Position Title:     Program Coordinator:  Volunteer Coordinator			
	         Full Time
Responsible to:  Program Director

Responsibilities:
1. Recruit and screen volunteers to fill Donate Life Northwest agency needs 
1. Develop and conduct regular volunteer orientations
1. Train, schedule and supervise volunteers for Donate Life Northwest administrative and special project needs
1. Plan, organize and implement volunteer recognition/appreciation
1. Insure timely preparation and shipping of program materials for events and presentations
1. Maintain a current volunteer and event database, track volunteer hours, and create activity reports as needed
1. Serve as backup for scheduling volunteers
1. Plan and implement specified outreach projects, e.g. Threads of Life Quilt
1. Maintain designated sections of Donate Life Northwest website; incorporate social networking into volunteer coordination
1. Develop and maintain positive working relationships with Donate Life Northwest partner agencies
1. Serve as on-site volunteer coordinator at agency functions, e.g. golf tournament, Lifesaver Breakfast
1. Represent Donate Life Northwest at community and fundraising events as requested
1. Other duties as assigned

Knowledge, Skills and Abilities: 
Support Donate Life Northwest’s mission
College degree or equivalent experience
Minimum 3 years non-profit volunteer coordination experience
Computer literate
Excellent verbal, written and interpersonal communication skills
Ability to perform and balance multiple tasks with superb attention to detail and follow-up

Other Requirements: 
Full Time: Hours may vary, including occasional evening and weekends, some out-of-town travel.
Available and reliable car.
Ability to lift up to 50 lbs.

Benefits:
Flex time options
Parking, Health and dental insurance, 401K
Salary: $30,000 - $33,000

