Job Description—Office Volunteer
The Midwifery Group

3980 Main St, Vancouver BC

The Midwifery Group is the oldest midwifery clinic in Vancouver, and is currently home to 7 full-time midwives who provide comprehensive care to 325 families a year.  Our community consists of the midwives, families, midwifery students, medical and nursing students, office staff and volunteers.  Volunteering at The Midwifery Group is a great way to get some first-hand exposure to the nuts and bolts of midwifery practice and to contribute to our community-based healthcare environment.  
Weekly time commitment: 3-4 hrs/week

Minimum commitment: 6 months

Reports to: TMG Office Manager

Successful volunteers will be:

· Interested in midwifery and learning about the functioning of a busy midwifery clinic

· Extremely reliable

· Flexible with scheduling of shifts

· Professional and organized

· Able to learn and master a variety of office procedures and skills

Sample responsibilities:

· Preparing initial charts

· Preparing discharge paperwork

· Preparing homebirth packs

· Chart maintenance (ie: checking & replenishing supplies of labels in charts)

· Checking and replenishing client handouts

· Checking and replenishing supplies in clinic rooms (requisitions, Kleenex, GBS swabs etc)

· Organizing library of books and videos

· Assisting with community events (picnics, free pap night, doula speed-dating night, information sessions) 
· Booking ultrasounds

· Faxing records

· Other tasks as assigned by the office manager

Benefits:

· Fabulous opportunity to become part of the team of midwives and contribute to the functioning of a busy midwifery clinic

· Welcome to attend most monthly clinic meetings

· $200 gift and celebration lunch with the midwives at the completion of each 6-month term (great opportunity to interview midwives about educational paths, career advice etc)

· Letter of reference for job or school applications at completion of 6-month term

