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Job Opportunity 

Volunteer Coordinator/Human Resources Assistant
Full-time

Salary: $28,556
Riverbanks Zoo & Garden is actively recruiting a Volunteer Coordinator/HR Assistant to work as a member of our Human Resources division.  Riverbanks offers an exciting work environment and an excellent benefits package for full-time employees, including access to state healthcare benefits and participation in the South Carolina Retirement System.  Please visit www.riverbanks.org for more information about Riverbanks employment and our volunteer program.  

Duties:  Under general supervision, is responsible for all aspects of volunteer activity throughout the zoo and garden. Coordinates all aspects of volunteer recruitment, placement, referral, record keeping, orientation, training, recognition and retention.  Works closely with the supervisors of all departments to assess and fulfill volunteer needs. Coordinates interns, job shadows, and community service groups. Also provides assistance to the Human Resources department in the areas of records management, administrative support, and employee communication.   Reports to the Director of Human Resources.  

Requirements:  Bachelor’s degree in Business, Human Resources, or related field with 2-3 years personnel management experience or any equivalent combination of education and experience that provides the required knowledge, skills, and abilities.  Must have excellent organizational and communication skills.  Must be a self-starter with consistent follow-through.

Must possess or be eligible for a SC driver’s license. 
To apply, please send a resume and letter of intent…

By Fax: Human Resources at 803.253.6381 

By Email: www.riverbanks.org (choose the “Join our Team” link)

By Mail: Riverbanks Zoo & Garden, PO Box 1060, Columbia, SC 29202-1060, ATTN: HR

Posted 8/04/06

PLEASE REMOVE ON 9/08/06
