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 POSITION DESCRIPTION 
    
POSITION TITLE:     Program Coordinator - Volunteer 
DEPARTMENT:      Volunteer 
APPROVED BY:      CDO 
 
 
REPORTING RELATIONSHIPS 
 
POSITION REPORTS TO: Chief Development Officer 
POSITIONS SUPERVISED: None 
  
 
POSITION PURPOSE 
 
The position is responsible for all aspects of the organization’s volunteer program, which includes, but is not 
limited to, management, program development, appreciation, recruitment and retention, policy implementation 
and enforcement, correction, discipline and dismissal, functions and activities of KHS volunteers.  
 
The position develops, recommends and implements strategies related to volunteer management that support the 
mission and strategic objectives of KHS. The position must be effective in communication and time management.  
 
The position acts as a liaison between paid KHS staff and volunteers, and serves as the primary contact for all 
volunteers and volunteer prospects. This position acts as support staff for all other departments, especially 
development. 
 
 
ESSENTIAL FUNCTIONS  
 
Customer Service:  Provides and models timely, polite, and respectful internal and external customer service, 
regardless of the circumstances. Must remain calm, flexible, and willing to understand other perspectives.  
Provides recognition and support to both staff and volunteers for their individual contributions to KHS. Ensures 
that every individual who assists or offers to assist KHS is recognized and treated as a potential donor.  
 
Works with Development to develop relationships to enhance the experience for volunteers and build lasting 
connections for the benefit of the KHS mission. 
 
Coordination: Works as part of the Chief Development Officer’s team to develop and implement positive 
volunteer culture, including policies, procedures and programs that support and demonstrate the values and 
mission of KHS.  
 
Develops and implements the recruitment, selection, placement, and orientation of volunteers with department 
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managers. Develops, implements, and ensures a strong onboarding experience with regular and periodic follow-
up to promote volunteer retention.  
 
Communication: Counsels and advises volunteers on all KHS related topics. Reviews and manages all 
volunteer discipline, including terminations.  
 
Assists Marketing to develop materials, schedules, communications, and training for volunteers and recruitment. 
Works with Marketing and Development to ensure streamlined communication to volunteers.  
 
Record Keeping: Must maintain timely and accurate records in the volunteer database. The position must train 
on the complete inner workings of the volunteer database management system and be able to train and assist 
staff and volunteers to utilize it correctly. The position must be able to manage grant requirements related to its 
department and ensure volunteer timekeeping is accurate and current. Helps with the coordination between 
volunteer and development databases for accurate volunteer/donor records and communication. 
 
Maintains accurate volunteer descriptions by coordinating with KHS staff. Researches, revises, and 
communicates changes in volunteer policies including maintaining the Volunteer Handbook. 
 
Performs other related and assigned duties as necessary. (General Office Management)  
 
Develops a strong knowledge, foundation, and understanding of the KHS mission, culture, programs, and 
services. Actively supports staff and the management team to advance KHS goals and mission. Successfully 
functions as part of the supervisor team, assisting co-workers in urgent duties that may be outside of the job 
requirements. Represents KHS in a professional and courteous manner at all times. Provides quality service to 
volunteers, recognizing their individual contributions to the success of our organization. 
 
Position requires 40 hrs. per week. Schedule is flexible and will be expected to work extended hours as needed 
on-site and via phone, including evening / weekend / holiday hours dependent upon circumstances.  
 
QUALIFICATIONS 
 
EDUCATION/CERTIFICATION: Extensive customer service experience, phone etiquette, data entry skills and 
proficiency in Microsoft Office products. Must have a valid driver’s license and be able to pass a federal 
background check for state and federal grants. 

    
EXPERIENCE REQUIRED: Experience working with volunteers is strongly preferred. 
 
REQUIRED KNOWLEDGE: Computer proficiency in a Windows and Microsoft environment.  
 
SKILLS/ABILITIES: Excellent organizational skills, relationship development skills, customer service, flexibility, 
conflict resolution, independent decision making. Verbal and written communication. Attention to detail and the 
ability to be self-motivated and disciplined are required. Ability to give presentations to groups. Ability to perform 
well with minimum supervision, follow directions, be task-focused. Good public interaction skills, time 
management skills. Respect for the human/animal bond.   
 
 
 
 
 
 
PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
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TALKING: Ability to speak effectively and communicate clearly.  
 
AVERAGE HEARING: Able to hear average conversations.  
 
REPETITIVE MOTION: The employee is regularly required to type, stand, sit, kneel, and squat. 
 
FINGER DEXTERITY: The employee is regularly required to use hands to type. 
 
AVERAGE VISION: Specific vision abilities required by this job include close vision, color 

vision, peripheral vision, depth perception and ability to adjust focus. 
 
PHYSICAL STRENGTH: Occasionally lift and/or move up to 40 pounds. May also walk or sit for long 

periods of time. 
 
 
WORKING CONDITIONS  
 
General office environment within the confines of a clinical and functional animal shelter with regular encounters 
with all types, sizes and behaviors of domestic pets. Surroundings may be noisy and odorous at times. Adequate 
lighting. Employee and shelter animals often are in shared spaces. 
 
 
MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 
REASONING ABILITY: Make decisions independently and in consultation with the supervisor 

team and CDO. Must have respect for the human/animal bond. Ability to 
manage a variety of variables under only limited standardization.  

 
MATHEMATICS ABILITY: Ability to add, subtract, multiply and divide in all units of measure using 

whole numbers and common fractions. Must understand expenses and 
revenue in order to maintain budget. 

 
LANGUAGE ABILITY: Ability to read, analyze, and interpret documents. Ability to communicate clearly. 
 
 
 

 
INTENT AND FUNCTION OF JOB DESCRIPTIONS 

 
Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified 
employees are selected.  They are also essential to an effective appraisal system and related promotion, transfer, 
layoff, and termination decisions.  Well-constructed job descriptions are an integral part of any effective 
compensation system.   
 
All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  
Peripheral tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and 
abilities included have been determined to be the minimal standards required to successfully perform the 
positions.  In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted 
as all-inclusive.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.   
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In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to 
reasonably accommodate disabled individuals.  However, no accommodations will be made which may pose 
serious health or safety risks to the employee or others or which impose undue hardships on the organization. 
 
Job descriptions are not intended as and do not create employment contracts.  The organization maintains its 
status as an at-will employer.  Employees can be terminated for any reason not prohibited by law. 


