Bridgeport Area Youth Ministry, Volunteer Coordinator
(UNPAID VOLUNTEER POSITION)

PRIMARY PURPOSE AND FUNCTION 

· Oversee all activities concerned with: recruiting, organizing, and recognizing volunteers.
· Oversee all activities concerned with: listing, sizing, prioritizing and assigning tasks and 
activities.
· Work directly with Senior Staff on the maintenance, expansion, and development of the volunteer program. 
· This individual should have strong organizational communication and administrative skills (be a people person and a team player). Multitasking is the norm at BAYM. Spanish would be a plus.
DUTIES AND RESPONSIBILITIES 

· Recruitment, Selection, and Placement. Manage the overall recruitment process. Develop a methodology to match volunteers and projects. Plan and evaluate tasks or projects with senior staff to size the effort and skills required. Ensure preparation of all paperwork prior to the start of assignments. Where possible, assist in logistics for volunteers. Manage and grow the volunteer base. Create a “Skills Inventory” for volunteers. 
· Communication. Communicate with volunteers and programs at all stages of the recruitment process, as well as while on actively working on tasks or projects. Develop marketing strategy and communications materials, in conjunction with the Director of Communications / Business Development and senior staff to market the program to business partners and volunteers. Deliver information materials or presentations to potential volunteers or organizations (e.g., business schools, corporations, civic organizations) that may be a source of volunteers. Provide input on these activities to update the BAYM web site.

· Review and Feedback Maintain communications with senior staff to provide status and evaluation of tasks and projects. Monitor and evaluate schedules and volunteer performance. Facilitate feedback and communications between volunteers and senior staff. Help to make the volunteer experience enjoyable and rewarding to keep volunteers engaged with BAYM.
· Alumni Network. Maintain a directory of volunteers, including e-mail addresses and skills, as part of the BAYM database. Distribute the BAYM newsletter to current and former volunteers to provide updates on the program and post new volunteer opportunities. 

Office, telephone, some administrative support



, and business expense account will be provided.
If interested, please call 203-336-9333 and ask for Stephen K. Fung or email your resume and cover letter to SFung@baym.org. 
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