
The Samaritans, Inc.
103 Roxbury Street #203
Keene, NH  03431
603-357-5510
www.samaritansnh.org
A Monadnock United Way Agency

SERVICE DESCRIPTION

JOB TITLE:  Communications Assistant
REPORTS TO:  Program Coordinator
CLASSIFICATION:   Volunteer

QUALIFICATIONS:
Candidate must be: 		
at least 18 years of age
experience with office/clerical duties
attention to detail
able to keep confidential information
able to work independently
experience with communications, public relations and/or events
professional appearance
positive attitude

DUTIES and RESPONSIBILITIES:
Assist staff with communications, social media, print, radio and tv.
Complete the required training program.
Agree to and sign the Volunteer Agreement and Confidentiality Agreement.
Complete a minimum of one shift each month.
Complete all assigned duties.
Maintain confidentiality at all times.
Attend volunteer meetings. 
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