BROOKFIELD ZOO


                     DEPARTMENT: CET


POSITION DESCRIPTION

POSITION TITLE:   
Volunteer Program Coordinator


 UNIT/GROUP:
Volunteers/CET


JOB RELATIONSHIPS:  

Reports to:
Volunteer Program Manager



Supervises:
No One


BASIC FUNCTION:
Position ensures optimal staffing, communications, and scheduling support   for the zoo's volunteers; provides communication channels between volunteers and zoo staff; and maximizes effective use of volunteer and staff resources. 

PRIMARY JOB DUTIES AND RESPONSIBILITIES:

(Indicate approximate % time for each duty listed over the course of a year.)

1.*  40%   Sources, staffs and schedules, using computer software and manual systems, docents and  guest guides for all activities, including, but not limited to: daily assignments, CONNECTIONS tours for school groups, Windows to the Zoo Tours, office assignments, special events, and additional  special requests. Confirms assignments as needed by phone/mail/e-mail. 

2.*  40%   Sources, staffs, and schedules, using computer software and manual systems,  volunteers for special events/catered events/office project requests; confirms assignments by phone/mail/e-mail; ; plans and conducts orientation training sessions for volunteers involved in special events; on-site and/or arranges day captains for all special events that involve volunteers. Keeps detailed records of, evaluates, and recommends improvements for utilization of volunteers for special events. With guidance of Volunteer Manager, recommends docent activities for special events and coordinates props/materials selection and set-up with Resources Coordinator. 

3.* 10%  Maintains informal communication with volunteers, taking time to listen to their problems and concerns regarding the volunteer program and the zoo; ensures serious concerns are relayed to Volunteer Manager.

4.* 5%   With guidance of Volunteer Manager, coordinates and delivers annual Guest Guide Refresher Training sessions. Develops training activities and games. 
5.   5%  Other related duties as assigned.  
POSITION REQUIREMENTS AND SPECIFICATIONS:
· Bachelor's Degree in Communications, Psychology, Human Resources, Liberal Arts, or related field, or equivalent training/ experience required.
· Minimum three years experience in a scheduling function required; experience in a volunteer/ education setting, or Human Resources department, in a service-oriented non-profit environment preferred. 

· Minimum two years continuous experience working with volunteers in a service-oriented non-profit environment required.

· Demonstrated interest in conservation, wildlife and nature required.

· Ability to work with and coordinate detailed records and schedules, with an eye for detail, completeness, and accuracy, required.

· Availability to work a flexible schedule, including two weekends each month and occasional evening work as necessary, required. 
· Working knowledge of basic computer applications, including Microsoft Office Package required. Experience with Raiser’s Edge database preferred.
ADDITIONAL INFORMATION:

Strong interpersonal skills with a warm, amiable personality required. Must be able to establish and maintain strong rapport and positive relationships with volunteers and paid staff. 
Must be able to remain flexible in a fast-paced environment while effectively juggling multiple priorities.
