common room) 2
· Show a friendly, warm and respectful attitude to all guests

· Assist staff with preparation in the designated area (Genesis Place Common Room) where children are taken care of in a safe and friendly environment

· Be ready in the foyer to welcome families and explain to them the kind of service provided in terms of childcare and accompany them to the childcare area at GP

· Entertain little children (babies to preschoolers) in the designated areas while their parents do their shopping

7. Child Care Helper (Genesis Place Common Room) 2
· Assist staff in the designated area (Genesis Place Common Room) where children are taken care of in a safe and friendly environment

· Entertain little children (babies to preschoolers) in the designated areas while their parents do their shopping

· Show a warm and respectful attitude to all guests and children

8. Toy Room Volunteer (gym) 3
· Show a friendly, warm and respectful attitude to all guests

· Have a clear understanding of the quantity of toys each guest is eligible to take home. Communicate this information clearly to the escort volunteers and families

· Give each guest dedicated and personalized attention as they go around the toy room making their selections

9. Stocking Stuffer (gym) 1
· Stuff stockings at the end of the food pick up line

· Hand stockings out to guests as special treats

· Contribute to fostering a festive, joyful and respectful atmosphere

· Be responsible to ensure that music is playing in the gym throughout the day

10. Clothing Room Volunteer (basement clothing room) 3
· Show a friendly, warm and respectful attitude to all guests

· Clothing room volunteers are in charge of distributing clothes, footwear and toiletries to guests

· Ensure that you understand what quantity of items is available for each family and communicate that information clearly

11. Donation Sorter/Stocker (where needed in basement) 3
· Assist with unloading and restocking toys, food and clothing as new donations arrive

· Be responsible for ensuring that items are well-stocked, neat and well-organized

· Show a friendly, warm and respectful attitude to all guests

12. Box Cutter (basement) 2
· Teach other volunteers how to cut down boxes and have them assist in carrying them for discarding
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