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 POSITION DESCRIPTION 
    
POSITION TITLE:   Volunteer Coordinator Assistant DEPARTMENT: Volunteer 
 
CLASSIFICATION:   Hourly Non-Exempt APPROVED BY:   
 

 
REPORTING RELATIONSHIPS 
 

POSITION REPORTS TO: Volunteer Coordinator  

POSITIONS SUPERVISED: None 
  
 

POSITION PURPOSE 
 
The Volunteer Coordinator Assistant supports the KHS volunteer department by planning and implementation of 
volunteer activities. Tracking volunteer positions, managing volunteer hours, as well as recruiting volunteers 
under the direct supervision of the Volunteer Coordinator. 
 
Assist Volunteer Coordinator in all functions of the KHS volunteer program, including implementing volunteer 
engagement initiatives; training of volunteers; driving positive staff/volunteer relations; communications; volunteer 
recognition and retention; and collaborating with other KHS staff on new initiatives. The Volunteer Coordinator 
Assistant should have a full, integrated comprehension of all KHS activities in order to effectively plan and 
coordinate volunteer activities and serve as liaison for volunteers to communicate effectively. 
 

 
ESSENTIAL FUNCTIONS  

 
Recruiting and placement:   Recruits, interviews, evaluates, trains, motivates and assigns volunteers to meet 
assistance needs across all KHS departments.  
 
Proactively meets and communicates with staff, volunteers, and partners on needs, opportunities, progress, etc. 
related to the program. 
 
Obtain feedback on volunteer activities from both volunteers and staff.  
  
 
Planning and implementation of volunteer activities:   
 
Lead orientations and volunteer classes as needed.   
 
Assist KHS supervisory and management teams in identifying volunteer projects.   
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Coordinate volunteers at both onsite, and offsite events.  
 
Assist the Volunteer Coordinator in evaluating volunteer programs for appropriate quality to insure shelter 
resources are used effectively and efficiently.  
 
Assist with recognition programs to honor volunteers.  
 
Perform other duties as assigned by the Volunteer Coordinator. 
 
Tracking volunteer positions:   
 
Assist with the creation of volunteer schedules and tracking volunteer activities.   
 
Identify areas of high need within the shelter and adjust volunteer asks as necessary.  
 
Prepare and maintain records and reports within the volunteer program. 
 
Customer Service:   

Perform daily routine rounds to answer questions from volunteers and determine issues they may be having. 

Develop and maintain relationships with volunteers and other agencies to meet the needs of the organization and 

the community.  

Provides and models timely, polite, and respectful internal and external customer service regardless of the 

circumstances.   Must remain calm, flexible, and willing to see other perspectives.    

Provide recognition and support to both staff and volunteers for their individual contributions to our agency.   

Assure that every individual who enters our agency is recognized and treated as a potential donor. 

Safety:  Comply with KHS Safety policies and procedures in order to maintain a healthy and safe environment. 

  
 
 
QUALIFICATIONS 

 
EDUCATION/CERTIFICATION: High school diploma/GED, valid Kansas driver’s license and dependable 
transportation.   
 
EXPERIENCE PREFERRED:   Minimum 1 year experience in an office environment. Previous experience 
working with volunteers. 
 
REQUIRED KNOWLEDGE:  Computer proficiency in a Windows and Microsoft environment. Respect for the human 
animal bond is a must. 
    
SKILLS/ABILITIES: High levels of customer service, verbal and written communication skills, organizational skills, 
attention to detail, and time management are a must.  Ability to be self-motivated, disciplined, task oriented, follow 
verbal and written direction, and perform well with minimal supervision.  Ability to present to, engage, motivate, 
and excite large groups.   
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WORKING CONDITIONS  
 
Must be able to handle challenging customers calmly and respectfully on a daily basis.  Must be comfortable  
handling dogs, cats, various small mammals, and birds on a daily basis. Noise exposure varies, and often  
includes barking and other animal vocalizations.  Animal waste contact, smells, and visual exposure are  
prevalent. Exposure to industrial cleaning supplies. 
 

 

 
 

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
 
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. 

 

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.   
 
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. 
 
 


