[image: image1.png]


[image: image1.png]

POSITION DESCRIPTION

BLOOD SERVICES
	Position Title
	Registration/Greeter

	Location
	Blood drives at various locations in community

	Purpose
	To be the face of the American Red Cross to prospective blood donors and make them welcome and appreciated for their selfless donation. To this end the Registration/Greeter will cheerfully greet, register, and verify blood donors have required proof of identification. Facilitate the orderly flow of donors in the processing area and to inform donors of anticipated wait time.

	Key Responsibilities


	· Joyfully greet donors! Ask if they have any of the required identification (see attached duties document), donors must have required identification
· Determine if they have an “appointment” or “walk-in”

      If appointment, check them off of the appointment list and provide them an “appointment card”

      If “walk-in” provide them a “walk-in card”
· Request donor read all eligibility information prior to continuing 
· Provide donors information as to any expected waiting time

      If donors cannot wait, provide them with alternative dates and locations and offer to make appointments for them (see attached duties document)
· Answer questions, as appropriate, or redirect the question to a Blood Drive staff person

· Show appreciation to the donor by carrying on a cheerful conversation 

· Provide directions for proceeding to the next processing area 
· Report any ideas, challenges, 

NOTE: The 1st Shift Registration volunteer must arrive 10 minutes before start of drive to be ready for first arrivals!

	Relationships


	Chairman of Blood Services

Blood Services Volunteer Coordinator

	Qualifications


	· Mature and courteous attitude

· Neat and well groomed in appearance

· Willing to work as part of a team

	Training
	· Must complete Red Cross Orientation 

· Must be willing to show up 30 minutes prior to shift start to receive on-site                      training

	Reports to/Partners with
	· Chairman of Blood Services

· Blood Services Coordinator

	Length of Appointment
	  TBD

	Time Commitment
	Blood Drive shifts last between 3 and 4 hours each

	Development

Opportunities
	· Chance to develop better community relationships and contacts

· Be part of a team that saves millions of lives each year


I understand the responsibilities and qualifications of this position, and agree to fulfill them to the best of my ability.
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