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Position Description






	[bookmark: _Hlk147307875]POSITION TITLE
	Volunteer Coordinator
	AWARD
	SCHCDS

	
	
	LEVEL
	4

	POSITION REPORTS TO
	CEO
	DEPARTMENT
	all

	HOURS
	0.6FTE
	APPROVED BY
	T Hogarth-Clarke

	DATE AMMENDED
	26/02/2026
	POSITION
	Chief Executive Officer

	REVIEW DATE
	
	VERSION
	3.0

	POSITION PURPOSE

	Balwyn Evergreen Centre strongly relies on volunteers to support delivery of all our programs, activities and the general running of the organisation. The Volunteer Coordinator is responsible for the recruitment, induction, training (in collaboration with Program Coordinators), supervision, administration and supporting all volunteers of Balwyn Evergreen Centre.


	VALUES

	At Balwyn Evergreen Centre we believe we are all better when we’re connected. Our purpose is to provide and promote activities, services and programs that actively assist older people to improve their physical, social and emotional wellbeing. We foster a community of friendship, health, wellbeing and independence where members have choice. We reflect the values of integrity, compassion, accountability, respect and excellence. Our workforce is expected to adhere to these values in all we say and do. 

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. RECRUITMENT
Develop, initiate and sustain Volunteer recruitment strategies in line with business and program needs.
Source and recruit Volunteers through various techniques.
Manage the recruitment, onboarding, orientation and induction of Volunteers into roles that suit their skills and qualifications.
Ensure all checks and qualifications are current. 

	Recruitment strategies are developed and are timely, practical and targets appropriate demographics and qualifications.
Strategies are in line with program and business needs. 

	2. TRAIN AND SUPPORT VOLUNTEERS
Manage the training and placement of volunteers Working with program coordinators train Volunteers to ensure they have the correct skills to perform Volunteer roles, this includes initial induction and onboarding processes.
Support Volunteers in their roles as required.
	All Volunteers are trained in all aspects of BEC including role relevant skills, and in basic OH&S as it pertains to their role.
Collaboration with colleagues to ensure program coordinators volunteer needs are met.


	3. PROMOTION OF VOLUNTEER PROGRAM
Through promotion and education inspire potential Volunteers to embrace the purpose and value BEC programs for older people and the importance of Volunteers.
	Contact is maintained on a regular basis with potential volunteers.
Collaboration with CHSP, Individual Social Support, Marketing and Communications and other program areas within BEC to support the rights of older people.

	4. EXTERNAL RELATIONSHIPS
Maintain co-operative working relationships with key volunteer networks.
	Appropriate relationships are developed and maintained with key volunteer networks.
BEC maintains with key volunteer networks.

	5. VOLUNTEER MANAGEMENT SYSTEM
Develop and maintain a volunteer management database to ensure all volunteers are supported, have appropriate continuous development and training and maintain compliance.
Support program coordinator in scheduling and coordinating volunteers rosters for activities, programs and events.
Develop processes for continuous improvement, considering volunteer, organisational and stakeholder feedback, to support both organisational gaols and deliver a purposeful and rewarding experience for volunteers.
	Database is maintained and used to support volunteers in their roles and staff in their recruitment.
Volunteer compliance is up to date eg police checks drivers licences etc.

	6. MATERIAL DEVELOPMENT
Ensure program is resourced with materials and documents including training resources and advertising materials.
Review, update and implement volunteers polices and procedures.
	Volunteer Training materials, handbook, application forms and other documents required have been developed and kept updated.
BEC policy and procedures updated to reflect program requirements.

	KNOWLEDGE, EXPERIENCE AND SKILLS

	Values driven and thrive in a values based organisation with demonstrated commitment to fostering a community of friendship, health, wellbeing and independence where older Victorians have choice.
	Experience in supervising, leading and motivating staff or volunteers and the ability to work unsupervised as well as be an effective team player with a positive can-do attitude.  


	Demonstrated experience in managing a volunteer program in not for profit or community sector organisation is essential.
	Excellent interpersonal skills for communicating with a diverse range of volunteer’s especially older people.

	Has initiative in completing tasks with tight deadlines, successfully working remotely and flexibility to handle constantly changing priorities
	Demonstrated understanding and commitment to the principles of volunteering and the value and contribution of volunteers.

	Sensitivity in working with a range of diverse cultures
	Networking skills with the ability to recruit suitable volunteers.

	Strong ICT skills and an ability to learn new programs and platforms.
	Willing to undergo a national police check

	Current Victorian drivers’ licence. Travel may be required across Victoria and a pool car or reimbursement would be available if required to travel.
	Fully vaccinated against COVID-19 and flu or hold a valid medical exemption certificate. Evidence of vaccination status will be required prior to commencement of role.

	WORKING RELATIONSHIPS
	POSITION DIMENSIONS

	INTERNAL
	EXTERNAL
	STAFF REPORTING
	FINANCIALS

	· Connections Coordinator
· Marketing and Communications Coordinator
· Customer Service & Administration Assistant
· Program Coordinators
· CEO
	· Other volunteer network organisations
· Community organisations
· Local and State Government
	N/A
	N/A.
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