
Volunteer 
Position 

Description Is this for me? 

Greeters Greeters welcome clients and assist them 
by orienting them to the process, logging 
the in, and handing the an intake/interview 
form.. Often, a greeter is the first VITA 
person a client sees. Some Greeters 
perform an initial screening for eligibility and 
help clients start their paperwork for free tax 
preparation. This role includes opportunities 
to assist the site coordinator and tax 
preparers with administrative tasks, such as 
filing and mailings. Knowledge of the tax law 
is not required, but this knowledge may be 
acquired over time as client questions are 
answered. 

Greeters are outgoing, organized, and can 
deal effectively with interruptions and 
competing tasks. They have excellent 
customer service skills, and like to interact 
with many different types of people. They can 
manage a crowd with effective 
communication and remain calm while still 
being organized. Bilingual skills are not 
required, but may be advantageous in some 
areas of the state. 

Screeners Screeners review the client's completed 
intake/interview form to ensure it is 
completely filled out, verify that the client 
has brought the necessary information 
(picture ID, W-2, 1099s, etc.  They use this 
information to determine if the client has all 
their information and to determine what 
level of preparer (Basic or Advanced) needs 
to prepare the client's taxes.   

Deal with clients in a helpful and supportive 
manner,  Attention to detail ensuring that 
forms are completed.  Be friendly with clients 
even if they must be sent home to obtain 
necessary information.   

Tax 
Preparers 

Tax Preparers are trained and receive 
certification from the IRS to prepare tax 
returns. They prepare tax returns for low- to 
moderate -income taxpayers with basic 
returns. They work one-on-one with 
individuals and families using intake forms 
and computer software to electronically file 
accurate tax returns. 

Tax Preparers are comfortable with 
computers and willing to learn basic tax law 
and the tax preparation software used. They 
work one-on-one with clients, spending time 
with each taxpayer to ensure they receive all 
credits and tax benefits they are eligible for. 
Volunteer tax preparers may have prior tax 
preparation experience, or may just be 
interested in learning. They must have good 
computer skills, a strong attention to detail, 
customer service skills, and the patience to 
understand and answer the tax questions that 
clients ask. Bilingual skills are not required, 
but may helpful. 

Interpreter Interpreters help translate for both 
screeners and preparers  

Interpreters are skilled at translating between 
English and Spanish in a friendly customer 
service manner. 

 


