Heart of Awareness-Volunteer Handbook
VOLUNTEER COORDINATOR



The Volunteer Coordinator collaborates closely with the Administrative Director, Advisory and Program Committees. The Coordinator is responsible for:

· Recruiting and arranging for the training of volunteers.
· Providing ongoing guidance and support, as needed, to volunteers. Acting as liaison between volunteers and the Advisory/Program committees.
· Ensuring that HoA's regular programs are adequately staffed. Assisting in recruiting and staffing volunteers for special events.
· Proactively communicating the finalized monthly volunteer schedule to all volunteers and the administrative director.
· Developing volunteer job descriptions.
· Creating and maintaining a Heart of Awareness Volunteer Handbook; updating as needed.
· Making copies of training materials to give to volunteers for their learning and reference.
· Collaborating with the outreach team to create volunteer-related promotional material.
· Communicating to volunteers, as needed, recommendations or changes made by the administrative director, Advisory and Program Committees.
· Collaborating with the Administrative Director and Advisory Committee regarding an annual volunteer appreciation event.
· Is a member of either the Program or Advisory Committee or both.
