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Volunteer Coordinator Job Description

The Volunteer Coordinator is supervised by the Executive Director.  

The job description is as follows:

· Schedule on-call advocates for the times when regular staff is unavailable.
(e.g. meetings, evenings, holidays, nights, conferences)

· Train and schedule volunteer time for shelter.

· Mail schedules for advocates-on-call and shelter volunteers each month.

· Maintain records of volunteers’ service hours, both annually and cumulative.

· Prepare volunteer manuals for new volunteer training sessions.

· Plans volunteer events.

· Assist staff, as needed.

· Other duties as required due to programmatic changes.

· Purchase, compile educational material and prepare information/folders for Community Education speaker.

· Assist staff in compilation of monthly statistics.

· Send out volunteer application paperwork for potential volunteers.

· Answer phone calls and direct messages to appropriate personnel.

· Screen donation calls, pickup donations when convenient.
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