
 
 
 
 
 
 
 
 
 
 
 
 
 

[insert date] 

Mail Volunteer 
Program: Internal Operations 

Volunteer Program Contact: 

Name Brittany Campbell 

Position Coordinator – Volunteer Program 

Phone 6293 6379 

Email brittany.campbell@commsatwork.org 

 

Program Supervisors / Contacts: 

Name Jeanine Cannon 

Position Executive Assistant 

Phone 02 6293 6514 

Email Jeanine.cannon@commsatwork.org  

 

Times and Location: 

Times to be confirmed between volunteer and supervisor dependent 

on work / project timeframes.  

 

The role requires travel between Communities@Work locations 

across Canberra, including Tuggeranong, Weston, Kambah and 

Gungahlin. 

 

About the Program:  

Communities@Work provides a broad suite of quality community 

programs of social value and practical benefit. 

Established and developed in Canberra, we are a local organisation that 

understands local needs.  Our innovative and progressive culture seeks 

to respond to changing community needs in a thoughtful and 

constructive manner. 

Delivering over 100 programs from 40 locations, each year, we support 

more than 20,000 people from birth to senior years. 
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September 2016 

Duties:  

 Collect internal mail from Tuggeranong Community Centre 

 Deliver internal mail to other Communities@Work locations across Canberra 

 Drive a Communities@Work vehicle 

 Assist with donation pick-ups from agreed upon sites and return items to the Tuggeranong 

Community Centre 

 

Skills and Experience: 

 Sound knowledge of the Canberra region and the ACT road system 

 Ability to work independently with minimal supervision when required 

 Reasonable physical fitness that will allow for lifting and moving of donated items 

 

Qualities: 

 A willingness to work under supervision and direction 

 Able to interact with Communities at Work’s team members and stakeholders in a friendly, 

helpful and respectful manner 

 Willing to accept Communities@Work’s core vision, mission and values, and represent the 

organisation within the framework 

 

Additional Requirements: 

 Current Driver’s License 

 Working with Vulnerable People Registration 

 Attendance at a two hour Communities@Work Volunteer Induction 

 Attendance at other training sessions as required including Program Area/Role specific 

orientation and training 


