
The Voice Inc. 
Scribe Job Description 
 

HOURS: 2 hrs/wk. (Internship/Volunteer – non-stipendiary), 6months - 1year 
commitment (renewable). 
 

PURPOSE OF POSITION: 
We are looking for an individual with a passion for Christian Prayer Ministry, a warm, 
flexible, people-oriented self-starter, who demonstrates a strong passion for Christian 
living. The primary function is to serve as a Scribe for The Voice Inc.   
 
The Voice is a faith-based, 501C3 non-profit organization. We have the mandate of using 
Christ’s principles to help people claim their identity, in all beauty and ashes, by creating 
safe places of belonging, advocating for social justice and providing basic human needs, 
for individuals and groups, who have long been alienated, forgotten or silenced, because 
of their unique differences. The position will be a way to increase the efficiency and 
productivity  of the person they work with. As a Scribe, you allow your director to focus 
on getting his/her point across without backtracking. 
 

JOB DUTIES MAY INCLUDE, BUT ARE NOT LIMITED TO: 
1. Accurately, and thoroughly document meetings. 

a. One-on-one 
b. Group 
c. Phone/Skype 

2. Dictation/faxing/phone calls. 
3. Collect, organize, and catalog data. 
4. Spot mistakes, or inconsistencies, in documents; old and new. 

 

QUALIFICATIONS: 
1. Organized 
2. Detail oriented 
3. Comfortable with writing, or typing, notes. 
4. Reasoning abilities. 

a. Apply common sense 
b. Apply logic 
c. Refer to different materials to complete tasks 

5. Strong written, and oral, communication skills. 
6. Ability to engage diverse groups. 

 

Application Process 

Applications should be submitted via email to thevoicefingerprint@gmail.com  
Your application should comprise three elements: 

mailto:thevoicefingerprint@gmail.com


1. A brief cover letter (maximum 1 page), 
2. A personal statement outlining how the competencies, experience, and values you 

would bring to the post would support the mission of The Voice Inc. (2 pages) and 
3. Résumé (maximum three pages) and three references (include both employment 

and character references. 
 
 


