
 
 Public Health Division Volunteer Program  

 

Rev. 4/2015 

 

Volunteer & Intern Position Description 
 

Instructions: The Supervisor is responsible for completing this form and providing an electronic copy to the 
Volunteer Coordinator, who will then meet with the Volunteer/Intern, complete required forms, and coordinate 
the background check process. For more information, contact the PHD Volunteer Coordinator, Tracy Candela 
at 971-673-0561. 
 
I. VOLUNTEER/INTERN INFORMATION 
 
 
Name:             School:             
 
Phone:             E-mail Address:           
 
Desired start date:       (Background check must be approved before the volunteer/intern may start.) 
 
Has the Volunteer been outside the state of Oregon for 60     Yes     No    Unknown 
or more consecutive days in the past 5 years? 
 
 
II. POSITION INFORMATION 
 

Position Title:                    

Supervisor Name:                   

Supervisor Phone:                   

Supervisor E-mail:                   

Other staff to CC:                   

Center Exec. Assistant:                   

 

Center for:   Health Protection 
   Prevention & Health Promotion 
   Public Health Practice 
   Office of the State Public Health Director 

Program and Section:                  

Location:  Portland State Office Building  Other:            
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III. DESCRIPTION OF DUTIES 

 
Provide an overview of the purpose of this volunteer position. Include any projects, goals, etc.: 
      
 

 
 
 
 
Provide detail on the primary duties of the volunteer position: 
      
 
 
 
 
 
 
List any other duties that may be assigned to the volunteer:  
      
 
 
 
 
 
 
 
IV. POSITION REQUIREMENTS 
 
Position requires direct contact with (check all that apply): 

 Children  Adults  Seniors (65 yrs and older) 
 Confidential Information  Secure Facilities  Financial Records 
 Information Technology Systems (Check this box if the individual will be given a login or have access to network) 

 NONE OF THESE APPLY 
 
Position may provide direct service and/or care to DHS/OHA clients or members of the public:  Yes    No 
 
Do the duties require driving to conduct state business:    Yes    No 
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V. COMMITMENT 

Approximate start date:       Approximate end date:        

The Volunteer/Unpaid Intern will work (choose one): 
 hours per week 

     hours total between the start and end dates 

VI. QUALIFICATIONS

Provide a list of the qualifications necessary for the volunteer position (knowledge, skills, abilities, training, 
education, etc): 

VII. SIGNATURES

The Volunteer Coordinator and volunteer will sign the position description then the signed position description 
will be provided to the Supervisor for the Supervisor’s review with the volunteer, signature and file.  

Volunteer Date 

Volunteer Coordinator Date 

Supervisor Date 

 From [starting time] _________ to [ending time] _________on [days of theweek]  
Other:

     _________________
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	Position Overview: Collaborate with IVPP evaluation staff and diverse stakeholders to collect, analyze, and report data for an evaluation of school district comprehensive sex education policy. If time permits, develop an interactive online information resource that maps indicators related to implementation of injury and violence prevention education policy in Oregon. 
	Primary Duties: Collaborate with current PSU MPH intern Anna Becker to continue implementation of an evaluation project to identify status of implementation of comprehensive sex education policy in Oregon school districts. Collect data by means of web searches, phone interviews and/or surveys. Prepare data for entry into ArcGIS platform and perform data quality checks. Present online data resource and summary of evaluation findings to stakeholders and gather feedback for improvement. Attend  project management meetings with IVPP staff (at least bi-monthly), and monthly meetings of the state Injury Prevention program's Sexual Violence Workgroup through the duration of internship.
	Other duties: In addition to collection of data related to school district comprehensive sex education policy implementation, the volunteer may also collect data related to school sports concussion prevention policy implementation. Scope will depend upon available hours.
	Qualifications: Successful completion of a masters level public health evaluation course. Basic to intermediate level skills in Excel, Word and PowerPoint, and ability to gather data via Internet searches and phone surveys. Familiarity with Oregon statutes and administrative rules related to school injury and violence prevention. Familiarity with evidence based practices for school injury and violence prevention, including risk and protective factors for youth sexual violence and traumatic brain injury.Ability to function professionally with diverse stakeholders during meetings and presentations.  
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