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JOB DESCRIPTION

JOB TITLE: 

Community Outreach & Volunteer Services Coordinator

SUPERVISED BY:
Director of Advancement

SUMMARY OF DUTIES:

The Community Outreach & Volunteer Services Coordinator’s main responsibilities include recruiting new volunteers, training & retaining existing volunteers, and managing Upward Bound House’s volunteer needs.  This position reports to the Director of Advancement and should have a development perspective on volunteers.

The position requires a strong communicator that is comfortable speaking to large groups as well as one-on-one trainings.  The Coordinator will implement current volunteer programs as well as explore additional opportunities volunteers can help Upward Bound House succeed.  In addition, the position will be the direct supervisor of UBH’s Jesuit Volunteer Corp applicant and provide management, oversight and training.  
Primary Responsibilities:

· Manage all volunteer programs; 
· Coordinate with staff to identify and fulfill volunteer needs;
· Maintain volunteer hours worked;

· Manage volunteer activity and schedules within the volunteer database;
· Engage in community outreach and recruitment of prospective volunteers;

· Maintain and update on-line volunteer calendar of events and database;

· Plan and conduct volunteer orientations and volunteer appreciation events;
· Perform various administrative work associated with volunteer programs;
· Process volunteer applications and background checks; 

· Work with financial donors and corporate sponsors for ‘Adopt and Apartment’ home makeover program

· Assist in annual development plan and strategy; 

· Assist with quarterly newsletters and coordinate mass mailings; 
· Assist with web management, development, design and social media efforts;
· Manage office intern and Jesuit volunteer.
Qualifications:  
· Bachelor’s degree preferred.  Experience working as a volunteer with at-risk populations highly desired;
· Excellent project management and organizational skills;
· Remain professional at all times with exceptional work ethic;
· Strong written and verbal communication skills;
· A team player that also works well autonomously;
· Familiarity with Microsoft Office required and SalesForce preferred.
Compensation:  DOE. This is a full-time position requiring a commitment of 40 hours per week. 
Upward Bound House is located in Santa Monica, CA with a site in Culver City, CA and provides housing and supportive services to homeless families with children.  For more information, please see www.upwardboundhouse.org.  

To apply, please submit a cover letter, resume and salary history to Jaclyn Lantz, Director of Advancement, at jlantz@upwardboundhouse.org.   No phone calls, please.

Upward Bound House is an equal opportunity employer.
