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Job Description

Job Title:
HUman Resources Administrator ~ Volunteers
Department:


Human Resources
Supervisor:
Human Resources Manager
Supervises:


None

Employment Status:

Full Time; Regular; Exempt (Tuesday through Saturday)
Grade:



8

General Statement:
The HR Administrator ~Volunteer  ensures a smooth, cost effective and efficient operation of all volunteer programs that represent a balance of the needs of the institution with the needs of the volunteers.  Create a positive and productive atmosphere for all participants.      

Essential Duties:


1. Responsible for providing the highest quality customer service to both internal and external customers
2. Maintain a positive atmosphere that provides satisfaction for volunteers and paid staff and promotes volunteer retention and attraction to the program.

3. Liaison with Volunteer Council; work as a collaborative member of the team; act as a neutral party representing both Volunteers and paid staff on issues. 
4. Analyze and assess the success of volunteer programs in meeting volunteer and Zoo needs.

5. Responsible for communications to keep volunteers updated on Zoo goals, objectives, events, and all other relevant information.  

6. Responsible for volunteer recognition and incentive programs

7. Responsible for development of volunteer programs working in collaboration with staff and volunteers.  

8. Responsible for data entry and management of records in Volunteer Works software.
9. Assist in the development and training of staff on volunteer management within their departments.

10. Conduct regular evaluations, in conjunction with responsible staff, of all regular volunteers associated with ongoing volunteer programs. 
11. Troubleshoot and help resolve volunteer issues/concerns.

12. Participate in volunteer recruiting, orientation and training (including the assessment and improvement of our newly developed volunteer training program)
13. Assist the Human Resources Department reach departmental goals. with overflow tasks as time allows.
14. Assist in the development and tracking of budget.

This is by no means an exhaustive list of all responsibilities, skills, duties, requirements, efforts, or working conditions associated with the job.  Management reserves the right to revise the job or to require that other or different tasks be performed when circumstances change (e.g. emergencies, changes in personnel, workload, rush jobs, or technological developments.)





Qualifications:



1. Excellent interpersonal skills.
2. Enthusiasm and creativity.
3. B.A. or B.S. degree; science or education background preferred.

4. Excellent verbal and written communication skills.

5. Excellent organizational skills.

6. Excellent problem-solving abilities.

7. Three to five years minimum experience working with youth and adults

8. Computer skills including Microsoft Office, Word, Power Point and Excel.

9. Knowledge of training and/or education processes desired.

10. Ability to work weekends and events as required.
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