CENTER FOR GREAT

POSITION DESCRIPTION

POSITION TITLE: Volunteer Coordinator
REPORTS TO: Chief Operating Officer
EMPLOYMENT STATUS: Non-Exempt
POSITION SUMMARY

The Volunteer Coordinator supports the recruitment, training, and engagement of volunteers. This
role ensures that volunteers are matched with meaningful opportunities aligned with their skills
and the Center’s mission. The Volunteer Coordinator fosters a welcoming, inclusive environment
while enhancing volunteer impact through effective coordination, communication, and
recognition. The Volunteer Coordinator is tasked with managing, coordinating, and expanding
existing programs (On-Site Volunteer Program, and Group Volunteer Programs) and developing
and delivering additional volunteer programs, as well as collecting data to evaluate the program
for improvement.

ESSENTIAL JOB FUNCTIONS:

e Recruit, train, and support volunteers to ensure a positive and meaningful experience.
« Foster an inclusive, welcoming environment for volunteers of all ages and backgrounds.
o Develop and implement volunteer opportunities aligned with Center programs and

initiatives.

e Maintain ongoing communication with volunteers, providing guidance, feedback, and
recognition.

« Coordinate volunteer involvement in Center events, special projects, and community
outreach.

e Assist with event logistics, including role assignments, and volunteer supervision,

« Ensure volunteers understand and follow Center policies, procedures, and safety
guidelines.

o Collaborate with Center staff and community partners to strengthen volunteer
engagement.

e Other duties as assigned.



QUALIFICATIONS & REQUIREMENTS:

e Must be at least 18 years of age.

o High school diploma or GED equivalent.

« Valid Driver License

o Experience in volunteer coordination, program management, or community engagement.

« Familiar with Google Suite and comfortable using technology to effectively recruit and
communicate with volunteers and the community.

« Willingness to work flexible hours, including weekends, evenings, and holidays.

e Strong interpersonal and relationship-building skills with the ability to engage diverse
individuals.

o Ability to work independently, manage multiple tasks, and solve problems effectively.

o Excellent organizational and problem-solving skills.

« Excellent written and oral communication skills.

« Ability to respond to emergency situations calmly and appropriately.

e Have a philosophy of animal care and respect that blends with the Center's mission.

o Able to establish and maintain effective and professional working relations with co-
workers and other department personnel, and to do so in accordance with The Center for
Great Apes Employee Handbook.

PHYSICAL REQUIREMENTS:
o Be able to lift 50 pounds and carry for a short distance routinely.
o Be able to work outdoors in inclement weather, including rain, heat, and humidity, for
extended periods.
o Ability to stand or sit for long periods of time.
« Ability to crouch, kneel, and reach overhead (frequently).

The Center for Great Apes reserves the right to revise job descriptions or work hours as required.
All job requirements are subject to change to reflect the evolving position requirements or to
reasonably accommodate individuals with disabilities. Some requirements may exclude
individuals who pose a threat or risk to the health and safety of themselves or other employees.
This job description in no way states or implies that they are the only duties to which will be
required in this position. Employees will be required to follow other job-related duties as
requested by their supervisor/manager (within guidelines and compliance with Federal and State
Laws). Continued employment remains on an “at-will” basis.

The Center for Great Apes is an equal opportunity employer, and all qualified applicants will
receive consideration for employment without regard to race, religion, color, creed, sex, age,
national origin, disability, military status, sexual orientation, gender identity or expression, or
any other characteristic protected by law.
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