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Department Information 
Assignment:  MatureWell Lifestyle Center/WellFIT Program
Schedule:  
Log in to your account to check schedule, messages, hours of service, additional opportunities.   

Go to:  https://www.volgistics.com/ex/portal.dll/?FROM=6055
Email address is your login name

Password is what you set up when you applied

Location: 
3989 N Shore Drive, Bryan, Texas 77807
Department Contact Information:

Who you report to:  
Lindsey Dauer

Contact: 
LDauer@st-joseph.org - 979.731.6126 option 8



Or 979-529-5294


Director:  
Reyann Davis: rdavis@st-joseph.org – 979-731-6131
Sign-in:  
Manual time log located at the end of packet & faxed in every 2 weeks
Department Orientation Checklist:
Will be completed during your first schedule shift
Additional Orientation Courses:  Not required 

· If you are ill or cannot make your shift, please call the number listed above to report your absence. You do not need to call Volunteer Services.

· Dress Code: Assigned Uniform Top, khaki pants, and rubber soled shoes. No denim, capris, shorts, or sleeveless shirts. No perfume or cologne in patient areas.

· Remember to take your department orientation checklist (included in this packet) on your first day or to scheduled department orientation. Please complete and return to Volunteer Services. 
New Volunteers: 

· Your identification badge is usually processed and provided to you at your orientation check-in. If you do not get your ID badge, it will be processed and left for you at the information desk in the main lobby of the hospital.  The Information Desk is generally open Monday – Friday 8 am – 6 pm.  You are required to wear your badge while on duty. If you forget your badge you will be asked to leave. 

How to turn in Paperwork to Volunteer Services:

· Interoffice mail to Volunteer Services, drop off at  Auxiliary office, scan and email to volunteer@st-joseph.org, or fax to 979.776.5330.     
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Volunteer Service Description

Position Title:  Concierge
Issue Date:

Reviewed:  
Revised:  4/25/2019


Approved:  Manager, Volunteer Services

Objective:  To assist with clerical duties in various departments as assigned.

Hours of Operation:  Monday – Friday 8 am – 5 pm.
Hours for Volunteering: Mon-Thu  7a-7p;  Fri 7a-5p;  Sat 8a-12p
Qualifications:


· Demonstrates good verbal and written communication.
· Mature, positive, service-oriented individual.
· Ability to work closely with other members of the team.
· Physical ability to withstand sitting, standing, reaching and lifting.
· Good organizational and telephone skills.
Training:

· Completion of Hospital Orientation.

· Completion of Department Orientation.

Competencies:
· Understand and follow directions.

· Work effectively with others without direct supervision.

· Work with confidential information and records.

· Operating various office equipment (fax machine, copy machine, paper shredder).

Responsibilities:


· Notify department of any absences; sign in and out when reporting to and leaving volunteer assignment, wear volunteer uniform and issued identification badge. 

· Maintain confidentiality at all times and do not discuss any information learned while on-site to anyone outside of the unit, department, or CHI.

· Understanding and following directions.

· Work effectively with others and without direct supervision.

· Filing, collating, and other duties as assigned.

· Communicate complete and accurate phone messages.

· Operating various office equipment.
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Department Orientation Checklist 

MatureWell Lifestyle Center
VOLUNTEER NAME: __________________________________________
_____Introduction to team members

_____Department tour

_____Review basic department functions

_____Define who they report to when on duty

_____Define who to call when the volunteer will be unable to volunteer for their assigned shift (information is not reported to Vol. Svcs.)

_____Point out location of:
Policy and Procedure Manual




Disaster Manual or Plan




MSDS Manual




Safety Manual




Code Cards

_____Point out location of nearest fire alarm and extinguishers

_____Review department evacuation procedure

_____Review basic volunteer duties in your department

_____Review telephone procedures (if applicable)

_____Review use of office equipment (filing system, copier, computer, etc.)
___________________________
____________________________
_________

Department Team Member Signature

 Volunteer Signature

Date

PLEASE RETURN FORM TO Volunteer Services by dropping off in Auxiliary Room wall basket (under clock). 
Volunteer Sign-In 
Placement:  MatureWell Lifestyle Center
Volunteer Name:  ______________________________
Month: _____________________

Day

Time In
Time Out

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please scan and email hours to volunteer@st-joseph.org or use the SJ Express fax machine and send us your hours every two weeks to 979.776.5330.
MatureWell Volunteer Tasks
General Duties:

· Log your time and submit every 2 weeks (located in Orientation & Volunteer Binder)
· Fax: 776-5330
· Pull out Tour clipboard  
· Any scheduled tours coming up? (these are located behind the tour tally log on the clipboard)
· If someone comes to get tag, have a staff member look them up in Igo to log the tab and offer them a tour if they have not received one.
· Greet members and patients
· Answer in person/phone inquiries and questions
· See Phone & Conversation Templates and FAQ for assistance
· Note additional questions that should be added to the FAQ
· Help visitors exiting vehicles as needed
· Assist with applications for Wellness Program and Lifestyle Club
· See laminated instruction on the ring at the front desk
· Other duties as assigned

WellFIT Program Specific Duties:

· Make Tour Packets as needed (Please get with Lindsey regarding this task)

· See Orientation & Vounteer Binder for Instructions (under “Overview” Section)

· Visually sweep the gym and pick up towels if needed and clean up

· Do not leave the front desk area for more than a few minutes at a time
· Wipe down equipment with Clorox wipes
· Stock towels in locker rooms and gym
· Report any safety hazards or broken equipment to Lindsey

Lifestyle Club Specific Duties:

· Give tours

· Read Tour Tips and Script  -  in the Orientation Binder

· For actual tours:

· Refer to the MatureWell Tour Clipboard for Instructions (cheat sheet on back of clipboard)

· Refill Brochures, etc at front counter

· Originals located in bottom drawer at the far right of the front desk area
Clinic Specific Duties:

· Educate any clinic patients of the Health Portal option and provide flyers as needed

· Provide clinic main number (979-731-6135) to those calling for the clinic and transferring to clinic staff
