KCFC Volunteer Coordinator

March 2016


GENERAL DESCRIPTION: 

The volunteer coordinator provides professional staff support to KCFC volunteers, ensuring that all volunteers feel empowered to take action on behalf of the co-op, while feeling engaged and appreciated.  

ACCOUNTABILITY: 

The volunteer coordinator reports directly to the board of directors, is responsible for all aspects of volunteer recruitment, retention, and appreciation. Membership coordinator will be a supportive role only to this position. 

RESPONSIBILITIES:

· Maintain & update Co-op 101 Volunteer Training document on a regular basis.

· Responsible for recruiting, interviewing and training of all new volunteers.

· Write volunteer job descriptions when necessary. 

· Work closely with events committee to review upcoming events and assign appropriate volunteers.

· Provide any necessary volunteer training to new volunteers prior to scheduled events and general volunteer trainings throughout the year. 

· Follow up with all volunteers including further engagement, evaluations, and sending out thank you cards. 

· Maintain volunteer database in Constant Contact. 

· Track and update volunteer hours in Google Docs. 

· Work with Board of directors to recruit new board members throughout the year. 

· Work closely with events committee to plan & execute yearly volunteer appreciation event. 
· Show volunteer appreciation throughout the year via newsletter thank you and personal contact. 
· Submit regular monthly reports to the board of directors.
· Act as liaison between volunteer base and board of directors. 
· Other duties as may be assigned by the membership coordinator or board of directors. 
