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Volunteer Coordinator Job Description
POSITION TITLE:  Volunteer Coordinator Job Description
POSITION SUMMARY:  Recruits and develops volunteers for all positions. Supervises volunteers   for the call center and for Group Connect and Ride Connect.  
DUTIES AND RESPONSIBILITIES:

· Uses traditional and innovative ways to recruit volunteers with the skills needed for Northwest Valley Connects volunteer jobs
· Schedules volunteers as needed for the call center

· Schedules volunteer drivers as per the dispatcher requires for the weekly trips 
· Develop volunteers into postitions by their interests and strengths 

· Coordinate training for each volunteer through the master volunteer Trainer

· Listen with patience to the volunteer needs

· Participate in the Volunteer Recognition events
CONTROLS OVER THE POSITION:  Reports to and receives supervision from the Executitve Director or designee. 
QUALIFICATIONS/REQUIREMENTS:

Must be able to use a computer and databases used to assist callers in determining the best options for the trips they want to take.  Must be able to operate the multiply line phone system. 
TIME ALLOCATION: Approximately 16 or more hours a week.

TIME COMMITMENT: 6 months minimum.

PHYSICAL DEMANDS: Must like people and have a positive attitude.
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