St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 

Volunteer Coordinator
Date approved by Trustees:

Date revised by Trustees:

Overview:

The Volunteer Coordinator establishes and supports a positive volunteer management cycle to enable involvement of parishioners in St. Swithun’s ministry.  The VC maintains and respects the integrity of the existing process for ministry involvement, minimizes building a bureaucracy and supports the “feedback” loop already established within ministries.  The VC exercises his/her ministry in cooperation with the clergy, advising and assisting the clergy leadership in naming or inviting volunteers. 

Tasks/Responsibilities:

1. Assists ministry groups with finding and placing volunteers.  Screens parishioners for compatibility for a ministry and assists the volunteer into that ministry.

2. Attends church regularly, is visible and accessible for questions from new members and regulars.  Explains and describes the purpose and needs of a particular ministry.

3. Establishes and maintains a “Ministries Handbook” which includes the creation of position descriptions.
4. Presents ‘Volunteer Minutes’ in services, contributes to the newsletter and website.

Qualifications: 

· Active member of St. Swithun’s.
· Good communication skills, organizational skills & administrative experience.

· Ability to work and provide initiative without supervision.
· Ability to maintain confidentiality is essential.

· May require submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months – depending on the specific responsibilities of the position.
· Computer literate.
Personality Traits:

· Tactful, active listener, delights in engaging with people.

· Valuing the potential of people to do the work they are called to do.
· Comfortable with a diverse congregation.
Accountability/Reporting Relationship:
Accountable to and reports to the Incumbent (or…People’s Warden…).

Time Required: Part-time, XX hours a week.

Term of Office: 3 years – renewable for a second three year cycle.

Orientation/Training provided:

1. Conversations with and affirmation by clergy team, and chairs of groups.

2. Resources available in parish office, the diocesan office, the internet.

3. Possibility for related course work at VST and other educational institutions.
Sample only: 

Important

This position description was developed by the diocesan staff in 2004, updated August 2010. Please adjust for your own parish using the Generic Template in the Introduction section, as parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector Check obtained within the last 12 months. This needs to be clearly stated in the position description.
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