Mid-Iowa Community Action, Inc.

1001 S. 18th Ave.

Marshalltown, IA  50158

POSITION DESCRIPTION:
Created:
Assistant Volunteer Coordinator
7/11/2007
RELATIONSHIPS:
Team Led By:
Community Liaison

Team Leads:
Interns and Volunteers
POSITION SUMMARY:  

Responsible for assisting with the implementation and evaluation of the agency’s volunteer management system; including the recruitment, selection, training, oversight and documentation of volunteers.  The Assistant Volunteer Coordinator will work with agency staff, volunteers, and community partners to meet agency and community needs.
The Assistant Volunteer Coordinator will be responsible for the implementation of MICA’s school based service learning program.  

POSITION REQUIREMENTS:

General Knowledge, Skills, and Personal Characteristics:

· General philosophical agreement with agency’s mission
· Knowledge of the dynamics and issues associated with poverty
· Ability to work alone with minimal oversight and instruction
· Strong oral and written communication skills
· Knowledge of data collection, analyses, organization and report preparation
· Knowledge of outcome based planning and accountability systems and practices
· Ability to effectively and efficiently organize volunteers
· Ability to manage multiple priorities
· Ability to operate computers; spreadsheets; word processing and email programs
· Strong desire and commitment to perform community service

· Enjoys meeting new people and developing new relationships

· Experience working with children and/or adolescents

· Strong organizational and planning skills
· Demonstrated abilities to work with diverse constituencies
· Pursues professional growth
· Flexible and adaptable to change

· Ability to represent and advocate for the persons served by MICA

· Ability to maintain a complex network of relationships

Program Specific Knowledge, Skills and Personal Characteristics:

· Ability to implement and evaluate agency wide system that tracks key elements of volunteer participation and provide information needed for contract compliance and program improvement

· Knowledge of welfare and other family assistance systems
· Becomes familiar with  “Volunteer Management Best Practices”
· Creates and maintains a positive image through site, team and personal appearance

· Knowledge of service learning model best practices
· Understands the developmental stages of children and can plan developmentally appropriate activities

Duties:

· Organizes work logically in order to accomplish project goals and objectives 
· Assists MICA staff in coordinating volunteer and volunteer activities 
· Implements project goals and objectives
· Assists in the mobilization of resources to accomplish agency goals
· Works to establish maximum volunteer participation in project area 
· Measures project accomplishments against established goals and objectives, evaluates performance, and develops strategies for improved project operations
· Assures compliance with all grant and contract conditions

· Meets agency volunteer goals Knowledge of local, state and federal program rules and regulations relating to volunteers and advocacy
Service Learning

· Creates and administers activities for Service Learners Program at Woodbury Elementary School
· Plans and coordinates community serve activities for Service Learning Program
· Creates and maintains a safe and nurturing learning environment for Service Learning students
· Completes daily lesson/activity plans for each day activities are scheduled and maintains plans in a portfolio
· Organizes transportation for service learning activities conducted off-site

· Maintains information and data about the children served
· Establishes and maintains positive partnerships with school district staff and community partners
Volunteer Management 


Volunteer Recruitment
· With assistance implements, enhances, and evaluates agency’s volunteer recruitment plan

· Constantly seeks new volunteers and partnerships which meet agency mission and goals

· Promotes service opportunities for community members and partners

· Assists MICA staff with the selection, screening and placement of volunteers


Training

· Assists with the training and development of volunteers
· Organizes and conducts ongoing training for volunteers
· Assists with the training of MICA staff who oversee volunteers 


Managing
· With assistance creates and implements a system for ongoing communication with volunteers – may develop newsletter, website or other forms of communication to enhance volunteers’ connection with MICA and their service 
· With assistances provides ongoing communication and planning with agency staff to meet volunteer goals and needs

· Ensures volunteer work sites are equipped with the materials and information needed for volunteers service

· Regularly monitors volunteer’s worksite


Record Keeping

· Maintains extensive volunteer records and data bases

· Tracks volunteer service hours

· Generates volunteer reports

· Processes all volunteer registrations in partnership with HR


Recognition

· Implements, enhances and evaluates agency volunteer recognition plan

· Participates in local, state, and national volunteer service recognition processes (Governor’s Volunteer Award Program, Presidential Service Awards, etc.)


Evaluating
· Assists with the development of agency volunteer evaluation plan

· Implements agency volunteer evaluation plan

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Physical:

· Ability to sit for up to 4 hours at a time

· Reliable transportation, valid driver’s license and insurance.
Education and Experience:

· Minimum 2 year AA/AS degree. Preferred Bachelor’s degree in Human Services, Community Planning, Education, Communications, Public Administration or closely related field 
· Must be or must become certified in CPR and First Aid

· Preference given to qualified persons who are fluent in both English and Spanish

· Experience working with volunteers and youth desired

AN EQUAL OPPORTUNITY EMPLOYER
HOSNGD1.DOC

Page 1

