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Classification Specification
	

	
	5242200

	
	VOLUNTEER COORDINATOR



Class Summary

The responsibilities of this classification include designing, coordinating, implementing and maintaining volunteer programs to meet the needs of a department/division/agency’s programs or services.
Distinguishing Characteristics

This is a single level classification.  Work includes developing and implementing volunteer programs, performing program support duties, providing information on programs and volunteer opportunities and overseeing volunteers.  Work is generally performed within established guidelines and procedures; incumbents exercise independent judgment in making decisions where guidelines are unclear or do not cover unique situations.  
Examples of Duties (May vary by position)

1. Develop, coordinate, implement, manage and maintain volunteer programs designed to support the mission and goals of departments, divisions, programs and services.  
2. Oversee the work of volunteers.  Resolve operational problems such as scheduling, reassignments and personnel conflicts.

3. Develop volunteer program policies and procedures.

4. Create strategies to identify and generate new opportunities for volunteer involvement.
5. Recruit, screen and interview new volunteers. Match volunteers with program and staff needs and assign to programs.  Ensure required paperwork is completed and filed.  
6. Coordinate, schedule and conduct orientation and training for volunteers. 
7. Provide training to staff on managing volunteers; resolve issues.

8. Prepare statistical and narrative reports pertaining to volunteer programs.

9. Manage and maintain a volunteer database.  
10. Coordinate all communication to volunteers.  
11. Evaluate volunteer programs and conduct needs assessments.  Compile data, prepare reports and recommend changes to improve programs.

12. Foster partnerships with special interest groups, committees, community groups and others.  Represent King County at public meetings and hearings and make presentations about volunteer programs.

13. Perform other duties as assigned.

Knowledge/Skills
Knowledge of program design and administration 
Knowledge of supervisory practices and principles
Skill in planning, organizing and time management 
Skill in program management, evaluation, advocacy and promotion

Skill in researching, gathering, manipulating and reporting data
Skill in maintaining a database
Skill in assessing volunteers’ interests, abilities and limitations and matching them to appropriate assignments
Skill in communications
Skill in using current office software programs including word processing, spreadsheet, database and email software programs
Skill in handling multiple competing priorities

Skill in working with a variety of individuals from diverse backgrounds

Skill in analytical thinking, problem solving and conflict resolution 

Skill in customer service 

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt  

	Service Status
	Career Service 

	Levels within same series
	None

	Class History
	Created    4/2010
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