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Volunteer Placement Coach

Gardens Campus

Part-Time, Nonexempt Position

Department: 102-313

This position assists Adult Ministries in connecting people to ministry opportunities based on assessment of gifts, skills, and ministry interests and reports to Director of Adult Ministries.

Experience/Education:

· Three to five years experience in volunteer recruitment and development.

· Undergraduate or Associate Degree strongly preferred.

· Strong computer skills in MSWord, MS Outlook, Shelby, and data management. Experience with MS Power Point and MS Publisher is also preferred.
Responsibilities: 

· Develop a catalog of volunteer opportunities for ministry areas of Christ Fellowship.

· Coordinate with ministry team leaders, pastoral staff and associate program staff to determine current ministry volunteer opportunities.

· Develop and maintain job descriptions for volunteer ministry positions in the church.

· Coordinate one-on-one interviews with all 301 class members. Use available resources (Shelby data base, members profiles, ministry networks, spiritual gifts training), to develop and implement a system to assist people in discovering their spiritual gifts, talents, skills and ministry interests.

· Assist pastors, directors, and ministry team leaders in recruitment/linkage of volunteers to serve in ministry.  

· Contact potential volunteers and clarify goals and expectations.

· Follow up on volunteer placements.
· Assist with ministry fair as needed.
· Assist in the G.I.G. 101 or 301 classes as needed.

· Other duties as assigned.

Requirements:

· Commitment to honestly care for people. Possesses excellent people skills.

· Requires the ability to accomplish assigned projects through other ministry staff; utilizing highly developed communication (written and verbal), project management, time management and collaboration skills.

· Demonstrates the ability to perform high quality, detailed work.

· Demonstrates the ability to think strategically while staying focused on the accomplishment of current departmental priorities.

· Able to handle confidential matters and material with excellence.

I’ve read and I understand the duties and responsibilities of this position. 
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