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Volunteer Services Coordinator 

Sample Job Description
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Job description

Volunteer services coordinator 

Reports to

Executive director 

Purpose 

The volunteer services coordinator is responsible for the overall delivery of services by volunteers and the support of volunteers who provide in-home hospice service. 

Duties and responsibilities

1. Implement and evaluate all volunteer recruitment, orientation and educational activities 

· Provide staff support to the education committee in setting strategic goals and initiatives for agency educational initiatives 

· Recruit, screen, interview and check references of all volunteers. Together with the Client Service Coordinators, assess suitability of potential care-team volunteers for front-line service 

· Implement and evaluate semi-annual care-team volunteer basic training program 

· Implement and evaluate post-basic trainings & other volunteer educational activities, including educational; activities jointly organized with other agencies 

· Recruit and orient office and committee volunteers when necessary 

· Conduct educational needs and assessments with individual volunteers and through specific sessions 

· Manage volunteer education budget 

2. Provide non-clinical volunteer supervision and volunteer assignment of duties 

· Place bi-monthly call to all volunteers re: volunteer satisfaction 

· Conduct yearly interviews re: volunteer satisfaction 

· Keep tabs on volunteers on leaves of absence/ bereavement leave 

· Coordinate office volunteers’ shift assignments 

· Recruit internal and external volunteers for specific assignments 

· Ensure the development and/or maintenance of job descriptions for all hospice volunteers 

3. Plan and execute all volunteer appreciation events 

· Plan volunteer appreciation events 

· Write submissions and/or coordinate volunteer submissions to the newsletter 

· Manage volunteer appreciation budget 

· Develop new, innovative ways to show appreciation to volunteers 

4. Plan agency Remember and Celebrate event (annual memorial ceremony) 

· Recruit volunteers and/or service consumers for committee 

· Plan annual memorial event, including invitations, preparation of lists of deceased clients, preparation of Memory Book for memorial etc. 

· Manage budget for the event 

· Evaluate the event 

5. Maintain volunteer lists, statistics, and forms. 

· Maintain computerized volunteer address and phone lists - distribute regularly to staff 

· Collect statistics re: volunteer recruitment, attrition, appreciation 

· Review current forms & develop new forms as appropriate 

6. Represent the organization at volunteer coordinator events 

· Attend volunteer coordinators’ network meetings 

7. Participate in Continuous Quality Improvement (CQI) initiatives by 

· Identifying areas for quality improvement related to education and volunteer management, and implement changes where appropriate 

· Participate in staff meetings and program development meetings 

· Participate in regular supervision meetings with Executive Director 

Qualifications

· A university degree or equivalent education and/or experience in adult education. 

· A certificate in the Management of Volunteers 

· Strong computer skills 

· Excellent written and verbal communication skills  

· 2 years or more years successful experience in-group facilitation and volunteer recruitment, training, and support 
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