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Volunteer Health Interpreters Organization
UC Berkeley


VHIO Officer Application for 2012-2013 School Year
Instructions

Please attach (1) officer application and (2) a current resume when submitting your application via email.

Save Application Document: 
“Officer Application Your First and Last Name Application”

Save Resume Document: 
“Officer Application Your First and Last Name Resume”

Use Subject Line:
 
“Officer Application Your First and Last Name”
Email to:


cal.vhio@gmail.com

Timeline

Deadline: Sunday January 29th at 11:59 PM

Notification to be Intern: by February 6th  




Shadowing Period: February 6th to April 13th 


Final Notification to be Officer : by April 20th  


1. Please provide us with the following information:
	Name
	

	Email
	

	Phone Number
	

	Expected Graduation
	

	Until When You Plan to Stay on VHIO Officer Board, if selected
	


2. Desired Officer Position: 
You may apply to two positions. Please read over the Officer Descriptions at the end of this document (page 3) and rank your top two choices (1= first choice, 2= second choice).  If you would be interested in other positions as well, please place an “x” next to any other boxes.
	Rank
	Position
	Rank
	Position

	
	Education Chair/DeCal Facilitator
	
	PR/Outreach Chair

	
	Secretary
	
	Spanish Department Coordinator

	
	Mt. Zion Clinic Coordinator
	
	Vietnamese Department Coordinator

	
	Your idea for a new position:
	
	


3. Please answer the following questions thoughtfully and concisely: 
A.  Reflect on your experience in VHIO: how have you been involved, and what has VHIO meant to you personally? 
 

B. Why do you think you are suited for the position(s)? 
C. What do you see as VHIO’s strengths and weaknesses?  What changes would you like to make and how would you enact these changes as an officer? 
D. What are your commitments next year, and how do you plan to balance them with your role as a VHIO officer?
VHIO Officer Position Descriptions
***In addition to assigned roles, officers attend officer meetings (every other week) and manage other needs and projects as needed.***
Mt. Zion Clinic Coordinators (1)
· Coordinate with UCSF Volunteer Office to organize annual UCSF new volunteer orientation, health clearance, and getting ID badge 

· Work with Education/Decal Chairs with the training material related to clinic flow.

· Send out signup forms for clinics.

· Arrange rides to clinics

· Make sure volunteers arrive at clinics on time and in proper dress

· Coordinate VHIO volunteers at clinics

· Conduct debrief sessions at the end of clinics

· Update treasurer on reimbursements
Education/DeCal Facilitator (2)
· Meet the changing training needs of VHIO
· Add  training material to make sure volunteers are well prepared for clinics and events 

· Facilitate Health Care Interpreting Decal PH98/198 (fall semester)
· Prepare and teach lectures

· Coordinate language coaches, activities, midterms
· Organize 3 education workshops (spring semester)
Secretary (1)
· Take meeting minutes
· Coordinate recruitment and logistics
· Manage volunteers willing to help with translation and make sure that documents are translated in a time and proficient manner
· Manage e-mail accounts, attendance, and membership records

· Update website

· Take photos of clinics and events
· Organize monthly newsletter
· Update VHIO handbook when needed
PR/Outreach Chair (1)
· Goal is to establish permanent clinic/event that reaches out effectively to target communities 
· Outreach to and establish connections with new partner organizations
· Help set up new clinics for our volunteers 
· Be willing to help coordinate new clinics in the beginning 

· Follow up with current partnerships
· Organize outreach events requested by existing or new partner organizations
Vietnamese Department Coordinator (1)
· Assist with Vietnamese language-specific duties, including interviews and DeCal

· Head outreach meetings

· Help find clinics and events for Vietnamese volunteers

· Keep in touch with current partners

· Delegate tasks to sub-committees 

· Participate in sub-committee activities

Spanish Department Coordinator (2)
· Assist with Spanish language-specific duties, including interviews and DeCal

· Head outreach meetings
· Help find clinics and events for Spanish volunteers

· Keep in touch with the Spanish Department preceptor

VHIO Officer and Interning Expectations

Interns

Shadow the officer(s) for 1-2 positions of your choice.  They will go over the duties of their positions, and will assign you some work for their positions which you will do under their supervision.  You should discuss with your officer(s) any questions, suggestions, and other concerns.  To get to know you better, your officer(s) may have casual meetings or interviews with you.
As an intern, you will attend officer meetings.  While you will not know all the details of every single project, you should have an idea of what all the officers are doing.  Do not hesitate to ask questions, either at the meeting or discussing with your officer(s) afterwards.  Do not be afraid to contribute—we always welcome everyone’s opinions.  
There will also be fun bonding activities, such as hangouts and a retreat!  You will work closely with a group of passionate students and get to know everyone well.

Although you are shadowing 1-2 officer positions, let us know if you find yourself interested in another position.  We can give you more information and possibly set you up to be an intern for it.
Interning is a long process with hard work.  If at any time you realize that you are busy with your other commitments such that being a VHIO intern and officer would be a strain on your schedule, please let us know.  It is, however, a very rewarding experience so we encourage you to apply if you are genuinely interested in becoming part of the VHIO officer board.  
Officers

We look for officers who are passionate, committed, and innovative.  Since we are an expanding organization, we look for leaders who are reflective and critical, constantly helping to improve VHIO.  We work together as a team, so interpersonal and communication skills are crucial.
VHIO officers help each other out, and we try to work around everyone’s schedules so that we are not as stressed during the busy times of our semester.  As part of a support network, we do more than our assigned portion and take part in managing each other’s ongoing projects.
Additional tasks include—but are not limited to—recruiting new volunteers, outreaching to establish new partnerships, assisting in language-specific training and materials, collecting data for research, attending workshops, leading volunteering events, and organizing other events such as small meetings, social activities, and banquet.  
With the need for so many constant updates, we largely use email conversations for sharing opinions and having short discussions.  You should be familiar with Gmail and Google docs (documents, spreadsheets, and forms).
As a VHIO officer, you have a pivotal role in managing and leading the organization.  We reserve the right to dismiss any officer who we believe is not adequately fulfilling his/her duties.

It cannot be stressed how invaluable it is to be a VHIO officer.  Participating directly in leadership, you will be able to develop and carry through your ideas and visions with VHIO while learning a lot from each other.
We look forward to working with an enthusiastic officer board.  GOOD LUCK!
