Ohio State University Extension
Master Gardener Position Description

General Description

To support OSU Extension, __________ County in meeting the needs of our citizens in the area of consumer horticulture by assisting with educational programs, diagnosing plant problems, and making cultural and pest management recommendations.

Specific Responsibilities:

(
Answer consumer’s telephone inquiries and assist office visitors with plant/insect samples for identification or diagnosis.

(
Assist with establishing and maintaining demonstration gardens at the Extension facility.

(
Assist teachers, 4-H leaders, and/or children with gardening education projects in school or club settings.

(
Interpret information from Extension bulletins and fact sheets for the general public.

(
Distribute Extension information to the public at such events as garden center plant clinics, county fair, Home and Garden Shows, etc.

(
Assist with Extension educational programming, such as talks for garden clubs, Extension sponsored workshops, etc.

(
Keep records of consumer contacts and volunteer activities.

Time Required
Volunteer hours may vary from week to week, will generally be needed during regular work hours, although some evening and weekend opportunities exist.  A total of 50 hours must be donated by the end of October.

Qualifications

The Master Gardener volunteer must show an interest in, enthusiasm for, and knowledge of gardening.  He/she must be able to communicate with the public by phone and deal courteously with visiting public and Extension program participants.  He/she must be able to read, write and comprehend the information presented in the training sessions, and be able to communicate that information to the gardening public.  The Master Gardener volunteer must pass all weekly quizzes and the final exam in order to volunteer in the program.  He/she must provide his/her own transportation to training and volunteer activities.
Location:  County office and various locations around the county.

Support Provided
In addition to the Ohio Master Gardener Manual, the Extension office has a collection of reference materials to assist Master Gardeners in answering questions and request for information.  If the Master Gardener is unable to assist a consumer, questions and request are referred to the Extension agent or other appropriate staff.

Mentor
_________________, Extension Agent, will provide coordination, supervision and support to the Master Gardener volunteers.  He/she will assign, review and evaluate volunteer activities.



Ohio State University Extension
LAMP Volunteer Position Description
Location:  McComb School District

Date Beginning:  Week of February 14, 2000

Date Ending:  Week of May 22, 2000

General Description:  Literacy and Mentoring Partners (LAMP) is designed to increase literacy skills of youth in grades K-4.  The Literacy and Mentoring Partner will work with focus children and have the following responsibilities:

Specific Responsibilities:
(
Work closely with the Leader of Leaders to establish tutoring times, locations and make other necessary arrangements to assure the success of the LAMP project.

(
Agree to conduct weekly tutoring sessions with four to six focus children from one particular classroom.  This commitment will require 1 ½ to 2 ½ hours per week.

(
Keep all information specific to the mentored children as confidential and discuss only with the Leader of Leaders.  Relay any information that a child has confided to you to the Leader of Leaders and do not attempt to counsel or guide the thoughts of the child.  Also, do not give gifts to the children that are not given to the entire classroom.

(
Work with the Leader of Leaders and classroom teacher to prepare tutoring lessons.

(
Maintain an accurate list of all focus children, books, read and sessions teaching strategies as well as tutoring schedules.

(
Notify the Leader of Leaders of information to be used for publicity.

(
Attend required training and complete reports as requested by the county office.

(
Perform other duties as deemed necessary for the success of the LAMP project.

Qualifications:  The Literacy and Mentoring Partner should believe in children and in their ability to learn.  They must be willing to work in a team environment and demonstrate adaptability and flexibility.  The candidate must be committed to this program through the end of this school year and will be absent from the scheduled session only when it is absolutely necessary.

Coordinator:  O.S.U. Extension Program Assistant, Literacy Education



Ohio State University Extension
After-School Group Leader Position Description


General Description

As a team, staff and volunteers plan, implement and assist in evaluating positive youth development programming by supporting the 8 critical elements of successful 4-H Youth Development experience.  Staff and volunteers provide opportunities for youth to form positive relationships with adults, participate in hands-on learning activities and build developmental assets and life skills.  The Group Leader provides primary leadership for a group of up to 12 youth involved in Adventure Central after-school programming.

Specific Responsibilities:

(
Provides leadership for after-school programming that serves to enhance the mission of the organization:

(
Supervise and/or lead programs to include nature/science, health/nutrition, computer technology and academic advancement;

(
Provide leadership for other adults assisting with group;

(
Provide leadership for youth behavior management with assistance from staff;

(
Ensure that program content reflects the goals of the organization;

(
Assist in maintaining program equipment materials;

(
Assist in evaluating programs, offers recommendations for improvement and actively participates in revision of programs;

(
Participate in special events or projects representing the organization;

(
Participate in informational meetings and updates with staff; and

(
Provide accurate youth and adult participation records

Time Required
Monday – Thursday from 4:30pm - 7:00pm (some flexibility in this schedule through discussion with Extension staff)

Qualifications

(
Ability to work with youth and adults from diverse backgrounds;

(
Ability to plan and organize activities;

(
Experience and knowledge in nature/science, nutrition, health, and computer technology;

(
Demonstrated passion for working with youth, including the ability and interest to share knowledge and experiences with youth;

(
At least 18 years of age with a valid Ohio driver’s license preferred; and

(
Successfully complete volunteer screening and orientation process

Location:  After-school center.

Support Provided
The Group Leader is supported by and responsible to the Program Director.  Other volunteers and program staff will support programming efforts as needed.  All questions or concerns should be addressed to the Program Director, or in their absence, the Center Director should be notified with questions or issues.

Mentor
Program Director will serve as the direct contact and mentor for the Group Leader


Master Money Mentor

Volunteer Position Description

Title:
Master Money Mentor

Sponsoring Agency:  Ohio State University Extension

General Purpose: Provide guidance to individuals and families seeking budgeting education.  

Qualifications:  Interest in family financial management; sincere desire to help people

Time Required:



Participate in training (amount of time varies but usually is 12-15 hours)

Accept and work with at least five Master Money Mentor cases; length of time per case varies

Responsibilities:


(  Participate in Master Money Mentor training sessions and appropriate updates.


(  Work with clients to help them develop a budget and spending plan.


(  After accepting a case, follow up with client promptly.


(  Maintain strict confidentiality with participants.

(  Help clients recognize financial alternatives but allow them to make financial,  

                budgeting, and spending decisions themselves.


(  Help customers anticipate and plan for financial changes.

(  Contact the Extension Family & Consumer Sciences staff for guidance as

     issues arise beyond your knowledge or experience.


(  Maintain regular contact with participants until case is closed.


(  Complete and return designated paperwork promptly after closing a case.

(  Master Money Mentor is a program of Ohio State University Extension. Your  

    association with the Master Money Mentor program cannot be used for  

    personal and/or financial gain.


(  Assist OSU Extension in promotion of the Master Money Mentor program.

Qualifications:


(  Positive attitude, open mind, non-judgmental, reliable

(  Able to grasp basic financial concepts such as the budgeting process, credit, 

    and debt management, and record keeping


(  Able to keep confidences

(  Excellent communication skills with a sincere desire to help people help 

    themselves 


Interview Committee Member

General Description

Ohio State University Extension is a dynamic organization serving youth and adults through Agricultural & Natural Resources, Community Development, Family & Consumer Sciences, and 4-H Youth Development programs.  O.S.U. Extension engages thousands of adult volunteers each year to work with youth and adults from diverse backgrounds.  Interview committee members will provide overall leadership for interviewing potential volunteers implementing educational programs for youth and adults in a variety of settings.

Specific Responsibilities:

(
Participate in at least one orientation or training to better understand the requirements of conducting interviews and the suggested techniques to use;

(
Serve as a member of a committee to conduct individual interviews of potential volunteers serving one or more of the Extension program areas;

(
Hold all information obtained as confidential;

(
Review applications of potential volunteers;

(
Review position description;

(
Identify potential questions from provided list and develop relevant questions from information provided on the application;

(
Take notes from interviews and participate in dialogue concerning individual’ qualifications and share with appropriate Extension professional; 

(
Answer questions about the organization, program area, and specific volunteer responsibilities; and

(
Assist in preparing interview room, materials, and greet potential volunteers prior to the interview

Time Required
(EXTENSION PROFESSIONAL TO INSERT)

Qualifications

The Interview Committee Member must show enthusiasm for, and knowledge of Ohio State University Extension and the specific program area they represent.  He/she must possess good listening skills and have the ability to frame questions in a meaningful manner.  He/she must have a positive outlook on volunteering and the specific program area; considerable experience as a volunteer with O.S.U. Extension; demonstrated positive and effective leadership in specific programs and activities; and a sense of fairness and impartial judgment.
Location:  Extension Office or other designated locations.

Support Provided
Each interview committee member is required to participate in an orientation/training session presented by O.S.U. Extension prior to conducting an interview.   Each committee member will receive the “Conducting Volunteer Interviews:  A Guide to Success” handout.  Additional training and education will be provided by the Extension professional upon request as a group or individually when deemed necessary and appropriate.

Mentor
(EXTENSION PROFESSIONAL TO INSERT)

Ohio State University Extension

Volunteer Position Description
VOLUNTEER TITLE: Darke County 4-H Committee Member

DESCRIPTION OF WORK: To work with the Extension Agent, 4-H Youth

 Development and other Extension staff in helping to determine 4-H program

 needs and direction in Darke County.

TIME INVOLVED: Six scheduled committee meetings per year, each meeting 2-2.5 

hours long.  Additional time involved if member chooses to serve on a 

sub-committee.

QUALIFICATIONS NEEDED:  


(  Open-minded and receptive to new ideas and methods.



(  Ability to communicate effectively.



(  Interest in working for the total development of all youth.



(  Vision and perspective to see the present in terms of the future.



(  Willing to voice opinions, ideas and new directions.

RESPONSIBILITIES:


(Be familiar with the needs, interests and concerns of all county youth.



(   Assist in developing objectives and goals of the 4-H program to meet



     the needs, interests and concerns of youth in the county.



(   Analyze and study the potential youth population and the current



     enrollment in 4-H programs on a non-discriminatory basis without 


     regard to race, color, national origin, sex, handicap or religious 


                 affiliation.



(   Assist in designing methods of enrolling youth in 4-H programs and 



     expanding 4-H to new audiences and communities.



(   Assist in developing methods to recruit, train and recognize volunteers 



     associated with the Darke County 4-H program.



(   Seek local financial resources, as needed, to conduct, promote and 



     expand the 4-H program.



(   Attend all regular meetings of the County 4-H Committee.



(   Understand and promote the purpose and programs of Ohio and



     Darke County 4-H and the Ohio State University Extension.



(   Serve as the “4-H link” with the County Extension Advisory 

     Committee and the District 4-H Committee with representation on both   

     committees.  Also serve as the link with the State 4-H Advisory 



     Committee.

RESPONSIBLE TO:


( County 4-H Committee



( Extension Agent. 4-H Youth Development

SAMPLE #1





Provided by:  Marianne Riofrio, Extension Associate, Horticulture & Crop Sciences





SAMPLE #2





Provided by:  Sue Arnold, Program Assistant, Literacy Education, OSU Extension, Hancock County





SAMPLE #3





Original Provided by:  Graham Cochran, Adventure Central Director, OSU Extension


Adapted by:  Ryan Schmiesing, Interim Leader, Program & Volunteer Risk Management








SAMPLE #4





Source:  Chris Olinsky, Jean Clements, Nancy Hudson
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