
12/2019  .04 onboarding/open positions 

During Volunteer Interviews we will discuss what roles we will place volunteers in during 

this recruitment. Volunteers are placed based on the need of the hospital at the discretion 

of the volunteer staff. 

 

Patient & Family Ambassador:  Colby or Pacific Pavilion Campus 

Position Responsibilities:   

 Act as liaison and ambassador to visitors and staff.   

 Greet visitors as they enter the hospital, escort visitors to their desired location. 

 Deliver flowers, and cards as needed to visitors.    

 Assist with assembling packets, brochures, and distribution of materials.  
 
Qualifications:  

 Present the professional image and mission of Providence Health System Everett through positive interaction with 
staff, volunteers, and others in the area. 

 Ability to walk or sit for long periods of time.   

 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.  

 Basic knowledge of computer – word processing, web browsing. 

 Ability to maintain strict patient confidentiality.  

 The ability to hear well and speak clearly with a well modulated voice.   

 The capability to stay calm and reassuring in all circumstances. Must take direction well and carry out duties 
accurately, neatly and promptly.  

 

Gift Shop: Pacific and Colby Campus 

Position Responsibilities:   
 Provide retail assistance to customers  
 Sell merchandise using cash register, charge machine, gift certificates and telephone orders (a manual is 

provided to remind volunteers of the details  
 As time allows, fix displays, dust shelves, remove merchandise that is damaged or not priced. 
 Familiarize yourself with new merchandise each time you work so you can assist customers in finding what 

they need.   
 Observe customers and be aware of what is going on in the shop.  
 Be friendly and caring to customers. 

 

Qualifications:  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well modulated voice.   
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift. 
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Transport:  Colby Campus 

Position Responsibilities:   
 Good mental and emotional stability.   
 Good physical agility and strength to move about the hospital while providing patient transport in 

wheelchair.   
 Deliver items/supplies within the hospital, including blood and other specimens.   
 Transport patients from Admitting or other location to their appointment/destination within the hospital. 
 Discharge patients from hospital to their vehicle.    
 Deliver patient mail & flowers when needed, check with the Volunteer Services Office.   
 Assist Transporters with assignments.   
 Other duties as assigned by transport lead or staff:  Wheelchairs (locate and return to appropriate areas), 

IV Poles (locate & return to appropriate areas), Notify lead of any defective equipment.   Wheelchair 
Training provided and a requirement for all Transport volunteers.   

 

Qualifications:  
 Ability to stand for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift.   
 Must take direction well and carry out duties accurately, neatly and promptly.  
 Present the professional image and mission of Providence Regional Medical Center Everett through 

positive interaction with staff, volunteers, and others in the area. 
 

Patient Engagement:  Colby Campus 

Position Responsibilities:   
 Good mental and emotional stability.   
 Good physical agility and strength to move about the hospital. 
 Warm and welcoming demeanor to help patients and guests feel comfortable during their hospital staff. 
 Interact with patients rounding room to room checking on safety checks and offering comfort items.    
 Perform clerical duties as needed, answering phones, using computers, filing and other duties as assigned.   
 Establish rapport with patients. Talk and reminisce. 
 Help maintain cleanliness of the unit.   

 

Qualifications:  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift 
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Cancer Resource Center:  Colby 

Position Responsibilities 

 Meet with new cancer patients and their families both in the Cancer Center infusion area and in the 
hospital.  

 Provide them with information about the programs and services provided by Providence as well as the 
American Cancer Society.   

 Staff the Cancer Resource Center on the first floor of the Cancer Center and provide patients and visitors 
with printed resources as well as looking up resources on the computer.  

 Help patients with selecting hats, scarves, blankets, etc. as well helping with wig fittings. 
 Staffing the information desk in the lobby when necessary and time permits. 
 

Qualifications:  

 A desire to work with cancer patients and their families in a hospital and cancer facility setting.  
 Ability to communicate clearly and calmly with people during stressful situations.  
 Ability to be an excellent and empathetic listener in order to better understand a patient’s needs in order 

to recommend the available resources.  
 Volunteers will also work with experienced volunteers until they feel comfortable in their role. 
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift. 
 

Clerical Position:  Volunteer Services 

Position Responsibilities:   

 Perform a variety of clerical and administrative duties ranging from routine to moderately complex. 

 Reception by phone or in person; refer messages; provide general information; distribute, route mail, 
prepare outgoing mail. 

 Photocopying, scanning and faxing. 

 updating and maintaining databases 

 Keep office area neat and tidy. 
 
Qualifications:  

 Ability to sit for long periods of time.   

 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   

 Ability to maintain strict patient confidentiality. Must be professional and compassionate.   

 Ability to hear well and speak clearly with a well-modulated voice.   

 Must be able work independently during your shift.   

 Must take direction well and carry out duties accurately, neatly and promptly.  

 Present the professional image and mission of Providence Regional Medical Center Everett through 
positive interaction with staff, volunteers, and others in the area. 
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Children’s Center:  Pacific Campus 

Position Responsibilities:   
 Good mental and emotional stability.   
 Good physical agility and strength to move about the hospital. 
 Warm and welcoming demeanor to help children and parents feel comfortable in the Children’s Center. 
 Interact with children participating in programs with a positive energy.    
 Perform clerical duties as needed, answering phones, using computers, filing and other duties as assigned.   
 Assist staff with set up and clean up for children’s groups.   

 

Qualifications:  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift 
 

Surgery Waiting: Colby and Pacific Campus 

Position Responsibilities:   
 Update schedule to record current status of all patients.   
 Check recovery room to get updates on surgery patients. Report pertinent information to family members in the 

waiting area. 
 Teach family members how to use the patient location monitor. Watch for physician to direct to appropriate family. 
 Provide directions to the cafeteria, chapel, and other points of interest on campus. Help keep the surgery waiting 

room clean and neat. Observe customers and be aware of what is going on in the shop.  
 Call Environmental Services if more cleaning is needed.  
 Greet new arrivals in a friendly manner, identify them with patient listed, and orient them to resources and 

procedures. Offer books, puzzles, magazines and videos. Perform other duties as assigned.  
 

Qualifications:  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 Must take direction well and carry out duties accurately, neatly, and promptly. 
 The capability to stay calm and reassuring in all circumstances. Must be able work independently during 

your shift. 
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Lab Volunteer: Colby Campus 

Position Responsibilities:   
 Unloading tubes from pneumatic tube systems.   
 Placing bagged specimens from tube system into correct bin. 
 Delivering specimens/paperwork to the correct departments/destination. 
 Monitoring the Automation line for errors and alerting processors/techs of such errors.  
 Stock supplies with instructions from lab staff.  
 Transporting specimens to and from the floor per request or when Pneumatic Tube System is not working. 
 Other duties as assigned by lab manager, supervisor, or staff.  

 

Qualifications:  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 Must take direction well and carry out duties accurately, neatly, and promptly. 
 
 

NICU/PEDS: Pacific and Colby Campus 
 
Position Responsibilities: 
 Help Nursing with discharging of patients. Walking families out with belongings, cart and wheelchairs. 
 Answer phone and transfer calls on the unit 
 Run Lab Specimens to lab when needed 
 Hold/feed infants under nursing direct supervision.  
 Help tidy up playroom and clean toys/put them away. 
 Stock outside of patient rooms. 
 Help keep unit clean and tidy. 
 Wipe down equipment (scales, breast pumps, IV’s, Wheelchairs, and carts). 
 
Qualifications:  
 *Must volunteer at least 100 hours in a different volunteer role before being considered for placement.*  
 Ability to stand, bend over, kneel for long periods of time.   
 Outgoing and friendly demeanor and ability to communicate clearly with a diverse population.   
 Ability to maintain strict patient confidentiality.  
 Must be professional and compassionate.   
 The ability to hear well and speak clearly with a well-modulated voice.   
 Must take direction well and carry out duties accurately, neatly, and promptly. 
 

 

 

 
 

  


