
 
 

VOLUNTEER COORDINATOR 
 
Reports to: VP Operations 
Status: Regular, Full-time (M-F, adjusted for occasional weekend or evening 

work) 
FLSA: Non-Exempt 
Salary: $37,500- $42,500 

 
SUMMARY: 
The Volunteer Coordinator will administer all aspects of the organization's volunteer program 
including recruiting, training, acknowledging and supervising volunteers.  
 
ESSENTIAL FUNCTIONS: 

●​ Oversees daily volunteer groups based on greatest needs within the warehouse 
●​ Maintains volunteer hours/attendance in Salesforce 
●​ Identifies and communicates volunteer opportunities  
●​ Gathers information about each volunteers’ skills, availability, and goals; matches 

volunteers with appropriate opportunities based on this data 
●​ Adjusts volunteer tasks and methods to accommodate volunteers with varying abilities 

and special requests. 
●​ Responds to volunteer correspondence in a timely manner 
●​ Writes volunteer verification letters and some recommendation letters 
●​ Conducts Volx2 verifications 
●​ Conducts/oversees trainings as needed 
●​ Serves as the main contact for customized volunteer projects and requests 
●​ Coordinates volunteer recognition and appreciation events and activities 
●​ Works with marketing team to highlight volunteers via videos, blogs, pictures 
●​ Promotes volunteer opportunities at community events 
●​ Provides feedback on operations and supports leadership in future planning 
●​ Assists with improving volunteer systems, as needed 
●​ Works occasional nights and weekends 

●​ Attends staff meetings/trainings and other meetings/events as needed 
●​ Other Duties as assigned 

 
EDUCATION AND EXPERIENCE: 

●​ High School or GED required; BA or equivalent preferred 
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●​ Three years of operations experience/program direction in non-profit or something 
similar, preferred 

KNOWLEDGE, SKILLS, AND ABILITIES: 

●​ Strong supervisory and leadership skills 
●​ Excellent organizational skills and attention to detail 
●​ Strong analytical and problem-solving skills 
●​ Must demonstrate professional maturity 
●​ Must be proficient in Google Suite 
●​ High energy, positive, “can-do” attitude, flexibility, teamwork, and attention to detail; 

high degree of initiative and an ability to manage multiple tasks and projects at a time 
●​ Strong leadership skills with ability to motivate and encourage others 
●​ Comfort in overseeing large groups with little to no help  
●​ Must be able to orchestrate multiple activities at once to accomplish a goal; use 

resources effectively and efficiently, arrange information and files in a useful manner 
●​ Must have a friendly and polite demeanor, be easy to approach and talk to; must be able 

to put others at ease, build rapport well; be a good listener 
●​ Must be widely trusted; seen as a direct, truthful individual; admit mistakes; doesn’t 

misrepresent themselves for personal gain 
●​ Must be tolerant with people and processes; must listen and check before acting, 

sensitive to due process and proper pacing; follow established process 
●​ A passion for the mission of BackPack Beginnings is essential  

 
CERTIFICATES, LICENSES, REGISTRATIONS:  
Valid Driver’s License required 
 
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. 
 
Definition: 
Regularly: 66 ⅔% of time or more; frequently: 33 ⅓ to 66 % of the time; 
occasionally: less than 33 ⅓% of the time 
 

While performing the duties of this job, the employee is required to: 
Regularly: Frequently: Occasionally: 
Stand Reach with hands and arms Balance 
Walk Use hands to handle or feel Stoop 
Talk    Present relevant data/facts in an articulate 

  manner 
Kneel 

Hear    Walk uneven terrain 
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 Sit  
  Participate in verbal discussions  Climb stairs 

 
Lifting: Able to lift 30 pounds without assistance. 
Vision: Close vision Distance vision Ability to adjust focus 

 
Hazards Exposure: the employee is occasionally exposed to: 

 
The potential of Working Conditions including: Noise Levels: 

 Outside Weather Conditions Usually below OSHA limits 

 Moving mechanical parts  
 
To apply, please email a cover letter and resume to parker@backpackbeginnings.org. 
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