Volunteer Lounge Host Job Description
What You’ll Be Doing
A lounge host is a welcoming and helpful individual who serves as an on-campus point of contact for OLLI members.  The host will answer questions and assist members who are new to the campus.  
Typical Duties
· Welcoming and Greeting: The volunteer’s primary role is to create a positive and welcoming experience for those who visit the campus lounge located in room 201. 
· Directing New Members and/or New Volunteers:  Guide individuals to specific locations or classes.  
· Providing Information:  Answer general questions about the OLLI program.  Reviewing the “Welcome Packet” with interested visitors.  
· Maintain a welcoming atmosphere by keeping the lounge tidy (pick up trash, arrange chairs, wipe counters).
· Assist with refreshments as available, including preparing coffee, chilling bottled water and offering snacks.  At the conclusion of the day, gather any snack donations and deliver them to the designated Council member.  

· Connecting Individuals:  Introduce visitors to other members or volunteers. 
· Referring Members to OLLI Council Meetings:  Invite members to upcoming meetings to meet Council members and program managers.  
· Safety:  Assist with locking/unlocking the classrooms as needed.  Alert Council members to concerns.
Qualifications:  What You Need
· Reliability and Commitment:  Able to consistently commit to volunteer shifts.  Volunteers can sign up for shifts/hours that are comfortable for them on days that work for them. 
· Willingness to Learn:  Eager to learn about the OLLI program. 
· Ability to take direction and work with OLLI members and other volunteers. 
Wrapping Up
A lounge host has an important role within the Green Valley OLLI program.  The greeter ensures a positive, welcoming experience for adult learners and new volunteers.   
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