
 
 

Job Description: Coordinator of Volunteers 

  

Overview of position 

As Hospice expands its mandate and incorporates a residential hospice program, the need for 

volunteers will expand significantly.  The volunteer coordinator will be responsible for recruiting, 

supporting, scheduling, and ensuring engagement and retention of all volunteers. 

 

Training needs of volunteers will be done in collaboration with the Visiting Programs Coordinator. 

Skills and qualifications 

 A certificate in the Management of Volunteers 

 Background in Hospice Palliative Care  

 Strong computer skills  

 Excellent written and verbal communication skills 

 Francophone background an asset   

 5 years successful experience in-group facilitation and volunteer recruitment, training, and 

support  

 Experience in Quality Improvement Planning or Project Management would be an asset 

 
Duties and responsibilities 

Human Resources and Volunteer Engagement  

 Recruit, screen, interview and check references of all volunteers  

 Orient volunteers to increase their understanding of the organization, its clients, its services and 

the role and responsibilities of volunteers 

 Support Hospice Huronia volunteers  

 Work in close collaboration with program staff to develop needed training programs ( ie 

volunteers working in residential kitchen will need Food safety course, all volunteers will need as 

a minimum of Hospice Palliative Care on line course) 

 In collaboration with program staff, evaluate and update intake and interview protocol for potential 

volunteers to ensure the best match between the skills, qualification, and interests of the 

volunteers and the needs of the organization 

 Assist with the gathering and documentation of volunteer visits and hours 

 Responsible for volunteer appreciation and recognition initiatives 

 Ensure volunteer recruitment goals are achieved. 

 Implement and evaluate trainings and other educational activities, including activities jointly 

organized with other agencies  

 

Education and Training 

 

 Conduct educational needs and assessments  

 Manage education budget for volunteers 



 Role model a culture of volunteer & staff engagement, with a focus on recruitment, screening, 

orientation, training, and recognition. 

 Train staff to work effectively and cooperatively with volunteers 

 Create brochures and training materials. 

 Develop multimedia visual aids and presentations. 

 Create a monthly newsletter to engage the volunteers and keep them informed.  Could be used 

for public engagement as well. 

 Coordinate training sessions provided by external agencies 

 Create testing and evaluation processes. 

 Provide performance feedback to volunteers on a regular basis 

 Conduct continuing education training. 

Quality Improvement  

 Participate in Continuous Quality Improvement (CQI) initiatives 

 Identifying areas for quality improvement related to education and implement changes where 

appropriate  

 Promote leadership and supporting best practice and benchmarking  

 Participate in staff meetings and program development meetings  

 Participate in regular supervision meetings with Executive Director  

 Promote, organize and execute staff / volunteer surveys, compile results and present to senior 

team. 

 Work cooperatively and effectively with others to set goals, resolve problem, and make decisions 

that enhance organizational effectiveness. 

 Assess situations to determine the importance, urgency and risks, and make clear decisions 

which are timely and in the best interests of the organization. 

 Set priorities, develop a work schedule, monitor progress towards goals, and track 

details/data/information/activities. 

 Determine strategies to move the organization forward, set goals, create and implement actions 

plans, and evaluate the process and results.  

 Assess problem situations to identify causes, gather and process relevant information, generate 

possible solutions, and make recommendations and/or resolve the problem. 

Other employment conditions 

Frequent interactions with volunteers and staff.  Ability to hand stress and to multi-task. Light work that 

may include prolonged work at a computer, frequent phone call interruptions and drop-ins. Frequent 

scheduled meetings and deadlines.  Use of personal vehicle is required. 

Working relationships 

Reports to Executive Director 

Participates in committees as requested (HR, Program Planning, Health & Safety etc.) 

 


