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 SHIP (Medicare) Volunteer 
Position Description (Template)
	Purpose:
	State Health Insurance Assistance Program (SHIP) Medicare volunteers empower, educate, and assist Medicare beneficiaries, those approaching Medicare eligibility, and/or their caregivers through objective outreach, counseling, and training to make informed health insurance decisions that optimize access to care and benefits.
 

	Job Title:
	SHIP Volunteer / Medicare Outreach Volunteer / Medicare Open Enrollment Volunteer / Medicare Support Volunteer

	Supervisor:
	Elder Benefit Specialist / Volunteer Coordinator / Program Director

	Location:
	Aging Office / ADRC / Medicare Helpline office / Remote / Community locations

	Time Commitment:
	Limited term / Ongoing
Hours/week


	Benefits:
	SHIP presenters receive training on the basics of Medicare benefits, group presentation development, presentation skills, counseling skills, available local service providers (such as [SMP/SHIP], AAAs, etc.) and triage procedures. 

All SHIP volunteers have the reward of educating and empowering Medicare beneficiaries, their caregivers, and the general public by providing free, unbiased information and assistance with health care. SHIP team members are advocates whose front-line experiences contribute to policy change.


	Key Responsibilities:

	Outreach:

· Present on Medicare and financial assistance programs (potentially with a script) in the community (senior centers, community centers, libraries, events, etc.)

· Distribute materials at community locations such as libraries, pharmacies, etc.

· Represent the agency at a vendor table at community events such as health fairs

Counseling:

· Educate individuals about Medicare eligibility and coverage

· Enter prescriptions into the online PlanFinder tool and print out plan options

· Assist individuals in understanding the Medicare PlanFinder and the options provided for choosing a Part D plan

· Assist with Low Income Subsidy and SeniorCare applications 

· Keep all client information confidential

Outreach and Counseling:

· Attend basic and update trainings as required

· Complete required reporting/data entry 

Administrative:

· Schedule appointments

· Data entry and filing

· Prepare mailings and training and outreach materials

	
	

	Desired 
Qualiﬁcations: 


	Outreach:

· Comfortable with public speaking

· Active involvement in community groups, associations, and events

· Able to travel to presentation sites throughout the community

· Valid driver’s license

· Vehicle insurance

· Ability to operate audiovisual equipment

· PowerPoint

· Laptops

· Projectors

Counseling:

· Active listening skills

· Strong organizational skills

· Confidence using the computer and the Internet

· Sending emails

· Adding attachments to emails

· Savings documents to folders

· Navigating websites

Outreach and Counseling:

· Passion for helping others

· Good oral communication skills; ability to explain complex ideas in terms that individuals can understand

· Ability to work well with others from diverse backgrounds; sensitivity in working with marginalized groups

· Ability to request assistance as needed
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