CLASS TITLE:	VOLUNTEER RESOURCES COORDINATOR





The productive utilization of volunteers requires a planned organized effort. The function of the volunteer resources division is to provide central coordination for effective volunteer management within the Council on Aging department, and to direct and assist staff and volunteer efforts to jointly provide services. The Volunteer Resources Coordinator bears primary responsibility for planning for effective volunteer utilization, for assisting staff in identifying productive and creative volunteer roles, for recruiting suitable volunteers, for tracking and evaluating the contribution of volunteers to the department and providing for ongoing recognition needs of each volunteer.�PRIVATE ��





Examples of Duties


	1.	Perform the highly responsible role of coordinator for the volunteer personnel by assisting the department head in enhancing and extending the work of all professional and other paid staff of the department through maximization of community resources.


2.	Consult with paid staff to identify gaps in service needs and develop job descriptions to meet the priority needs utilizing unpaid staff.


3.	Develop a recruitment strategy which includes marketing and public relations efforts such as media relations, newsletter articles, monthly reports, position papers, and other community visibility formats. 


4.	Carefully select volunteers, as one would for paid positions, through personal interviews and reference checks. Determine volunteers' experience, talent, motivation, needs, suitability and competence. Place volunteers in roles based on their skills and interests and schedule volunteers.


5.	Develop and implement orientation and training curricula for regularly scheduled workshops; conduct ongoing training; work with outside consultants to provide special training workshops. The orientation requires understanding of the department’s philosophy, policy and procedures.


6.	 Provide on-going supervision, based on service provision by the volunteer, to involve and motivate the volunteers toward greater job responsibility on the job and provide for volunteers' personal and professional growth and development. Keep open all channels of communication and be readily available to paid and unpaid staff. Recognize that off-site volunteers require special consideration and accountability. 


7.	Develop and maintain computerized data bases containing information relative to individual volunteers and their skills, record keeping requirements, and individual volunteer information for recognition purposes.


8.	Develop and implement a process of evaluating the performance of the volunteers and the utilization of volunteer services within the department. Document


comments and complaints and relay this information to the department head.


9.	Develop budgeting needs and submit to department head. Maintain budgetary control. 


10.	Develop and maintain liaison relationships with other local and statewide volunteer networks and utilize available written resource materials to remain current in the field of volunteer administration. 


11.	Perform other related duties of the class as required.





Factors


A.	Knowledge, Skills and Abilities


1.	Extensive knowledge of volunteer administration, including planning, organizing, placement, directing, evaluating, behavior of organizations, individuals and groups and knowledge of the profession.


2.	Innovative manager who can make things happen through energetic leadership style by encouraging and enabling others they work with, both paid staff and volunteers.


3.	Must be flexible to respond appropriately and tactfully to varying situations and diverse people. Includes genuine sensitivity.


4.	Considerable knowledge of department philosophies, policies and procedures.


5.	Knowledge of the laws and regulations applicable to departmental operations, to insure that records are properly maintained and that reporting requirements are met.


6.	Knowledge of personnel/human resources polices and procedures and effective supervisory practices and techniques.


7.	Must possess a self-directed and independent work style.


8.	Must possess the following skills: marketing, political awareness, needs assessment, team building and collaboration, advocacy, interviewing and listening, matching skills and interests to roles.


9.	Knowledge of public relations and ability to make effective presentations; ability to communicate effectively both verbally and in writing.


10.	Ability to articulate a positive image of volunteers.


11.	Knowledge of risk management.


12.	Knowledge of and experience with computers including word processing and database applications.





B.	Experience Requirements





Duties require a Bachelor’s degree or knowledge equivalent to completion of a four year degree program and two (2) to three (3) years of relevant experience, one year of which must include the management of personnel, preferably volunteers. Working knowledge of database administration, spreadsheets and word processing is required.  Successful performance will be enhanced by a candidate who has general exposure to marketing, and public relations. Incumbent must hold a MA driver’s license and have access to a car in good working condition. Must have a sense of humor and a positive outlook. 





C.	Supervisory Controls





Incumbent performs a leadership role in a self-directed and independent manner based on department goals, town policies and state regulations and requirements. Incumbent is a professional in the field of volunteer management and is so regarded.





D.	Complexity





This multi-faceted work involves a wide variety of functional responsibilities, including personnel management, conflict resolution, interaction with diverse populations, and program management. An important component of the work involves meeting deadlines and ensuring timely and effective project completion.





E. 	Personal Contacts





Incumbent works as part of a team with other employees of the department assessing service needs and involves paid staff in aspects of volunteer management. Other contacts are with volunteers for the purpose of ensuring a productive volunteer experience for the individual and for the Council on Aging. There is regular contact with the general public, supervision of volunteers, civic organizations, clergy, Town and State officials, and local and state volunteer managers for the purpose of providing and exchanging information relative to volunteer management and COA activities.





F & G	Work Environment/Physical/Stress Demands





This position includes both office and field work. Duties generally provide for a normal office environment with high public traffic volume, free from extremes in temperature, noise, odors, etc.  Incumbent will be subject to frequent work interruptions to assist citizens and volunteers; and may spend extended periods at computer terminal or on telephone, or operating other office machines requiring eye-hand coordination and finger dexterity.  Stress demands are caused by the interplay of noise and the need to meet fairly strict deadlines, personnel management and continuous year-long recognition. Incumbent will be required to lift and carry files, documents, records, equipment, etc. and will be required to travel within the Town and to neighboring towns.  





H.	Supervision and Management 





Position requires the incumbent to plan and implement the complete volunteer division. Incumbent is required to problem solve, direct, train, evaluate and if necessary be a disciplinarian to the unpaid staff. Provide supervision to and coordination of over 200 unpaid staff extending the work of all professional and other paid staff of the department.	
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