(Organisation name)

VOLUNTEER CO-ORDINATOR

JOB DESCRIPTION

ACCOUNTABLE TO:
(organisation name) Management Committee

RESPONSIBLE TO:
(organisation name) Management Committee 

Duties:

The Volunteer Co-ordinator is responsible for the human resource planning, recruiting, selecting, training and recognition of (organisation name) volunteers.

The Volunteer Co-ordinator should:

1. Assess the human resource needs for the club for general running and special events

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

3. Organise the orientation and the induction of volunteers

4. Work with the Secretary organising volunteer rosters and maintaining records

5. Identify and organise the training and education opportunities for volunteers

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

7. Ensure all volunteers are recognised for their efforts

8. Submit monthly reports to the management committee.

9. Abide by the (organisation name)’s policies, including the (organisation name)’s Customer service standards, Mandatory reporting requirements, Code of Conduct, Anti Discrimination policy and Access and Equity policy.

Hours of employment: The estimated time commitment required as the Volunteer Co-ordinator is ______________hours per week. (Note here the number of hours per week the position involves. NOTE: this will vary greatly from one group to another: from half an hour per week in a smaller group to several hours in larger groups).
Conditions of employment: (Include details such as: Whether the position is permanent or part time? Does it involve evening or weekend work? Is the position permanent, for a set period or dependent on funding?)
I HAVE READ, UNDERSTOOD AND AGREE to the above Statement of Duties.

Employee
date


Manager
date


I have received the (organisation name) 

· Customer service standards;

· Mandatory reporting requirements; 

· Code of Conduct;

· Anti Discrimination policy;

· Equity of Access policy

Employee
date

