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Job Description

Full Time – 35 hrs/wk

Community Volunteer Coordinator – Nashua

This position funded completely or in part by funds from the American Recovery and Reinvestment Act of 2009

Job Summary

The Community Volunteer Coordinator position includes the oversight of volunteer programs which have as their goal the recruitment and placement of volunteers in the city of Nashua.  The Coordinator will develop a volunteer team who will respond to the identified needs of Immigrants and Refugees and will be responsible for the recruitment, training, placement and tracking of all volunteers involved in this effort.   The Coordinator will also recruit and refer volunteers, recognize and promote volunteerism and maintain data and records for a volunteer services program which will respond to the needs of the city of Nashua.  This program will use volunteers as a strategy to meet those needs by maintaining an organizational system which provides opportunities to anyone, regardless of age or ability.  

Supervision Received

The Community Volunteer Coordinator works under the supervision of the Volunteer Services Director.

Supervision Exercised

The incumbent gives no supervision to others.

Qualifications

· BS/BA and/or experience in Human Services 

· Experience in Volunteer Program Management, public speaking and working with volunteers of all ages,  especially Immigrants and Refugees

· Ability to work independently to bring a project to completion and skills in facilitating partnerships, developing collaborative projects, prioritizing and managing multiple tasks.

· Experience in computer skills in Excel, Word and data reporting.

General Responsibilities

· Participate in planning and implementation of the Gate City Health and Wellness Immigrant Integration Initiative (GCH&WIII) , participate with summit planning, curriculum development, attending meetings, recruitment of participants to focus groups.

· Participate in learning activities, cultural competency trainings, focus groups and supporting the linkages of new comers to community support services.

· Recruit and develop a team of volunteers who can respond to the varied needs of New Americans as well as general and/or requested services in the Nashua community.  

· Maintain connections and network within the community to form effective partnerships with collaborators such as Churches, Colleges, Seniors Count and the Mayor’s Refugee Task Force.

· Develop systems for recruitment, training, placement, supervision and evaluation of volunteers.

· Track volunteer activity and targeted outcome expectations.

· Prepare statistics for monthly, quarterly and other reports as requested.

· Keep abreast of latest thinking around volunteerism and volunteer issues with these new arrivals in order to offer training/presentations to organizations, businesses, corporations and other groups as a volunteer recruitment tool.

· Follow a work-flow process and utilize systems that will allow for the orderly, timely and professional completion of tasks as requested.

· Maintain good interpersonal and communication skills, including the ability to work as part of a team.

· Present a professional and positive image as a representative of SNHS.

· Responsible for having adequate knowledge of all SNHS programs and normally gather sufficient intake information to make referrals to other SNHS programs beneficial to the client, his/her family or friends.

· Performs all other duties as assigned by supervisory personnel.
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