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Volunteer Job Description

	TITLE:
	Volunteer Coordinator for the Audubon Center at Francis Beidler Forest

	
	

	LOCATION:
	Beidler Forest or from volunteer’s home


SUMMARY:  The Volunteer Coordinator will nurture, grow and maintain an active, effective network of volunteers for Audubon activities at the Francis Beidler Forest (and its neighborhood). The coordinator will oversee the operations of the volunteer program, including the activities listed below.  The Volunteer Coordinator position promises to be a rewarding experience for someone who enjoys working with a variety of people in an office setting as well as some field work.

REQUIREMENTS:  

· Good verbal and written communication skills

· Good organizational skills

· Willingness and ability to communicate and work with a wide variety of people in person, over the phone and via e-mail
· Familiarity with Microsoft Outlook, Word, and Excel.
TIME COMMITMENT:  The Volunteer Coordinator should be able to devote a minimum of six to eight hours per week to the activities listed below and commit to a minimum term of six to twelve months.

ACTIVITIES:  

· Work collaboratively and continuously with Audubon staff to identify jobs and services appropriate for volunteers
· Handle inquiries and information requests received from potential volunteers

· Screen volunteer applications received; circulate to appropriate Audubon staff based on volunteer's skill set

· Send volunteer “Welcome Package" to all new volunteers

· Provide a general Audubon "new volunteer" orientation, as necessary

· Ensure there is effective task training of the volunteer by their supervisor

· Maintain the volunteer database

· Manage site content for the volunteer web page (comprehensive and current content)

· Provide input for the quarterly volunteer newsletter and review/approve final draft prior to publication
· Screen all Audubon staff requests for volunteers

· Screen and edit all Audubon volunteer job/opportunity/project descriptions for posting to the web site

· Ensure all appropriate volunteer documentation (i.e. signed application, liability release, confidentiality agreement etc.) is on file prior to a volunteer performing work for Audubon
· Source volunteers, as needed, for specific projects, opportunities and jobs

· Continuously communicate with Audubon staff and volunteers to assess effectiveness of program and identify opportunities for improvement

· Conduct an annual volunteer program satisfaction survey for both Audubon staff and volunteers

· Conduct exit interviews with volunteers who leave the program

· Publish quarterly reports on volunteer participation (i.e. hours worked, projects completed, etc.)

· Organize and conduct an annual volunteer recognition event

· Establish relationships with other organizations to leverage volunteer opportunities
CONTACT:  If you are interested in applying for this position, please send an e-mail requesting a Volunteer Application to mdawson@audubon.org 

QUESTIONS:  Send an e-mail to mdawson@audubon.org or call Mike Dawson at (843) 462-2150.
