	VOLUNTEER INTEREST & SKILLS INVENTORY


	Name:
	Date:

	Home Phone:
	Cell Phone:

	Email:

	Address:

	Please describe your Area(s) of Interest.  Include the type of service you wish to provide, whether you 

	wish to work in an office or directly with clients, interest in particular age groups, etc. 

	

	

	

	

	Please check the boxes that represents your skill level:

	Administrative & General
	Proficiency Level

	Office Skills
	Limited
	Average
	Very Good
	Excellent

	Reception Desk
	
	
	
	

	File & maintain records
	
	
	
	

	Plan meetings
	
	
	
	

	Greet visitors
	
	
	
	

	Mass Mailings
	
	
	
	

	Finance Skills
	
	
	
	

	Analyze financial data
	
	
	
	

	Budgeting
	
	
	
	

	Auditing
	
	
	
	

	Create spreadsheets
	
	
	
	

	Marketing Skills
	
	
	
	

	Create marketing plans
	
	
	
	

	Event planning
	
	
	
	

	Develop marketing strategies
	
	
	
	

	Technology Skills
	
	
	
	

	Excel
	
	
	
	

	PowerPoint
	
	
	
	

	Website
	
	
	
	

	Social Media
	
	
	
	

	Database Management
	
	
	
	

	Troubleshooting PC’s
	
	
	
	

	Professional Skills
	
	
	
	

	Public Speaking
	
	
	
	

	Community Affairs Knowledge
	
	
	
	

	Write proposals & reports
	
	
	
	

	Supervised staff
	
	
	
	

	Fundraising
	
	
	
	

	Language Skills
	
	
	
	

	Spanish
	
	
	
	

	Other:
	
	
	
	

	Other Skills (Please List)
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