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VOLUNTEER
Administrative Support Assistant – Property Management Office

Background
This position is located at the Gateway National Recreation Area, Headquarters Building in the Office of Administration, Property Management Division at Staten Island Unit.  The Property Management Division manages and maintains the mail & receiving operation for the Headquarters Offices, a shared motor pool operation, and personal property & fleet management administrative support for the park.

Description 
Seeking a bright and energetic individual who is interested in gaining experience with working in an administrative environment.  Volunteers will provide administrative & clerical support to the Property Management Division staff and may also gain limited knowledge of some aspects of park operations.

Responsibilities and Assignments:
Volunteer duties will combine office and field assignments and may include:
· Mail processing
· Mail/package receiving & distribution
· Administrative support for the Headquarters Motor Pool operation (includes driving a variety of vehicle types including sedans, SUVs and vans to/from car washes and service locations)
· Clerical support to Property Management Office staff (may include working with Microsoft Office applications and programs)

Requirements
· Must possess a valid driver’s license 
· Proof of U.S. Citizenship 
· Wear NPS Volunteer Uniform
· Perform administrative, clerical & field duties
· Knowledge of Microsoft Office Applications (Word, Excel, Power Point, etc.)
· Positive mental attitude 

Commitment 
Minimum two (2) days per week 4-5 hours per day (flexible weekday scheduling options available)

Location 
Park Headquarters Building located at Fort Wadsworth on Staten Island (under the Verrazano Bridge). Field work may take you to other parts of the park within the NY/NJ metropolitan area: Brooklyn, Queens (Jamaica Bay) and Sandy Hook, NJ 

Interested parties should contact Jeanna McKinney, via email 
[bookmark: _GoBack]jeanna_mckinney-guice@nps.gov
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