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Position Title: Folder Assembly Volunteer
Department: Volunteer Services
Hours: Shifts variable  
Position Summary: The Folder Assembly volunteer assists with various patient education folders and packets per department requests. 
Minimum Age: 16 years old
Qualifications:

· Complete orientation and service area training.
· Demonstrate effective communication and listening skills.
· Display attention to detail and organizational skills.
· Express a friendly, welcoming and positive attitude.

Physical Requirements:
· Physically perform duties and functions.
· Ability to read, write and communicate effectively in English.
Expectations:
· Represent Mayo Clinic in a professional and positive manner.  

· Adhere to Mayo Clinic’s primary value, “The needs of the patient come first.”

· Adhere to personal and professional conduct standards in correspondence with Mayo Clinic’s RICH TIES.

· Adhere to dress code policy.
· Adhere to all personal protective equipment (PPE) requirements, if any, for my volunteer role.

· Provide volunteer service consistent with policies and procedures.

· Reports to volunteer area on time and completes daily duties and responsibilities.

· Follow all confidentiality requirements.
· Follow all infection control guidelines.
· Prioritize tasks and provide additional project support as needed.

· Keep updated of communications and changes via Communication Book.
· Follow emergency procedures as directed.
· Inform Volunteer Coordinator of any injuries to staff, visitors, patients or volunteers.
· Follow The Joint Commission protocols and requirements.
· Comply with all required trainings.
Mayo Clinic Health System Volunteer Program
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