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Cultural Attractions - Volunteer Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Education
Reports to: Education Manager
Location: [INSERT LOCATION HERE]
1. Position Summary
Our Volunteer Coordinator recruits, trains, and schedules the volunteers and docents who help us run. You screen applicants, run training classes, fill shifts, track hours, and thank people for their time. You also keep volunteer work separate from paid jobs and keep every volunteer who works with children screened.
2. Essential Duties and Responsibilities
1. Recruit volunteers, docents, teen volunteers, and corporate groups for the roles staff request.
1. Screen applicants, check references, and run background checks for volunteers who work with children, as your policy and state law require.
1. Run orientation and docent training with the Education Manager and the Curator.
1. Schedule volunteers for shifts, events, and programs, and fill gaps on short notice.
1. Track volunteer hours and training records in [your volunteer system].
1. Plan recognition events and a regular volunteer newsletter.
1. Address volunteer conduct issues fairly, and end a volunteer's service when policy requires it.
3. Key Tasks / Daily Activities
1. Answer volunteer questions and update the week's schedule.
1. Check in volunteers, hand out badges, and confirm each one's post.
1. Meet with staff about upcoming volunteer needs.
1. Review new applications and set up interviews.
1. Enter volunteer hours and training completions.
4. Key Performance Indicators (KPIs)
1. Active volunteers: [your target].
1. Volunteer hours logged: [your target].
1. Volunteer retention: [your target].
1. Volunteer shifts filled: [your target].
1. Volunteers screened before their first shift: [your target].
5. Required Qualifications and Skills
1. [2+] years in volunteer management, recruiting, or program coordination.
1. Organized scheduling across many people and shifts.
1. Warm, clear communication with volunteers of all backgrounds.
1. Experience with a volunteer or scheduling database.
1. Passes the background check your policy requires for a role that oversees work with children.
6. Preferred Experience
1. Experience at a nonprofit, attraction, or school.
1. Certified in Volunteer Administration (CVA).
1. Experience running a teen volunteer program.
7. Physical Requirements
1. Office work plus walking the site to check on volunteers.
1. Set up rooms for trainings and events, lifting up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time. Some weekends for volunteer shifts, trainings, and events.
1. Evening trainings and recognition events.
1. Busiest before the spring and summer seasons.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new volunteer coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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