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Position Description - Volunteer Coordinator

	Position Title:
	Volunteer Coordinator



	Responsible To:
	President and members of [insert organisation name]


	Purpose:
	responsible for the human resource planning; recruiting, selection, training and recognition of [insert organisation name] volunteers.



	Qualifications/Skills:
	Essential

· Excellent communication and interpersonal skills

· Positive and enthusiastic

· Organisation and time management skills

Desirable

· Tertiary qualifications and experience in Human 
Resource Management



	Special conditions:
	Some out of hours work may be required


Responsibilities and Duties:
· Develop, promote and drive the Volunteer Management Program

· Develop policies and procedures related to involving volunteers in the organisation

· Prepare a budget for the program and ensure expenditure is kept within the approved expenditure

· Assess the human resource needs for the general running and special events of the organisation

· Recruit and recommend the appointment of volunteers to roles that suit them

· Organise the orientation and induction of volunteers

· Work with the Secretary to organise volunteer rosters and maintaining records

· Identify and organise the training and development opportunities for volunteers 

· Ensure that volunteers are reimbursed for their approved out-of-pocket expenses

· Ensure all volunteers are recognised for their efforts

· Submit regular reports to the committee / board

· Keep up to date with the latest information and research regarding involving and managing volunteers.

Estimated Time Commitment Required:

Start Date:




End Date:





Hours per week:



