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Volunteer Manager (Voluntary Position)

Position Description

Background

**Your Organisation**is…………………..created to support……
The Volunteer Manager will be responsible for developing policies and procedures, preparing and advertising job descriptions and organising volunteer inductions.
Responsibilities

(a) Write policies and procedures.
(b) Develop job descriptions.
(c) Plan, organise and run inductions for new volunteers.
(d) In liaison with ******** Manager, arrange appropriate training and checks for volunteers;
(e) Search for further training opportunities.
(f) Support volunteer coordinators in the process of connecting members of the public with practical opportunities with established **Your Organisation**  programs;
(g) May be required to provide follow up support on special occasions with VIPs.

(h) Provide support for program coordinators and oversee recruitment processes and procedures.
(i) Support volunteers to establish new initiatives;
(j) Develop volunteer and key stakeholders’ database.

(k) Maintain clear and regular communication with **Your Organisation** Manager and Volunteer Coordinators.

Knowledge & Experience


The following knowledge and experience would assist in this position but are not essential:

(a) Previous experience in volunteer management;
(b) Previous experience working as a volunteer;
(c) Previous experience working in the not-for-profit sector;
(d) Previous experience working with diverse ethnic groups;
(e) An understanding of current public information around multiculturalism;
(f) Relevant experience in community development.
Skills & Personal Attributes

(a) Excellent people management, interpersonal and negotiation skills;
(b) Excellent written and verbal communication skills;
(c) Facilitative and collaborative;
(d) Self-motivated and enthusiastic;
(e) Excellent administration, organization and time-management skills;
(f) Able to work independently and as a member of a dynamic team;
(g) Adaptability, flexibility and patience.
Time Commitment


The Volunteer Manager role will require a commitment of 6-10 voluntary hours per week, varying at peak times, such as volunteer intake and training. 

Reporting To: **Your Organisation** Manager
