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MIGRANT INFORMATION CENTRE (EASTERN MELBOURNE)
POSITION DESCRIPTION
                                                       22.5 hours per week – can be worked over 4 days as required
1. Position Details
	Position Title:
	Volunteer Coordinator 

	Employer:
	Migrant Information Centre (Eastern Melbourne) (MIC)

	Reports to:
	Senior Manager Strategic Projects

	Location:
	Suite 2, 27 Bank Street, Box Hill 3128 

	Salary Range / Award:
	SCHADS Award Classification Level 4.1

	Contact Person:
	Fiona Scoullar 

	Closing Date:
	 23rd August 2026 at 5pm



2. Position Objective
The Volunteer Coordinator is responsible for recruiting, screening, onboarding and supporting volunteers to meet the operational needs of the Commonwealth Home Support Programme (CHSP), Australian Community Visitors Scheme (ACVVS), Care Finder and other approved MIC programs.
The role ensures an adequate pool of appropriately skilled volunteers is available to support clients from culturally and linguistically diverse (CALD) communities. The Volunteer Coordinator manages the full volunteer lifecycle, including recruitment, mandatory compliance, induction, training, records management, recognition and volunteer wellbeing. The position works closely with the CHSP Project Lead to ensure volunteers are recruited and matched according to client needs and service demand and provides direct client support for the Care Finder Program as directed by Care Finder staff. The role will support to implement the Volunteer Strategy for MIC. 

3. Background Information
Migrant Information Centre (Eastern Melbourne) (MIC) provides support to people from culturally and linguistically diverse (CALD) backgrounds residing in the eastern suburbs of Melbourne. The region covers the Local Government Areas of Boroondara, Whitehorse, Manningham, Maroondah, Knox, Yarra Ranges and Monash. MIC is governed by a Board of Directors.
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Description automatically generated]Strategy for achieving the MIC’s objectives
MIC's Strategic Plan 2025-2028 outlines the 4 strategic pillars, expected outcomes and key objectives. MIC develops an annual plan to convert the strategy into achievable actions to be completed in the annual plan year.
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Description automatically generated]SERVICE EXCELLENCE - We innovate, review and deliver quality services for best outcome
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Description automatically generated]Enhance client-centred service delivery by embedding co-design principles and feedback mechanisms.
· Strengthen workforce capability through ongoing training and staff well-being initiatives.
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Description automatically generated]Establish a robust impact measurement framework.
· [image: ]Strengthen continuous Quality Improvement Framework
· Establish service evaluation framework.
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Description automatically generated][image: ][image: ][image: ]SERVICE PARTNERSHIP - We partner with relevant stakeholders to increase impact.
· Develop cross-sector partnerships.
· Strengthen collaborations with partners.
· Increase partnership engagement with CALO communities.
ADVOCACY - We lead and support our community to have a voice.
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Description automatically generated]Collaborate with sector partners on collective advocacy.
· [image: ]Strengthen the organisation's public voice.
· Influence funding and policy through government engagement.
· Build client/community voice in advocacy.
· Facilitate community consultation and engagement.
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Description automatically generated][image: ]ORGANISATIONAL CAPACITY - We prioritise the development of a learning culture and develop infrastructure to increase capacity.
· [image: ]Strengthen financial sustainability.
· Enhance governance and leadership capacity.
· Implement advanced data and analytics systems.
· [image: ][image: ]Foster a high-performing and inclusive workplace culture.
· Strengthen Internal systems and infrastructure
OUTCOMES
	Service Excellence
	Service Partnership
	Advocacy
	Organisational Capacity

	Clients receive high-quality, responsive services from a skilled workforce, supported by continuous improvement and data-driven decision-making through robust evaluation
	Strong, trust-based partnerships drive innovation, expand service reach, and foster culturally inclusive, community-led solutions through shared expertise and collaborative action
	Empowered clients and communities actively shape advocacy efforts, driving policy and service improvements through authentic engagement, strengthened partnerships, and increased capacity to influence change
	A resilient, inclusive, and strategically led organisation with strong systems, diversified income, and a skilled workforce, enabling innovation, accountability, and sustainable impact



4. Key Duties and Responsibilities
4.1. Volunteer Recruitment and Workforce Planning
· Develop and maintain a sustainable volunteer workforce to support MIC programs with a particular focus on ACVVS and CHSP program.
· Recruit volunteers based on identified client needs, language requirements, cultural backgrounds and program priorities.
· Promote volunteer opportunities through community organisations, educational institutions, volunteer platforms and community networks.
· Maintain an active volunteer recruitment pipeline to meet current and future service demand.
· Participate in volunteer recruitment events and community engagement activities.

4.2. Volunteer Screening, Compliance and Induction
· Coordinate the end-to-end volunteer recruitment process.
· Conduct interviews and suitability assessments.
· Arrange and monitor mandatory compliance requirements, including:
· National Police Checks
· Working with Children Checks
· Reference Checks
· Right to Work verification
· Confidentiality Agreements
· Code of Conduct
· Coordinate volunteer induction and orientation.
· Ensure volunteers complete all mandatory training before commencing duties.
· Maintain accurate volunteer compliance records and renewal schedules.

4.3. Volunteer Coordination and Support
· Maintain volunteer availability and rosters.
· Work closely with the Project Lead to allocate volunteers according to client needs, language and location for CHSP and ACVVS program
· Coordinate volunteer replacements when required.
· Monitor volunteer attendance and participation.
· Respond to volunteer enquiries and provide ongoing support.
· Coordinate volunteer recognition and appreciation activities.
· Support volunteer wellbeing and retention.

4.4. Volunteer Administration
Maintain accurate volunteer records including:
· Recruitment documentation
· Compliance records
· Training records
· Volunteer availability
· Leave of absence records
· Service hours
· Exit documentation
· Incident reports
· Recognition records

Ensure volunteer information is maintained in organisational databases and complies with privacy requirements.

4.5. Volunteer Performance and Issue Resolution
· Address volunteer concerns and operational issues promptly.
· Manage volunteer leave of absence requests.
· Assist with resolving volunteer-client matching issues.
· Escalate performance or conduct concerns to the Senior Manager.
· Support volunteers through regular communication and supervision.
· Participate in volunteer performance reviews where appropriate.

4.6. Support to CHSP Programs
Working collaboratively with the CHSP Project Lead, the Volunteer Coordinator will:
· Recruit volunteers to meet changing client demand.
· Match volunteers according to participant needs.
· Ensure sufficient volunteer availability across programs.
· Monitor volunteer capacity and identify workforce gaps.
· Support implementation of both the Social Support Group and Individual Social Support Programs.


4.7. Quality, Risk and Compliance
· Ensure volunteer management complies with organisational policies and legislative requirements.
· Maintain compliance with CHSP, Aged Care Quality Standards and Work Health and Safety requirements.
· Report incidents, risks and concerns promptly.
· Participate in quality improvement activities.
· Support audits and accreditation processes.


5. Key Selection Criteria
Essential
· Qualification in Community Services, Human Services, Volunteer Management or a related field, or equivalent experience.
· Experience recruiting and coordinating volunteers for a minimum of two years in similar role
· Demonstrated ability to build relationships with diverse communities.
· Experience maintaining confidential records and databases.
· Strong organisational and administrative skills.
· Excellent interpersonal and communication skills.
· Ability to work independently and collaboratively.
· Demonstrated understanding of cultural diversity and person-centred practice.
· Current Victorian Driver Licence.
· High level computer skills including Microsoft Office and client management systems.


Desirable
· Experience working within aged care, disability or community services.
· Experience supporting volunteers from culturally and linguistically diverse communities.
· Ability to speak one or more community languages.

6. Conditions of Employment
· All offers of employment at the MIC are subject to a mandatory three-month probationary period.
· The successful candidate must produce a clear and current National Police Check and a valid Working with Children Check (WWCC) prior to commencement.
· Must possess a current Victorian Driver's Licence.
· Must hold, or be willing to obtain, a current First Aid Certificate.
· Must have eligibility to work in Australia.
· All MIC staff must work in close co-operation with other staff and volunteers of the organisation to achieve collective goals.
7. Key Performance Indicators
The Volunteer Coordinator will be measured against:
· Volunteer vacancies filled within agreed timeframes.
· Adequate volunteer workforce maintained to meet client demand.
· 100% completion of mandatory compliance checks before volunteer commencement.
· 100% completion of volunteer induction.
· Volunteer records maintained accurately and up to date.
· High volunteer retention and satisfaction.
· Timely response to volunteer enquiries and issues.
· Accurate maintenance of volunteer availability and leave records.
· Effective volunteer matching based on client needs.
· Positive feedback from volunteers, clients and staff.
· Compliance with organisational policies and funding requirements.

8. Key Relationships
Internal
· Senior Manager Strategic Projects,
· CHSP Project Lead,
· Care Finder Team,
· Aged Care and
· Disability Services Team,
· Volunteer Team,
· Operations Team.




External
· CHSP participants
· Volunteers,
· Clients,
· Community organisations,
· Educational institutions and
· Partner agencies.

9. Organisational Values
The Volunteer Coordinator is expected to:
· Demonstrate respect, integrity and accountability.
· Promote inclusion, diversity and cultural safety.
· Support volunteers to deliver high-quality, person-centred services.
· Foster teamwork and continuous improvement.
· Maintain professionalism, confidentiality and ethical practice.
· Uphold the vision, mission and values of the Migrant Information Centre (Eastern Melbourne).

10. How to Apply
To apply for this position, please submit your updated resume and a cover letter explicitly addressing the Key Selection Criteria in writing. Applications should be sent via  Ethical Jobs portals or  Email to mic@miceastmelb.com.au by no later than 23 August 2026 by 5.00p,

For further information or specific queries regarding the role, please contact Fiona Scoullar on 0370491600
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