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CAVA Position Description – United Way Representative 


  


1. Title:  United Way of Greater Cincinnati (UWGC) Representative, CAVA 
2. Purpose:  To represent interests at UWGC to CAVA and provide needed resources to assist CAVA in meeting its purpose and goals.  

3.  Duties:  

a. Act as liaison between UWGC and CAVA.  

b. Provide UWGC resources to CAVA as needed (i.e. mail service, and copying – costs to be billed to CAVA).  

c. Promote CAVA to new agencies and/or new volunteer coordinators through the distribution of membership brochures and through speaking engagements and consultations.  

d. Provide UWGC office mailing address and phone number for CAVA business as needed.  

e. Schedule rooms and arrange for refreshments at the United Way & Community Chest building for CAVA meetings and programs as needed.  (Costs for refreshments covered by CAVA).  

f. Oversee the production of the CAVA brochure in coordination with the UWGC Communications department.  

g. Other duties as deemed necessary by the Association. 

4. 
Time Commitment: Attend all CAVA Executive Committee meetings, 12 times a year.  Attendance encouraged at all Membership programs, 6 times a year and Membership meetings, 6 times a year.  Additional time as needed to fulfill job responsibilities. 
5. Term of Service: As determined by the UWGC Director.  

6. Qualifications: Must be either a UWGC paid staff member or UWGC volunteer.  Good people skills and communication skills, both written and verbal.  

UW Representative is responsible for organizational goal of recruiting members and being an ambassador to the community and representing CAVA as an organization.  This volunteer position is held accountable for the jobs listed in their position and goals of the organization with the good faith of making every decision with the mission in mind. The UW Representative is held accountable by the Board for managing their goals and accomplishments according to the position description administered by President. 
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