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VOLUNTEER POSITIONS 
TryLife Center 

Volunteer Position Descriptions 
________________________________________________________________________ 
 

TITLE: Volunteer 
SUPERVISORS: Executive Director, Parent & Baby Coordinator, Volunteer Coordinator  

DESCRIPTION: Volunteer provides services to clients in various areas. They may also represent 
TLC outside the center including churches, schools and community events. It may be necessary 
for volunteer to attend meetings and other training programs to become certified.  
 

Qualifications: 
1. Full agreement with the TryLife Center Mission Statement (see page 3). 
2. Solid commitment to pro-life and responsible sexual values. 
3. Successfully completes any required training. 
4. Dependable, stable, and capable of following through on commitments. 
5. A sincere desire to reach out to our clients and/or their families with unconditional love, 
acceptance, and understanding in a non-judgmental manner. 
6. Ability to respect confidentiality. 
7. Read, agree to and sign personal copy of TryLife Center’s Policy and Procedures Handbook 
including the Tenets of Faith. 
8. Communicate suggestions, grievances, etc., to Executive Director and/or Parent & Baby 
Coordinator. 
9. May require annual approval from PA Child Abuse History Clearance and PA State Police 
Criminal Record Check and FBI fingerprinting with certain responsibilities. 

 
 
Below are brief descriptions of various volunteer areas.  This is not a comprehensive list of 
opportunities.  Additional duties may be outlined upon assignment. 
 

Assisting Clients  
A. Provide assigned client an atmosphere of warmth and understanding through 

listening and other helping skills. 
B. Instruct clients using self-administered pregnancy tests. 
C. Offer appropriate information, guidance, items and/or referrals as the need dictates. 
D. Read new articles and literature as provided; view new videotapes whenever 

possible for referrals for clients. 
E. Refer difficult cases to the Parent & Baby Coordinator or Counselor. 
F. Accurately record client information for each visit on day of visit. 
G. Assist clients in the shopping area, recording the items received.  
H. If desired, become certified as a Real Alternatives Client Assistant.  

a. Enter Real Alternatives information into appropriate database within 9 days of 
client visit but preferably on the day of visit.  
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b. Adhere to annual Real Alternatives mandates.  
 
Lois’ Cottage - childcare 

A. Supervise children in the play area while keeping the area neat and clean. 
 
Office/Admin Assistance 

A. Keep client and reception areas neat and orderly. 
B. Know and follow client intake procedures. 
C. Understand the phone system and answer the telephone as directed. 
D. Put the Help Line off and on per shift. 
E. Pull client files and return client files to the proper place as directed. 
F. Record clients and volunteers time. 
G. Help with mailings, newsletters, etc.  

 
In-Kind Donations/Shopping Area 

A. Keep the shopping area neat and orderly. 
B. Receive in-kind donations, supplying donor with tax receipt and 

recording/sorting/laundering (when necessary)/stocking items.   
C. Record numbers of items received under proper classification including bags of 

items donated to outside agencies. 
D. Rotate clothing and items according to seasons, desirability, etc. under the direction 

of the In-kind Coordinator.  
E. Create and maintain an organized, clean, pleasant and appealing shopping 

experience for the clients. 
NOTE: In-kind donations are intended to be used for client and not personal use. 

 
Fundraising Assistance 

A. Consider being a spokesperson for the baby bottle campaigns: visit area churches to 
describe the mission of TLC, the importance of the pro-life movement and explain 
the procedure of the campaign. You may wish to be the point-person for your 
church. 

B. Help with various aspects of the baby bottle campaign including, but not limited to, 
preparing the materials/bottles, delivering/retrieving materials and bottles, 
collecting monies, reporting the success of each campaign to the organization, 
sending/emailing thank you notes, etc.  

C. Be available to separate the coins/checks, count the money, record individual 
donations and deposit the funds.  

D. Assist in preparation for and implementation of various fundraising events. 
 
Sexual Integrity Program  

A. Assist the presenter when speaking to classroom students at area schools, churches 
and community organizations to present the unExpected program.   

B. Assemble and label materials for classroom presentations.  
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Building Maintenance  
A.  General maintenance of interior and exterior of building. 

 
 
Driver  

A. Pick up supplies from Westmoreland Food Bank, Sam’s Club, Baby Bottle Campaigns, 
Diaper Bank, etc. 

B. Drive the mobile medical unit under the direction of the RN Manager.  
C. Required licensing is necesssary. 

 
Trainings: 
Trainings to work with clients consist mainly of in-house training where the volunteer shadows 
a trained employee or volunteer. A new volunteer attends formal sessions as 
recommended/required by the supervisor. 
 


