Link Program Coordinator Job Description

The Link Program is the core program at Volunteer Kamloops where the goals are to engage the community to volunteer by linking people with meaningful, appropriate volunteer opportunities from among our member organizations (other non-profit agencies.)

The position is 26hrs per week Tuesday to Friday with a 30 minute unpaid lunch break.

· Ensure agencies and individuals contacting Volunteer Kamloops are provided with timely and accurate information and assistance, and are referred to other staff as deemed necessary.

· Provide courteous, professional face to face and telephone reception services.

· Conduct volunteer referral interviews with a follow up to ensure the volunteer has been linked with the agency they wish to volunteer with.

· Conduct presentations and managing booths at events within the community to advise of what we offer.

· continually recruit volunteers to support Volunteer Kamloops, such as fundraisers, and emergency management.

· Recruit, train and support volunteers to assist in the day to day administration in the office.

· Ensure new memberships and volunteer request records are up to date, solicit new members and assist with collection of annual membership fees.

· Maintain effective record keeping systems to provide monthly statistical reports.

· Maintaining and updating the office resources, public calendar, entering the volunteer highlights on our social media platforms, website, Facebook, Instagram and Twitter.

· Posting volunteer successes and highlights on our media platforms.

· creating newsletters and e-blasts to our members and volunteers.

· managing the database to ensure all information is current and up to date.

· Provide administrative support to other staff and the board.

· Participate in staff meetings and other planning activities.

· Manage the front desk area and other related duties.

Skills and Abilities Required
· Able to work independently, being self motivated and creative.

· Able to work collaboratively with board, staff, volunteers and community members.

· Working knowledge of Office 365 and office equipment.

· Managing all social media platforms, including our website.

· Organizational skills to manage front desk tasks effectively, independently and with the coordination of administrative assistant volunteers.

· Excellent interpersonal and communication skills for working with a diverse client base, including non-profit agencies, volunteers and individual citizens of all ages and backgrounds.

· Good written and oral communication skills.

· Experience with volunteering and the non-profit sector.
Closing date for this position is December 21st at 4:00pm.

Email your cover letter and resume to Debbie Smith, President: debbie@volunteerkamloops.org
