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Volunteer Health Interpreters Organization
UC Berkeley


VHIO 2011-2012 Officer Application
Instructions

Please attach (1) Officer Application and (2) a current Resume when submitting 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: Friday January 21st at 11:59 PM 




Shadowing Period: January 24th to April 10th 


Final Notification: April 11th to April 17th 


1. Please provide us with the following information:
	Name
	

	Email
	

	Phone Number
	

	Expected Graduation
	


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).
	Rank
	Position

	
	Mt. Zion Clinic Coordinator

	
	Chinatown Public Health Center (CPHC) Clinic Coordinator

	
	Secretary/Webmaster

	
	Education/Decal co-Chair

	
	Outreach co-Chair

	
	Treasurer

	
	Other, Your suggestion for a new position: 


3. Please answer the following questions thoughtfully and concisely: 
A.  How have you been involved in VHIO, and what has your membership meant for you personally? 
 

B. Why do you think you are suited for the position(s)? 
C. What are your other commitments, and how do you plan to balance them with your role as a VHIO officer?" 
D. How will you like to improve VHIO when you become an officer? 
VHIO Officer Position Descriptions
Mt. Zion Clinic Coordinators (2)
· 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
CPHC Clinic Coordinator (2)
· Monthly SKYPE pre-clinic meeting with Dr.Yu 

· Work with Education coords 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

· Email debriefs after clinics

· Update treasurer on reimbursements
Secretary/Webmaster (1)
· Take meeting minutes

· 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
· Update VHIO handbook when needed
Education/Decal co-Chair (1)
· Lead Education/Decal Committee to 
· Meet the dynamic and changing training needs of VHIO
· Add/change training material to make sure volunteers are well prepared for clinics and events 

· Coordinate with language coordinators (a representative from each language group)

· Facilitate Health Care Interpreting Decal PH98/198 
· Organize annual VHIO orientation in the Fall and *2 training workshops per semester* (subject to change next year depending on Health Care Interpreting Decal turnout)
Outreach co-Chair (1 Korean speaker)
· Lead outreach committees to
· Meet the dynamic and changing outreach needs of VHIO 
· Focus on Korean & Vietnamese for now
· Organize outreach events requested by existing or new partner organizations

· Outreach to and establish connections with new partner organizations

· Goal is to establish permanent clinic/event that reaches out effectively to target communities 

Treasurer (1)
· Manage reimbursements

· Manage ASUC and Cal Corps accounts 

· Apply for ASUC &Cal Corps funding—Spring Budgeting and Mid-Year Reports 

· Attend Mandatory Cal Corps trainings and meetings (on campus, 2-3 per semester) 

· Make recommendations to club spending

· Look out for other potential sources of funding 

· Other officer roles/activities include biweekly VHIO officer meeting and needs and projects that come up.
