SMP Volunteer Coordinator

Model Position Description

Summary of Position

The Volunteer Coordinator is responsible for managing the involvement of volunteers throughout the Senior Medicare Patrol.  Working with staff, volunteers, and sub-contractors the Volunteer Coordinator will lead in the creation and maintenance of a volunteer program that meets the current and future needs of the Senior Medicare Patrol and provides a quality volunteering experience for SMP volunteers.  

General Duties
•
Proactively research trends and issues related to volunteer management.  Prepare reports for consideration of senior management.  Implement new ideas for program enhancement or expansion.

•
Identify overall standards and key values to guide the volunteer program.

•
Develop and implement volunteer policies and procedures consistent with SMP guidelines.  Once adopted, provide training and consultation support; monitor and evaluate policy implementation.
•
Prepare and work within a budget for the volunteer program.

•
Develop and provide leadership in implementation of a consistent statewide volunteer interviewing and screening process.

•
Work collaboratively with sub-contractors and SMP staff to ensure consideration for volunteer health and safety risks, and that position appropriate personal and workplace safety training is provided.
•
Ensure that trained supervisors are assigned to all volunteers.
•
Serve as a subject matter expert to inform or assist senior management in volunteer related matters.

•
Plan and implement appropriate volunteer retention and recognition strategies. Assist in volunteer appreciation events.

•
Evaluate the overall effectiveness of the volunteer program through developing measurable goals and criteria for evaluation. 
•
Input and track volunteer data on SmartFacts database.

•
Maintain current personnel files on all volunteers.

•
Establish criteria and standards to ensure information management practices meet privacy requirements while supporting effective volunteer screening, placement and recognition practices.

•
Participate in task forces, committees or other partnership initiatives as required.

•
Perform other duties as assigned that are directly related to the major responsibilities of the position.

Qualifications
•
Demonstrated knowledge of or experience in the theories and principles of volunteer management.

•
Experience in program planning; project management, program co-ordination and program evaluation related to volunteers.

•
Demonstrated written and verbal communication skills, interpersonal skills, facilitation skills and presentation skills.

•
Excellent organizational skills and ability to work independently.

•
Ability to exercise discretion, judgment and work with a degree of autonomy.

•
Experience in a computerized work environment.  Working knowledge of Word, Excel, Outlook, PowerPoint.
•
The ability to communicate with, supervise and empower volunteers to be effective in their roles.  
•
Commitment to SMP’s goals and mission.

Reporting

The Volunteer Coordinator reports to the SMP project director.

