
Samaritan Ministries Job Description
Volunteer Coordinator
Line of Authority: Reports to Development Director
Guiding Principle: To uphold and strengthen the Christian purpose and mission of Samaritan Ministries in          




performing the duties of Volunteer Administrator.
	Primary Function of Position:  Recruit and retain volunteers to support the programs of Samaritan Ministries by implementing the Volunteer Management Plan.  Serve as a member of the development team to support the fundraising plan of the Ministry.

	60%
	Major Duty:  Support Samaritan Ministries’ Volunteer Management Plan.
Promote and recruit volunteers and volunteer leadership for the Soup Kitchen Teams and Shelter.
Communicate with Soup Kitchen Manager, Team Leaders and shelter staff regarding vacancies and new volunteer placements.
Recruit groups to fill summer vacancies.

Recruit and schedule church/civic groups to fill nightly Samaritan Inn Shelter Teams.
Schedule Community Service Volunteers for overnight shifts.

Schedule and coordinate group projects during the work day and on weekends as needed.

Plan annual Volunteer Appreciation Day with Soup Kitchen Manager.
Represent Samaritan Ministries at church/college volunteer fairs, as well as ministerial associations.
Conduct onsite tours for volunteers, donors and others interested in supporting the Ministry.

	30%
	Major Duty:  Provide general administrative assistance related to the Volunteer Program.
Answer and direct incoming telephone calls as needed.
Recruit, train and supervise volunteers to fill administrative needs of the ministry (ie: data entry, 

      telephone, greeters).

Prepare and send general correspondence as required by Community Service, RSVP, etc.
Assist with development events.
Keep Information Centers stocked with marketing materials and guest information.

	10%
	Major Duty:  Maintain data in information system (Abila/Sage).
Enter new volunteer data into information system.
Maintain Soup Kitchen team lists and volunteer vacancies in information system. 

Maintain Dinner and Check-in Leaders’ volunteer data in information system.

Print routine volunteer reports for quarterly monitoring, or as needed.
Supervise the receptionist.


Status:  Salary; Exempt
Qualifications:  Associate degree and 3 years volunteer management experience required.  College degree preferred.  Skilled in Microsoft Office and database management.
Work Schedule:  Mostly Monday – Friday 8:00am–5:00pm with 1 hour lunch or 8:30am-5pm with ½ hour lunch with some occasional weekend work. Required to work/attend four annual events – Volunteer Appreciation, Annual Board Meeting, SAM & Eggs breakfast and Penny Campaign; also required to work two holidays per year as assigned.
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