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Position Summary:

We seek a volunteer interested in using their organizational and data entry skills to help with the data entry and management of advocacy related information into the Society’s web based enterprise system. It is essential that advocacy related information is entered and tracked in a consistent format throughout the Society. We are in need of a volunteer who 
Key Functions Include: 

· Review all current legislator records to confirm all contact/demographic information is accurate. 

· Using Society standard documents, enter interactions with state and federal legislators and their staff.
· Assist in researching potential connections to state and federal legisaltors and identify potential “grasstops” for advocacy staff.
· Assist the Advocacy staff by creating reports on legislative engagement.
· Other duties as assigned.
Qualifications:

· Have some expereince in data entry and/or management.
· Proficiency in the Microsoft Office Suite (preferably 2010) and the Internet.
· Excellent customer service skills.
· Excellent research, writing, editing and communication skills.
· Comfortable working independently and as part of a team.
· Excellent organizational skills with careful attention to detail.
Training:

· Society and chapter orientation includes education on the organization and multiple sclerosis

· An overview of basic office equipment and systems 
· Training on the Society’s data enterprise.
Additional Information: 

· Commitment of at least 10 hours per month.
· Work can be done from home.
· Schedule is tailored to fit availability of the best applicant.
Advocacy Data Entry Volunteer











