
Volunteer Income Tax Assistance (VITA) Tax Preparer

Volunteer Opportunity

Are you comfortable working with numbers? How about filling out forms?
Join us as a VITA Income Tax Preparer! No Experience Necessary - Training Provided!

Responsibilities
As part of a VITA Tax Prep Team, you will work with others to help clients complete their annual returns. You 
will use tax software to assist our clients with filing their income tax returns. 

We use a two-step process, and all returns are Quality Reviewed by a second person to ensure accuracy before 
it is presented to the client.

•	 Our VITA Tax Preparers completed returns for over 3,000 people last year, securing millions of dollars 
in refunds.

•	 Those refunds are spent locally, so your service also has a positive impact on the local economy.

The Impact of VITA Tax Preparers

•	 Are willing to share time, skills, and interest.
•	 Have basic computer skills to input tax information.
•	 Take pride in performing tasks completely and accurately.
•	 Are able to work with the public in a helpful and           

supportive manner.
•	 Are friendly, dependable, and flexible.

Skills & Knowledge
Volunteers who are successful in this team . . .

•	 The satisfaction of building their skills through our FREE training and support.
•	 Meeting other volunteers who are equally dedicated to helping other people.
•	 Flexibility in choosing the schedule and volunteer location that is convenient for them.
•	 Satisfaction in knowing they are making a meaningful impact in people’s lives.

Benefits for Volunteers
Volunteers who are active on this team enjoy . . .

To Apply
Joining our VITA Team is easy! No income tax experience is required. We will provide you with all the training 
and support you need to be successful - and every tax return is checked by a second set of eyes.

All you need to do to join is . . .
1.	 Be willing to volunteer at least 3 to 6 hours a week, February - April 15th. 
2.	 Fill out our Volunteer Interest Form (CLICK HERE) or contact Mike Fingas directly. (See contact info below.)

3.	 Pass a background check.
4.	 Agree to abide by CAA and IRS Standards of Conduct.
5.	 Successfully pass certifications. (Open-book test.)
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“Preparing taxes for others may seem 
intimidating, but training and coaching 
are provided to develop your skill and 
build your confidence.”

	 - Leo M., VITA Volunteer

https://www.caajlh.org/vita-volunteer-interest-form/
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VITA Tax Preparer (cont.)

Training Timeline
Our typical Training Timeline is December - January each year. All VITA Volunteers are required to attend the 
first three sessions, while those interested in serving as Tax Preparers are required to complete an additional 
twelve (12) hours of self-paced training for certification.

[ [ [
(Everyone)

Orientation

(60 min.)

December

(Everyone)
Standards
of Conduct

(90 min.)

January

(Everyone)
Intake/Interview

Skills
(2 hrs.)

January

(Tax Preparer Only)
Self-Paced Training 

Modules (Zoom)
(12 hrs.)

January

Ready to Get Started or Want to Learn More?
Fill out our Volunteer Interest Form (CLICK HERE), or contact Mike Fingas directly by phone at: 517-962-8642, 
or by email: mfingas@caajlh.org

https://www.caajlh.org/vita-volunteer-interest-form/
mailto:mfingas%40caajlh.org?subject=VITA%20Volunteer%20Information

