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Volunteer Services Coordinator 

Sample Job Description
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Job description

Volunteer services coordinator 

Reports to

Executive director

Responsibilities

· To develop and evaluate program/service specific recruitment strategies and to implement such programs in regions lacking a regional office 

· To assist regional managers and community volunteer to implement recruitment strategies and succession planning 

· To develop and evaluate a volunteer screen program which creates and maintains a safe environment for volunteers and clients and while ensuring an appropriate match between volunteers and tasks 

· To train recruiting staff members and community volunteers on how to effectively implement the volunteer screening program 

· In conjunction with appropriate staff members, to develop, implement and review provincial training programs 

· To develop and implement an evaluation process for the volunteer program including evaluations and exit interviews for all volunteers

· To maintain accurate records of all volunteers 

· To develop and review policies and procedures for the volunteer department to be approved by the board of directors 

· To respond to and resolve formal and informal volunteer complaints or grievances 

· To develop and implement a volunteer recognition program at the provincial, regional and community level 

· To identify and coordinate nominations for external volunteer awards 

· To sit as an ex-officio member of the Provincial Advisory Council 

· To ensure smooth communication exists between the provincial office and the organization’s communities 

· To ensure all volunteers have the tools, knowledge and skills to carry out their volunteer duties 

Job tasks include 

· To identify and build relationships with different recruitment organizations, schools, and adult training programs to assist in the recruitment of skilled volunteers 

· To maintain current memberships with volunteer centers across the province 

· To respond to requests for assistance in volunteer recruitment in a timely manner 

· To recruit, train and monitor volunteers at the community level who can recruit future volunteers within their community 

· To provide all staff members and community volunteers responsible for screening volunteers with the necessary forms, procedures and knowledge to implement the screening process efficiently 

· To request and follow-up with any police reference checks requested by the organization 

· To develop and review all volunteer position descriptions on an annual basis 

· In conjunction with appropriate staff members, to develop training manuals and material required for volunteer training program 

· In conjunction with appropriate staff members to organize provincial volunteer training programs 

· To gather feedback through evaluations from the volunteers and clients with regard to the effectiveness and relevancy of the training programs 

· To develop, distribute and review the Community Council Operating Manual 

· To develop, distribute and review volunteer and program evaluation forms 

· To ensure that all necessary paper work is completed for external agencies (e.g. Ontario Works and Career Essentials) with clients carrying out volunteer placements with the organization 

· To update volunteer files and raiser’s edge to keep mailing addresses and other information accurate 

· To develop, review and distribute volunteer policies and procedures and to develop and implement a procedure of distributing this information to the volunteers 

· To facilitate the grievance and complaint procedure once informed of the existence of such a complaint. 

· To coordinate volunteer awards including sending out nomination packages, creating a selection committee, ordering the physical awards, and sending invitations to the AGM for all nominees 

· To monitor and secure nomination forms for external volunteer awards and then to coordinate the development of a nomination package including advertising the existence of the award within the organization’s community, assisting nominators in writing reference letters and securing supporting evidence, submitting the nomination package by the deadline and informing the Board of the nomination 

· To assist regional managers and community volunteers in implementing a volunteer recognition event including providing event suggestions, securing recognition gifts and attending the event 

· To assist in the recruitment process of regional representatives including advertising the position within the organization’s community, assisting regions organize regional meetings to elect a regional representative and informing potential regional representatives about the position 

· To attend committee meetings and to assist the committee chair in organizing and running meetings 

· To ensure staff members are aware of their responsibilities to the volunteers working within their departments 

Boundaries 

· Most responsibilities and duties are provincial unless out lined in the job description as the responsibilities of the regional managers 

Limits of authority 

· Approval of new Board members is the responsibility of the Executive Director and the Board nominating committee 

· All new Volunteer Services policies and modifications to such policies must be approved by the Board of Directors 

Minimum qualifications 

· College or university degree/certificate in Volunteer Management or equivalent work experience 
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