JOB DESCRIPTION – Volunteer Coordinator/Development Assistant                                                    

January 2024

Title:

Volunteer Coordinator/Development Assistant

Hours:
Monday – Friday, 9-5 with occasional evening, weekend, and holiday (Thanksgiving and Christmas) requirements

Pay:

$17.50 to $20.00 per hour (DOE)
Definition of Position:  

Will provide basic clerical support to administrative office as well as greeting and providing assistance to residents, donors and visitors.  Will assist with event planning, development and social media outreach.  Will coordinate volunteer opportunities within the Rescue Mission, recruiting when necessary, and seeking to provide volunteers with a meaningful experience while supplying FRM with needed support.
Minimum Qualifications:  

· A Christian with a desire to serve Christ by serving others

· Experience making signage: posters, flyers, brochures

· Experience working in an office setting

· Good verbal and written communication skills

· A willingness to work with and alongside volunteers

· Experience working in an office setting

· Ability to use social media in a professional manner

Knowledge, Skills, Responsibilities, and Abilities:

· Enjoy continuous people interaction while presenting a pleasant, helpful demeanor while working in a crisis environment

· Use Microsoft applications with proficiency

· Perform detailed tasks with precision and accuracy

· Lift and carry 30 pounds
· Experience in recruiting volunteers and facilitating volunteer training and involvement
· Oversee and schedule volunteer opportunities in coordination with appropriate staff
· Organize church outreach opportunities
· Interview and inform volunteers, recruiting and training, when necessary 
· Organizing volunteer appreciation activities and events
· Maintain volunteer records and produce reports as requested
· Answer multiline phone - answer routine questions, handle occasional crisis phone calls, make appropriate referrals, take accurate messages 
· Greet visitors and direct them to other staff as needed
· Receive donations, write receipts, and see that donations are distributed appropriately
· Coordinate with FRA for pick-up of unused donated items.
Immediate Supervisor: Development Director
To apply:  Submit your resume in person at Fairbanks Rescue Mission, 723 27th Avenue or by e-mail to admin@fairbanksrescuemission.org.  Please include our job application which is available at our website: www.fairbanksrescuemission.org.  We will accept applications until the job is filled.  
