
General Duties of Volunteer and Habitat Staff Positions

Site Host:  Please arrive by 8:15 a.m.  Hours:  8:15-2:30 p.m.  (See Site Host Duties sheet for detailed list of duties)
Help volunteers get signed in with waiver sheets and name tags. Coordinate services of food and drink; provide assistance to volunteers needing directions; etc. Provide mid-morning snack; make coffee for mid-morning break; serve afternoon snack. Take pictures and give them to your Holy Hammers contact person.  Make sure a prayer is said sometime during the work day (easiest at the start of the day).  May also help with construction tasks or managing the tool crib.  Your packet includes guidelines for general workers, crew leaders, and Onsite Coordinators to help answer questions.   
Crew Leaders:  Please arrive by 8:15 a.m.   Hours:  8:15 - 4:00 p.m.
Get signed in with online waiver, and make a name tag.  (The Site Host can show you.)  Identify yourself as a Crew Leader.  Meet with the Church On-site Coordinator and Habitat Site Supervisor to discuss the day’s tasks.  Work with 3-5 volunteers to do an assigned job.  Instruct your crew in how to do the construction tasks.  You do not need to be a professional but should possess some building knowledge and be willing to show others.  As your group nears completion of a task, notify On-Site Coordinator so he/she can begin lining up the next assignment. May be asked by the Site Supervisor to bring additional tools, if you have them (e.g., pliers, levels, skill saws, chop saws, drills, outdoor extension cords, cat’s paws—be sure to put your name on them).  
General Laborer:  Please arrive by 8:25 a.m.  Hours: 8:25 - 4:00 p.m.
Get signed in with online waiver, and make a name tag.   (The Site Host can show you.)  There will be a brief meeting at 8:30 a.m. when mandatory safety information and daily instructions will be given, and crews will be organized.  Work with Crew Leader to perform the construction tasks. 
Tool Crib Manager.  Please arrive by 8:25 a.m.  Hours: 8:25 - 4:00 p.m.
 Duties include keeping the tools and supplies organized and help the construction workers find the tools and supplies during the day. As tools are returned, make sure they are put back in the proper area. Also, monitor the charging of batteries for the battery-operated tools. Notify the Site Supervisor when tools and/or supplies are needed.  Try to work multiple days so they are familiar with the tool crib organization. Hours: 8:30-4:30 p.m.
On-site Coordinator (Project Manager)   Please arrive by 8:00 a.m.  Hours: 8:00-4:30 p.m.

(See separate Service Description for complete information).  Act as direct liaison between the Habitat Site Supervisor and the volunteer group while on-site, ensuring positive experience as well as compliance with safety and policy procedures. 
Habitat Staff Site Supervisor and AmeriCorps/Construction Assistant 
Site Supervisor oversees the entire construction site and volunteer groups, including planning the day’s tasks, managing the overall flow and progress of the build. The AmeriCorps/Construction Assistant provides direct support to the Site Supervisor and is in charge when the Site Supervisor is absent.  
General Guidelines: Please be on time to hear the mandatory morning instructions and safety information.  
(If you do come late and miss the morning meeting, contact the Onsite Coordinator when you arrive.)
· Tools (label everything with your name):  If possible, please bring the following items to the site:  hammer (16 oz finish or 20 oz framing), tape measure (16’ or longer), pencil, screwdrivers, utility knife (with sharp blades), cloth or leather nail apron/tool belt.  Water will be available onsite, but please bring your own water bottle, if possible.  
· Clothing:  Wear work boots or sneakers (no open-toed, open-heeled shoes).  Wear old clothes. Layer your clothing.  It could be very muddy.  Bring hat and sunscreen.  (We work rain or shine.)  If you have them, bring work gloves, eyewear to protect eyes from sawdust, etc.   Hard hats, goggles, and face masks will be provided, if needed.
· Medical:  Get updated tetanus shot.  Adults need a booster every 10 years.  Let the Site Supervisor, Site Host, or Onsite Coordinator know if you have a medical condition of which they should be aware (e.g., specific allergies, asthma, heart problems).  Let them know if you experience any problems during the work day.
· Age Requirements:  Children under 16 are not allowed on the site for safety reasons.  The only exception to this is children who are helping with serving meals to volunteers.  Youth ages 16-18 must have 4 to 1 ratio supervision from an adult (21 years or older) and must bring a signed permission/waiver form from the parent/guardian. 
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