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Minnesota Landscape Arboretum Volunteer Department 

Volunteer Opportunity Description:  Online Text Event Data 

Submission 
 
Description/Purpose 

Have you ever looked online for "something to do?" There are many websites available that list upcoming 

community/regional events in the areas of food, wine, family activities, outdoor education, etc. Using a 

current listing of classes from the Arboretum Education Department, this task will involve submitting 

class descriptions, locations, dates, and times into these website forms. This will be one way to reach a 

broader audience, and expand our reach into new community groups and affiliations. 

 

Responsibilities 

Enter class information (as detailed above) into selected websites that offer free event listings. 

After submission completion for pre-selected websites, the opportunity exists to continue to look for 

additional websites that offer similar event-listing services. With approval from the supervisor of this 

project, you may continue to research and find additional free event listing opportunities. 

 

Required Skills/Tasks 

* Microsoft word experience, specifically adept with "cut" and "paste" functions 

* Ability to follow detailed instructions 

* Ability to think outside of the box 

* Ability to work independently, without close supervision 

* Attention to detail 

* High level of comfort with web surfing and web research  

 

Time Commitment and Schedule Details 

We are looking to begin this task ASAP, as the newest class offering have recently been published! 

The amount of time commitment required to complete this task is unknown. Estimate 10-20 hours total. 

Project goal for completion {of this phase} would be the end of February 2014. 

This project would be best to be completed from your home computer, as extra workstations at the 

Arboretum are limited. If it is your preference, this project could be completed on-site at the Arboretum 

Learning Center on most Wednesdays between 11am and 3pm. 

If interested, there will be multiple opportunities for this task throughout the year (estimated quarterly) 

 

Benefits 

Make connections and meet new people in a fun, casual atmosphere! Work on your data entry skills! Help 

the Arboretum Education department develop their future marketing scheme! 

 

Work Environment:  

x Indoors  Lifting 

 Outdoors x Working individually 

x Sitting  Working with children 

 Standing  Working as part of a team 

    

 

How to Apply for this Opportunity 

If you are currently an Arboretum Volunteer and would like to apply for this opportunity, please contact 

the supervisor and set up an interview.   

 

Staff Supervisor & Contact Information 
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Minnesota Landscape Arboretum Volunteer Department 

Jill Leenay 
Business Manager, Education 
* email communication is preferred* leen0014@umn.edu 
952-443-1527 
 

 

 

To become an Arboretum Volunteer, you first need to attend a New Volunteer Orientation.  To get started 

please call the volunteer office at 952-443-1461 or visit our website at http://www.arboretum.umn.edu  

and click on the volunteer tab.  
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