
OFFICE ADMINISTRATIVE
VOLUNTEER

Contact
Hannah Ditgen, Community Services 
Senior Management Assistant

hditgen@hursttx.gov
817.788.7310

RESPONSIBILITIESQUALIFICATIONS
Collaborate with Senior Activities
Center Administration to complete
daily office tasks as required.

Proficiency in basic computer skills,
including keyboarding, mouse function,
desktop navigation, and file management.
Familiarity with common software
programs such as Microsoft Word and
Excel.
Proficiency in sorting and filing, with
excellent organizational skills.

Staff will provide training as needed.

REQUIREMENTS
Must be at minimum 18 years old.
Time commitment: As needed.
No criminal record.
Physical demands

Must be able to sit, walk, talk, hear, see, and stand. 
Good manual dexterity is required.

Mental demands
Speak and write clearly.
Comprehend, retain, and follow oral and written instructions.
Effectively communicate.

Work environment
The volunteer will work indoors, ensuring protection from weather conditions.
They will operate in a clean, well-ventilated, and well-lit environment.

Hurst Senior Activities Center, 700 Heritage Circle


