










Policy # FCSS-0196.12
RIMBEY FAMILY COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)
POLICY
NAME:  


VOLUNTEER SERVICES COORDINATOR
DEPARTMENT:

JOB DESCRIPTIONS
EFFECTIVE DATE:

2012
RESPONSIBLE TO:

RIMBEY FCSS/RCHHS EXECUTIVE DIRECTOR

TIME:
THIS POSITION WILL WORK 15 HOURS PER WEEK 
Position Summary:
This part time position reports directly to FCSS/ RCHHS Executive Director.  This position coordinates and oversees the overall operation of activities relating to advocacy & volunteer development, recognition and appreciation & special events for agency & community development activities as assigned.  This position will work in partnership with other FCSS program coordinators to ensure there are adequate volunteers recruited, screened, trained and placed in FCSS programs.  This position will be familiar with community non-profit organizations and groups, their issues and concerns, conduct for research solutions and alternatives and be prepared to communicate regularly with these groups. 
Duties and Responsibilities – 
1. Support the overall operations of any FCSS Program and FCSS Special Event, where volunteers are needed.

2. Maintain a program of recruitment, orientation, and recognition of volunteers for FCSS programs.  
3. Assist with schedules for volunteers and monitor their activities in cooperation with program            coordinators.
4. Assist with the planning of the annual volunteer appreciation event and for recognition items and events for volunteers throughout the year.

5. Maintain records for statistical purposes; including records of volunteer hours and submit to appropriate sites.  

6. Maintain up-to-date job descriptions and procedures for the various volunteer jobs/positions.

7. Continually assess and evaluate all volunteer program needs and sustainability and report.
8. Give input regarding budgets for the above programs and once approved by the Board, apply for external funding when requested.
9. Keep volunteers, Board members, staff and community engaged.

10. Recognize the needs of volunteers.  Ensure volunteers receive assistance and guidance

through required in-services, etc and support as required.
11. Prepare monthly written and statistical reports for each program prior to the Board of Directors 

meeting.

12. Plan and participate in the Annual Volunteer Fair and the Annual Block Party.

Other Duties:
· Performs reception and secretarial duties as needed.

· Annual evaluations of volunteers with key positions i.e.: Program Coordinators
· Participate in FCSS Special Events, including fundraiser.

· Participate in the annual agency evaluation process.
· Assist the Rimbey FCSS/RCHHS Executive Director when required.

· All other duties as designated by Rimbey FCSS/RCHHS Executive Director, Agency Coordinators and respective Boards.

· Participate in short and long term planning for growth and development of programs and the agency. 

Revised/Reviewed Date:  May 30, 2019
This policy shall be reviewed at the discretion of the Board but at least annually.
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