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Generic POSITION DESCRIPTION 

This document is designed to provide the basis for a position description that could be applicable to most Volunteer Coordinators; however, some tasks will not be relevant to all clubs. We suggest that the club:

· Reviews each section of this template 

· Tailors the position description to suit your club facilities and needs by deleting objectives that are irrelevant and adding objectives not covered herein
· Shares the final document with the Board, to ensure a common understanding of the Volunteer Coordinators expected role.

	Section A 
	POSITION DESCRIPTION-Volunteer Coordinator

	Personal Details 
	Part 1

	Name: 
	Date of this review:

Date of last review:

Reviewer:

Reviewer's Manager:



	Job Title: 
	

	Accountable to:

Accountable for: 
	

	Location: 
	

	Terms and Conditions of Employment: 
	

	Primary Role 
	Part 2

	The person designated to manage the volunteer program is responsible for an essential element of the organisation's human resources, and will ensure volunteers are adequately trained and supervised. 


	

	Knowledge/Skills & Experience Required
	Part 3

	1. Previous experience managing teams
2. 
	

	Knowledge/Skills & Experience Desirable
	Part 4

	1. Understanding of club’s liquor licensing requirements
2. Experience working in a Victorian licensed club


	

	Section B
	Key Performance Areas/Key Performance Indicators (KPAs/KPIs)

	Key Performance Areas 
	Major tasks within the KPAs
	Target KPIs
	Results

	1.

Volunteer Recruitment
 
	· Understand the clubs volunteer requirements and source suitably equipped individual to fit each volunteer role
· Develop a list of ‘reserve’ or stand-by volunteers

· Maintain accurate volunteer position descriptions, noting which volunteer roles require working with children checks (WCC)

	· The club always has adequate volunteers to complete required tasks
	

	2. 

Volunteer Training

	· Ensure new volunteers are provided with induction training including 
I. Procedure manual
II. Emergency procedures
III. Position description

IV. Training in their roles tasks
	· New volunteers trained prior to any volunteer work
	

	3. 

Volunteer communication

	· Ensure regular communication with volunteers
· Ongoing communication to raise staff awareness of the role and the function of volunteers
	· Minimum monthly communication
· Minimum 6 monthly communication
	

	4. 

Volunteer Supervision

	· Ensure the position descriptions of any staff members working with volunteers reflect their responsibilities related to volunteer involvement

· Develop a supervision ranking (high/medium/low) for each of the volunteer tasks
· Regular performance review of volunteer performance
· Maintenance of confidential volunteer records including 

· application form

· record of interview

· position description

· referee's reports

· performance appraisals
· current contact information
· Manage timely reimbursement of volunteer expense claims

	· Annual review of staff/management position descriptions
· Annual review of volunteer tasks to ensure supervision is appropriate to the complexity or risk of the tasks
· At least annual
· Ongoing

· Claims reimbursed within 7 working days
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