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Job Description


JOB SUMMARY
The Regional Volunteer Coordinator is responsible for recruiting, training, retaining and evaluating sufficient hospice volunteers towards the fulfillment of federal and state regulations regarding volunteer services.  Is responsible for the assignment and ongoing supervision of regional volunteers, including the maintenance of associated volunteer files.  Assists, supports and participates in volunteer program development initiatives.

QUALIFICATIONS
· Demonstrated experience in volunteer organization, working with seniors, and/or working with large groups or related fields

· Demonstrated skill in administrative functions including scheduling, organization and project management

· Demonstrated skill with written and oral communication

· Demonstrated experience in public speaking with motivational and coaching skills

· Demonstrated ability to execute a supportive and sensitive approach to volunteer and patient/family needs

· Demonstrated ability to manage multiple projects with specific deadlines

· Demonstrated skills/experience in using computer software programs, such as Word, Excel, and PowerPoint

· Associates Degree or 3 years equivalent work experience in volunteer organization or related field, high school diploma or GED required

RESPONSIBILITIES
· Recruit, interview and select qualified volunteers 

· Plan and conduct volunteer training for new regional volunteers

· Appropriately assign volunteers on the basis of program needs and the volunteers’ interests and skills

· Provide continuous guidance, support and recognition to all regional volunteers 

· Conduct on-going education and in-services with regional volunteers

· Assure that direct care volunteer services are documented in the electronic medical record per agency policy

· Maintain accurate volunteer files and medical records as required by regulation

· Maintain list of all regional volunteer inquiries with referral source and current status 

· Communicate with volunteers on regular basis regarding changes in policy and procedures, organization events, patient updates and general information 

· Routinely monitor and evaluate volunteers’ performance

· Identify and participate in community outreach events, networking groups and volunteer management seminars

· Prepare submissions for various company announcements as requested

· Assist and attend all department annual volunteer appreciation events

· Assist in the development and implementation of new program initiatives

· Prepare service reports as requested by Director of Volunteer Services 

· Attend all department and regional meetings 

· Other duties as assigned 

ORGANIZATIONAL RELATIONSHIP
Reports to Director of Volunteer Services

SPECIAL REQUIREMENTS
· Must have a vehicle with current insurance coverage and a state driver’s license
· Able to manage periods of high stress and variable workloads to assure deadlines achieved

FUNCTIONAL ABILITIES
· Must be able to read 12 point or larger type
· Must be able to hear and speak in a manner understood by most people
· Must be able to stoop and bend
· Must be able to travel to different patient and community locations
· Must be computer literate to access and use internet based company portal, company email, and electronic medical record
· Must be able to use a multi-functional telephone
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