Sample Job Description for Volunteer Coordinator

Position

ESS Volunteer Coordinator

Reports to

ESS Director or designate

Description

During pre-disaster times, the Volunteer Coordinator will establish and maintain a volunteer management program to support volunteers and staff in the ESS program. During a disaster response, the Volunteer Coordinator will oversee the support services for ESS workers as well as manage walk-in disaster volunteer services.

Duties

Before an Emergency

Work with the ESS Director and supervisors to:

· Develop a recruitment plan for needed volunteers.

· Establish a method to record information on the ESS volunteers, such as skills, training, assignments, and recognition.

· Establish a training, evaluation, and recognition program.

During an Emergency

· Liaise with the Reception Centre Manager, Group Lodging Manager, and other supervisors to assess current and future human resource needs of various ESS work sites/stations.

· Refer to the Managing Walk-In Disaster Volunteers guide and coordinate the set up of the Volunteer/Staff Management area.

· Provide overall management of this area, developing a schedule and ensuring that ESS workers take breaks.

· Supervise the performance of ESS workers in Volunteer/Staff Management.

· Delegate responsibilities to other volunteers, and mediate problems and complaints.

· Ensure records are maintained of volunteer registrations and placements, and, on a daily basis, provide statistics of volunteer assignments to the Reception Centre Manager, Group Lodging Manager, or ESSD.

· Maintain records and reports on decisions made and volunteer hours and equipment used from beginning to end of the response.

· Ensure that all equipment, supplies, and necessary forms are available and maintained in good order.

· Attend emergency management meetings, report on volunteer services and current issues, and request support as required; and provide daily situational reports to Reception Centre Manager.

· Ensure that workers participate in briefings and debriefings and are supported during and after the response.

After an Emergency

· Prepare an After Action Report outlining the volunteer services area, and participate in debriefings.

· Restock equipment and supplies at the assigned facility and ensure that all borrowed equipment is returned.

· Ensure that the local community keeps volunteer records secure.

Knowledge, skills, and abilities

· Completion of Introduction to ESS, Reception Centre, Managing Walk-In Volunteers, Managing Volunteers, and Public Safety Lifeline Leadership

· Experience or training in volunteer management

· Decisive and resourceful, with ability to prioritize

· Excellent organizational and interpersonal skills

· Leadership skills and ability to delegate

· Strong written and oral communication skills and report writing skills

· Self-starter, with the ability to motivate fellow team members

· Program planning, development, and management experience an asset

· Disaster response experience an asset

Suitability

· At least 19 years of age

· Must be available to respond on short notice

· Must be able to work long shifts as required

General

· Honest with other volunteers regarding one’s intent, needs, and skills

· Works in a professional manner and is respectful to evacuees and team members.

· Respects the confidentiality of evacuees and responders

· Has a desire to be of assistance to others

· Adheres to ESS Standards of Conduct at all times

