
 

 

Volunteer & Outreach Coordinator 

The Amherst Survival Center is a community center that provides food, health care, clothing, and community 

primarily through volunteer efforts.  

 

Position Summary 

The Volunteer & Outreach Coordinator is responsible for the recruitment, orientation, training, scheduling, 

management, record keeping and acknowledgement for the Center’s impressive volunteer workforce (including 

more than 250 weekly volunteers, interns, work study students, and volunteer groups); as well as coordination and 

execution of program outreach efforts including direct outreach, presentations, and a variety of print and electronic 

communication and outreach measures.  

The Volunteer Coordinator works with the Amherst Survival Center team to develop organizational structures and 

policies to ensure fulfillment of its mission, working closely with the Program Director to ensure adequate 

volunteer capacity and coverage for the Center’s programs, and continual improvement of the program. The 

Amherst Survival Center has a strong value of providing meaningful service opportunities for all who want to 

contribute, including many volunteers with diverse physical and cognitive abilities, as long as they are able to abide 

by the volunteer code of conduct.  

Hours: This is a full time 40-hour position.  

Classification: Non-Exempt (hourly) 

Schedule: 8am-4pm Monday, Tuesday, Thursday, Friday; 9am-3pm Wednesday; plus 3 variable hours including 2 

Thursday evenings per month and 1 Saturday morning per month. Occasional flexibility/additional evenings or 

weekends required for program needs.  

Direct report: The Volunteer & Outreach Coordinator reports to the Program Director.  

Qualifications:  

 At least 2 years experience with volunteer management. Experience with complex or large volunteer programs 

a plus. Prior experience supervising a diverse workforce including seniors, students, people living with 

disabilities, English-language learners and/or temporary workers (either as volunteers or paid staff) strongly 

preferred. 

 At least 2 years experience working in a human service direct service organization/setting, supporting people 

experiencing trauma or crisis.  

 Excellent verbal communication skills required, including ability to communicate effectively with people with 

varied English-language skills, varied abilities, and varied mental health challenges. Must be comfortable with 

public speaking and able to engage and excite a crowd.  

 Excellent written communication skills required, including clear writing, excellent editing and proofing and 

strong attention to detail.  

 Must be personable, flexible, upbeat, calm in a crisis, and a strong team player. Able to anticipate needs and 

jump in as needed. 

 Excellent planning, problem solving, organizational and time-management skills; meticulous attention to 

detail and follow through to ensure accurate and timely completion of tasks. 

 Valid driver’s license, ability to be insured on our company auto insurance, and willingness to drive both 

personal and agency vehicles.  

 Computer literacy (proficient with email, Internet, Microsoft Word, and Excel) and familiarity with database 

applications. Basic desktop publishing and website editing skills strongly preferred. 

 Fluency in English (written and verbal) required. Fluency (verbal) in Spanish, Mandarin, Portuguese or other 

priority language preferred. 

 



 

 

Essential Responsibilities:  

 Recruit and engage volunteer workforce to meet Center’s current and future operational needs: Recruit 

volunteers, interns, and work study students needed to deliver regularly scheduled basic needs services in the 

Amherst Survival Center, for events and fundraising activities, or for other special programs.  

 Orient, train, and schedule volunteer workforce to ensure effective operations: Schedule and facilitate 

volunteer orientations; review and update volunteer policies and Volunteer Handbook; interview and 

scheduling of volunteers, interns and work-study students; complete SORI check of volunteers; coordinate 

daily scheduling including monitoring of call outs, contacting substitutes, and shifting volunteers as needed; 

create and align new volunteer opportunities to meet organizational needs and provide opportunities for diverse 

groups of volunteers; fill-in as needed to ensure coverage in service areas (including serving as a back-up driver 

as needed). 

 Volunteer record-keeping and documentation:  Maintain records of volunteers and their participation 

(applications, contact information, hours of service, etc.); partner with area coordinators to maintain job 

descriptions for all volunteer positions in the Center; complete all required documentation for volunteers, 

interns and work-study students serving through special programs. 

 Volunteer engagement, retention and appreciation: Schedule and run regular volunteer meetings; develop and 

implement volunteer appreciation and acknowledgment activities; monitor volunteer retention and follow up 

with remedy strategies as needed. Work with area coordinators and Program Director to address volunteer 

performance challenges. 

 Program outreach and communication: Take the lead on communication to the community about program 

opportunities, increase inter-agency collaboration, and increase opportunities for the Amherst Survival Center 

to connect with and better serve under-represented or under-served communities. Serve as a general point of 

contact for informational requests; conduct outreach presentations; and develop and revise promotional 

materials (print and digital).  

 Other duties:  
o Work as part of a team of volunteers and staff to ensure that all areas and programs of the ASC run 

smoothly.   

o Demonstrate professionalism at all times, including appreciating and supporting those you work with, 

showing respect to all ASC participants, demonstrating high ethical and moral standards, and acting with 

honesty and fairness in all of your dealings with others. 

o Share commitment and work to ensure the fair and equitable distribution of all donated goods. 

o Approach work with an attitude of continuous improvement. This involves continually examining 

processes to discover and eliminate problems in order to improve participant satisfaction and to enhance 

program effectiveness. 

o Other reasonable duties as assigned by Program Director, Executive Director or designee. 

 

Working Conditions: The Center is a fast paced environment which can be crowded and noisy. Position primarily 

works indoors, with frequent outdoor exposure to load/unload food, travel between meetings, or other related 

activities. Must be able to lift up to 40 pounds. Frequent walking, standing, use of stairs, lifting and carrying, 

combined with seated desk activities, typing and telephone communication.  

 

The Amherst Survival Center is an equal opportunity employer. We are committed to racial equity and social 

justice and make a particular effort to recruit people of color to apply for open positions. We employ the best 

qualified individuals without regard to race, color, religion/religious creed, national origin, ancestry, age, genetic 

information, sex, gender identity or expression, sexual orientation, disability or military status.  

 

 


