Ad for Websites

Volunteer Coordinator – Tampa’s Lowry Park Zoo

The duties of this position include working closely with the volunteers to facilitate communication and scheduling of volunteer activities at Tampa’s Lowry Park Zoo. This position is responsible for training, scheduling, interviewing, and recruiting of volunteers to fulfill the needs of Tampa’s Lowry Park Zoo (70%). 

The volunteer coordinator will coordinate recruitment and training of volunteers, maintain volunteer records, keep volunteer databases, write volunteer evaluations, schedule volunteers for tasks as needed and for special events and serve as liaison between staff and volunteers. Will also serve on all special event committees as volunteer chair (evening meetings required). Required to work weekends, some holidays, and all special events, and other duties as assigned, etc. The volunteer coordinator will perform inventory and administrative duties for the Events department (30%). 

Looking for an individual with experience with volunteers, outstanding communication and organizational skills. This position generally covers Tuesdays through Saturdays. Minimum Qualifications: Preferred college degree in marketing, communications, human resources or related field. Experience in volunteer services preferred. Some secretarial/administrative experience preferred. Excellent telephone skills. Excellent organizational skills. Must be able to multi-task. Experience using PC based software programs for word processing and spreadsheets. The ability to work some holidays, weekends and evenings during special events. Position pays low to mid $20’s.

Please send resume, cover letter, and three references to: Volunteer Coordinator Search, Tampa’s Lowry Park Zoo, 1101 W. Sligh Avenue Tampa, FL 33604, Administration@lowryparkzoo.com. No phone calls, please. You may also visit our website at www.lowryparkzoo.com and download a copy of our application and include it with your resume and cover letter.

