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	   United Support & Memorial For workplace  Fatalities

    2837 Yellowstone PKWY Lexington, KY 40517

    Phone: ( 859) 266-5646     Email: tammy@usmwf.org
    

   Going to work shouldn’t be a grave mistake!



Title of the position: Temporary, Part-time Outreach Assistant
Reports to: Executive Director

Overall responsibilities:

· Use a variety of on-line sources to research content for The Weekly Toll (http://weeklytoll.blogspot.com/)

· Maintain database of worker deaths and family contact information

· Use a variety of on-line sources to locate family member contact information
· As directed by Executive Director, make contacts with family members through mailed postcards, email or telephone.
Skills and Abilities:

· Conduct searches using Google, Bing and other search engines
· Use MS-Word and MS-Excel, and Blogger
· Attend to details and proofread your writing
· Demonstrate ability to learn new software programs
· Communicate effectively in writing and orally; handle emotional situations professionally
· Sympathize with individuals who have suffered the loss of a loved one or close friend
· Organize tasks effectively in order to meet strict weekly deadlines
· Express your opinion openly, but follow through with a plan once a decision has been made by the Executive Director
· Apply fundraising skills, a plus
Tools and Equipment, the employee must provide:
· Appropriate work space (e.g., home office), computer with high-speed internet, and a phone.
· USMWF will reimburse for telephone and internet connection fees.
Term of employment: Temporary 30-day, part-time position.  Approximately 20 hours per week at pay rate of $10 per hour.  (The exact number of hours per week depend on the work assigned to the employee by the Executive Director.)  At the conclusion of the 30-day period, the employee or the Executive Director can terminate the employment arrangement without cause.  If both the employee and Executive Director are satisfied with the employment arrangement, the position would continue until October 31, 2010

Application Process:   E-mail a cover letter, resume, and a writing sample (no more than 3 pages) to Ms. Tammy Miser at tammy@usmwf.org. Please type “Outreach Assistant” in the e-mail subject line. No phone calls, please.  Application deadline: May 22, 2010.
Help build a grassroots organization and use your skills to honor those killed working for the American dream and to ensure our family members come home at night.
