
 

Volunteer   &   Engagement   Coordinator  
 

Department:    Development  
Reports   to:    Communica�ons   Manager  
FLSA   Status:    Exempt  
Posi�on   Status:    Regular,   Full-Time  

 
Posi�on   Summary:    The   Volunteer   &   Engagement   Coordinator   is   a   cri�cal   team   member   responsible   for  
leveraging   the   support   of   volunteers   in   all   programma�c   and   administra�ve   opera�ons   of   the   Sophia  
Way   (TSW),   as   well   providing   support   to   the   Development   team   in   engaging   volunteers   along   the   donor  
con�nuum.   This   posi�on   coordinates   and   manages   regular   and   episodic   volunteers;   manages   meal   and  
in-kind   dona�ons;   manages   outreach   events;   and   coordinates   and   executes   group   presenta�ons   and  
tours.   This   posi�on   is   a   vital   component   of   The   Sophia   Way’s   effec�veness,   saving   the   organiza�on   tens  
of   thousands   of   dollars   by   op�mizing   volunteer   and   in-kind   support.  
 
Essen�al   du�es   include,   but   are   not   limited   to:  

● Manages   the   recruitment,   screening,   interviewing,   training,   placement,   evalua�on,   and  
recogni�on   of   volunteers;   ensures   the   correct   match   between   volunteer   interests   and   skill   sets  
and   Sophia   Way   needs.  

● Develops   and   maintains   the   Sophia   Way   volunteer   database,   ensuring   accurate   and   up-to-date  
volunteer   informa�on   is   available   at   all   �mes;   compiles   and   records   monthly   data   on   donors,  
volunteers,   and   community   engagement   in   volunteer   and/or   donor   databases.  

● Develops   volunteer   posi�on   descrip�ons   in   collabora�on   with   Sophia   Way   staff,   ensuring   the  
staff   receive   the   best   support   possible   and   volunteers   will   have   an   enriching   and   engaging  
experience.   

● Manages   the   pos�ngs   for   available   volunteer   posi�ons   and   selects   appropriate   candidates   for  
the   roles;   places   volunteers   in   roles   and   serves   as   liaison   between   staff   and   volunteers.  

● Designs   and   delivers   volunteer   trainings   and   orienta�ons,   working   closely   with   Development  
colleagues   to   develop   material   that   will   engage   volunteers   with   the   donor   con�nuum.   

● Maintains   the   volunteer   calendar   and   schedules,   ensuring   reliable   and   appropriate   levels   of  
coverage   and   con�ngency   support   are   an�cipated   and   planned   for.  

● Par�cipates   in   community   outreach   efforts   including   -   but   not   limited   to   -   community,   corporate,  
and   community   of   faith   group   presenta�ons;   provides   insight   and   knowledge   about   the   Sophia  
Way’s   programs   and   introduces   people   to   the   volunteer   opportuni�es   available.  

● Performs   follow-up   with   new   cons�tuents   engaged   at   outreach   events   and   strengthens  
rela�onships   with   current   cons�tuents   to   further   their   rela�onships   along   the   donor   con�nuum.   

● Leads   shelter   tours   and   assists   with   developing   tour   materials.  
● Maintains   (with   volunteer   support)   the   meal   dona�on   database   and   is   the   point   of   contact   for   all  

donated   meal-related   ma�ers.  
● Oversees   (with   volunteer   support)   the   ongoing   maintenance,   organiza�on,   and   inventory   of   all  

received   in-kind   dona�ons;   ensures   accurate   tracking   of   all   in-kind   dona�ons   received   at   all  
Sophia   Way   loca�ons.  

● Plans   and   implements   formal   and   informal   volunteer   recogni�on   programs   and   events.   
● Fills   in   at   front   desk/recep�on   if   a   volunteer   is   unavailable   -   answering   phones,   gree�ng   visitors,  

direc�ng   inquiries,   and   more.   
 

1  



 

Organiza�onal   &   Supervisory   Responsibili�es:  
● Maintains   thorough   understanding   of   TSW   organiza�onal   policies,   including   employee  

handbook;   follows   policies   and   leads   by   example.  
● Ensures   that   all   expenditures   under   the   Volunteer   &   Engagement   Coordinator   purview   are   in   line  

with   and   reported   according   to   TSW   policies;   meets   all   fiscal   repor�ng   deadlines   as   set   forth   by  
the   organiza�on,   including   the   �mely   submission   of   expense   approvals.  

● Manages   payroll   submission   for   self   in   compliance   with   TSW   policies,   including   �mely  
submission   of   payroll   for   processing   and   arranging   appropriate   coverage   of   payroll   obliga�ons  
while   out   of   office.  
 

Non-essen�al   du�es:  
● Assists   with   other   organiza�onal   ac�vi�es   as   directed.  

 
Supervision   Received:    Posi�on   reports   to   the   Communica�ons   Manager.  
 
Supervision   Exercised:    Manages   and   supervises   Sophia   Way   volunteers   and   interns.  
 
Educa�onal   Qualifica�ons:    Cer�ficate   or   Associate’s   degree;   or   an   equivalent   combina�on   of   educa�on  
and   professional   experience   sufficient   to   successfully   perform   the   essen�al   du�es   of   the   job   as   listed  
above.  
 
Posi�on   Qualifica�ons:  

● Demonstrated   ap�tude   for   understanding   and   explaining   policies   and   procedures.  
● Strong   ap�tude   for   clear   and   effec�ve   communica�on,   and   excellent   understanding   of   how   and  

when   to   involve   other   appropriate   stakeholders.   
● Demonstrated   ability   to   work   effec�vely   in   teams   and   create   effec�ve   and   engaged   cross-team  

alignments.  
● Demonstrated   ability   to   effec�vely   manage   schedules   for   self   and   others.   
● Demonstrated   proficiency   with   Microso�   Office   suite,   with   strong   Excel   skills.   
● Demonstrated   ability   to   learn,   understand,   and   u�lize   computer   applica�ons   related   to   the  

organiza�on,   including   databases   and   team-building   and/or   volunteer   management   so�ware.  
● Familiarity   with   standard   office   administra�ve   prac�ces   and   procedures,   including   the   proficient  

use   of   standard   office   equipment   and   general   records   management   principles   and   prac�ces.  
● Outstanding   a�en�on   to   detail.  
● Commitment   to   maintain   confiden�ality   and   a   high   degree   of   accuracy.  
● Ability   to   take   ini�a�ve   and   use   independent   judgment   within   established   policy   and   procedural  

guidelines.  
● Strong   self-mo�va�on   and   independence   in   carrying   out   responsibili�es,   organizing   and  

priori�zing   mul�ple   tasks,   and   mee�ng   deadlines.  
● Excellent   interpersonal,   presenta�on,   rela�onship-building,   and   communica�on   skills   -   both  

wri�en   and   verbal   -   which   transcend   diverse   audiences.  
● Demonstrated   ability   to   provide   consistent,   high-quality   professional   services   to   a   wide   variety   of  

internal   and   external   cons�tuents.  
● Demonstrated   ability   to   maintain   a   professional   demeanor,   especially   while   working   in   a  

fast-paced   environment   of   constant   demands   and   frequent   interrup�ons.  
● Demonstrated   ability   to   work   effec�vely   with   people   of   diverse   backgrounds   and   promote   a  

posi�ve   working   environment,   spirit   of   coopera�on,   and   posi�ve   reac�ons   to   change   and  
conflict   resolu�on.  
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● Deep   knowledge,   apprecia�on   for,   and   understanding   of   the   Sophia   Way’s   mission,   vision,   and  
programs.  

● Ability   to   embody   the   community-oriented   spirit   of   the   Sophia   Way   to   both   internal   and   external  
cons�tuents.  
 

Physical   Requirements:    Long   periods   of   being   in   a   sta�onary   posi�on;   opera�ng   a   computer   and   other  
office   equipment;   frequently   moving   to/from   various   work   areas,   including   TSW's   shelter   loca�ons;  
occasionally   ascending/descending   stairs;   frequently   communica�ng   by   phone   and   email;   frequently  
remaining   in   a   sta�onary   posi�on   during   mee�ngs,   discerning   mee�ng   content,   expressing   oneself,   and  
exchanging   accurate   informa�on;   frequently   moving   to/from   off-site   mee�ng   and/or   event   loca�ons;  
occasionally   moves   supplies   and/or   equipment   weighing   up   to   40   pounds.  
 
Working   Condi�ons:    Primary   loca�on   in   typical   business   office   environment,   with   frequent   mee�ngs  
and   event   a�endance   at   the   Sophia   Way’s   shelter   loca�ons,   and   a   variety   of   other   off-site   loca�ons.  
 
General   sign-off:  

● The   employee   cer�fies   that   they   can   -   with   or   without   reasonable   accommoda�on   -   perform   the  
essen�al   job   du�es   as   listed   above.   

● The   employee   is   expected   to   adhere   to   all   company   policies   and   to   act   as   a   role   model   in   the  
adherence   to   such   policies.  

● Nothing   in   this   job   descrip�on   restricts   management's   right   to   assign   or   reassign   du�es   and  
responsibili�es   to   this   job   at   any   �me.  

 
 
Accepted   by:  
 
 
_____________________________________________________  
Please   PRINT   Employee   Name  

 
 
_____________________________________________________  _______________________  
Employee   Signature  Date  
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