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VOLUNTEER COORDINATOR

Location: Administration Office
Position: Part-Time, 28 hours/week; flexibility in hours may be necessary
Salary Range: Undisclosed

Travel: Some local travel may be required

Are you the right person?

As a Volunteer Coordinator, you are responsible for all aspects of our volunteer program including
recruitment, onboarding, scheduling, and ongoing engagement. You will build and maintain strong
relationships with individuals, groups, and community partners, ensuring volunteers are equipped,
supported, and aligned with our mission. In addition, you will oversee volunteer communications, training,
and appreciation efforts with a focus on creating a meaningful and impactful volunteer experience.

You're Strong In Your Faith
Demonstrates a strong and growing personal faith, with a desire to reflect Christ in both words and actions.
Lives out these beliefs with integrity, compassion, and a commitment to serving others.

Strong Communicator

You enjoy connecting with volunteers and building meaningful relationships. You thrive in face-to-face
interactions and communicate clearly and effectively. You naturally share the impact of MRM's work in a way
that engages and inspires others to get involved.

You're Organized & Detail Oriented

You are highly organized and attentive to detail, ensuring accuracy in scheduling, communication, and
volunteer coordination. You create and maintain clear systems and processes so nothing falls through the
cracks and responsibilities are carried out with consistency and excellence.

You're A Multi-tasker

You are able to effectively manage multiple responsibilities in a fast-paced environment, shifting priorities
as needed without losing focus. You remain flexible and composed, ensuring volunteers and daily
operations are supported even as demands change.



Responsible For:

Sharing your faith in Jesus Christ and praying with volunteers and co-workers as opportunities arise.
Recruiting, screening, onboarding, and placing individual and group volunteers in appropriate roles
across all MRM programs.

Compiling, reporting, and recording volunteer hours and data using MRM's volunteer management
system, ensuring all volunteer records are accurate, current, and properly maintained.

Scheduling and coordinating volunteers for ongoing programs, seasonal needs, and special events,
ensuring schedules and expectations are accurate, current, and clearly communicated.

Working with MRM leadership to develop, maintain, and schedule volunteer opportunities.
Speaking and representing MRM at off-site events.

Planning and executing volunteer communications, including but not limited to email updates,
newsletters, schedules, reminders, and policy updates.

Cultivating and maintaining strong relationships with churches, schools, civic groups, and
businesses.

Organizing volunteer appreciation efforts and fostering a positive, mission-aligned volunteer culture.
Ensuring volunteers understand and follow MRM policies, safety procedures, and program
guidelines, and taking appropriate corrective or follow-up action when issues or concerns arise.

Any other tasks assigned by supervisor.

Required Knowledge and Skills

High school diploma or equivalent

Experience working with a Gospel-Centered Ministry.

Must maintain a valid driver’s license and good driving record.

Excellent written and verbal communication skills.

Proficiency with personal computers and technology, including email, databases, word processing, and

spreadsheet software.
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