TEAN PuntaGorda

Volunteers For A Better Community

JOB DESCRIPTION
VOLUNTEER COORDINATOR

Volunteer Coordinator: Responsible for recruiting, managing and recognizing the
volunteers that staff TEAM Punta Gorda and its committees.

1. Develop strategies for recruiting volunteers for:
® Leadership positions
® committee members
e workers for one-time events

2. ldentify volunteer needs of TEAM chairpersons and update this information
periodically.

3. Follow up on recommendations and requests from would-be volunteers,
and match them with the organization’s needs

4. Plan networking events to recruit new volunteers and connect existing ones
to each other, and to TEAM (such as our new volunteer breakfasts).

5. Hold an orientation meeting for new volunteers.
6. Maintain a volunteer database.

7. Work closely with the communications team on marketing strategies.
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