
 

POSITION:  VOLUNTEER COORDINATOR 

 
Reports to:   Executive Director 

 

Position Summary:  

 

To be a good volunteer coordinator, you must be passionate about making a difference for a cause. The 

Coordinator identifies volunteers and provides direction, coordination, and consultation for all 

volunteer functions within SIRCH. You need strong interpersonal skills, as much of your job requires 

interacting with volunteers and employees of SIRCH. 

Since recruitment/selection of new volunteers is one of your responsibilities, you need solid interviewing 

skills. You need excellent leadership skills to train and team-build with new volunteers. Event planning 

and marketing volunteer efforts rely on your organizational and project management abilities. 

 

Essential Duties and Responsibilities: 

  

1. Develop and maintain a comprehensive recruitment, orientation, training, retention, and recognition 

plan for individual and group volunteers to ensure that all volunteers are knowledgeable and feel 

valued. Supervision of volunteer efforts is delegated to the team in the area where the volunteers are 

assigned.  

2. Matching volunteers to opportunities that suit their skill sets, and ensuring they understand their 

responsibilities and receive the proper training. 

3. Develop and maintain strong, positive relationships with program staff and community partners 

ensuring that mutually agreed upon expectations are being met.  

4. Develop and maintain a comprehensive list of opportunities throughout the organization for individual 

and group volunteering, including mentoring and training.  

5. Develop and maintain complete and accurate records including volunteer files, policies, procedures, 

position descriptions, standards of conduct etc.  

6. Provide reports, as requested, on all individual and group volunteer activities, including number of 

volunteers, number of hours, and in-kind contribution value of service.  

7. Develop and maintain collegial relationships with peers in the field and with area volunteer 

organizations to ensure best practices for our volunteer programs.  

8. Develop and maintain appropriate collateral materials for recruitment of volunteers. 

9. Serve as primary point of contact for all requests to volunteer/collaborate including, telephone, voice 

mail, email, social media and ensure a timely response.  

 

Qualifications Education and Experience  

 

 Bachelor’s degree  

 3 years job-related experience, such as working in a non-profit, managing volunteer programs, leading 

teams and/or organizations.  

 Knowledge of volunteer management principles and evaluation related to programs that involve 

volunteers  

 

Skills and Knowledge 

 

 Knowledge of best practices in volunteerism and adult education. 

 Superior organizational skills. 



 Exceptional written and verbal communication as well as effective and well developed interpersonal 

skills. 

 Experience in training, program planning, and evaluation. 

 Confident and consistent decision-making skills. 

 Resourcefulness and flexibility to meet the demands of the position and needs of the organization. 

 Proficient in computer applications, including Outlook, Word, Excel, Powerpoint, Publisher etc. 

 Willingness to adjust hours to accommodate the needs of the job  

• Innately positive, open-minded, flexible and supportive  

• Resonates with the vision and philosophy of SIRCH  

 

Leadership    

• Practices a strengths-based approach to coaching, and communication,   

• Partners effectively with SIRCH staff and other community organizations, businesses and others   

• Experience managing volunteers so each feels respected and valued.    

  

Abilities  

• Ability to relate respectfully to individuals from diverse backgrounds and identities  

• Ability to organize self and others to meet deadlines and requirements  

• A demonstrated ability to move people from knowledge to action  

• Ability to be an effective problem solver, using a solution-focused approach. 

• A demonstrated ability to work independently as well as part of a staff team  

 

Time Commitments  

This is a full time position.  Hours are generally Monday through Friday, 8:30 a.m. to 4:30 p.m., however 

evening and weekend work will be required for special events, training etc.  Schedule will vary based on 

program needs.  

 

Physical Requirements 

Person in this position must be able to sit, stand for extended periods of time, bend, stoop and lift up to 

40 lbs. Reasonable accommodations may be made to enable individuals with disabilities to perform 

these duties. 


