Houston Food Bank


POSITION DESCRIPTION

Position Title:
Director of Volunteer Services
Department:
Resource Development
Classification:
Salaried/Exempt
Approved By:

REPORTING RELATIONSHIPS

Position Reports To:  Chief Development officer

Positions Supervised:  volunteer services Assistant and Volunteer Coordinator
POSITION PURPOSE
The Houston Food Bank, through volunteer effort and philanthropy, makes the world a better place by improving the human condition and eliminating hunger and its root causes.  Our good work affords people the opportunity to be part of something greater than themselves by investing time, talent and treasure in their fellow man.   Volunteer Services is an integral part of our ability to connect people to our mission.  


Responsible for the leadership of the Volunteer Services Department and the critical role it plays with-in the resource development department.  Includes recruitment, scheduling, training, budgeting, metrics and evaluation of the department.  Also includes producing special volunteer events, creating and implementing a volunteer recognition and development program and managing the volunteer database.  Position is responsible for hiring, supervising and training two or more employees.
ESSENTIAL FUNCTIONS AND BASIC DUTIES

1.
Assumes responsibility for the effective utilization of volunteers.
a.
Drives an organizational ethic that maximizes the utilization of time, talent and treasure from each individual volunteer.

b.
Enssures communication with prospective group and individual volunteers to schedule dates of service.
c.
Maintains volunteer schedule calendar and distributes it to appropriate individuals and departments.

d.
Works closely with warehouse management to ensure the most effective placement of volunteers.
e.
Assists other HFB departments, as necessary and when possible, to fill volunteer needs.


f.
Activly participartes in securing matching gifts.


g.
Leads weekly scheduling meetings.

2.
Assumes responsibility for personally interfacing with volunteers and groups, serving as a “face” of the organization.


a.
Works with the resource development staff in properly serving and advancing our relationship with organizations that provide volunteers.
b.
Welcomes volunteers and provides information about the organization and tours as appropriate.

c.
Participates in regional volunteer administrator organizations.
d.
Promotes goodwill and a positive image of the Organization. 

3.
Assumes responsibility for the accurate and timely metrics reporting for the Volunteers Services Department. 
a.  Manages volunteer database (proper recording  and sourcing of contact information).

b.  Ensures that group and individual volunteer hours are captured and recorded monthly.
c.
Ensures that metrics are reported as necessary to appropriate individuals and departments.
d.
Provides documentation of work performed to interested individuals and groups.

e.
Analyzes and evaluates metrics and works with management to ensure objectives of the Volunteer Services Department are being optimized.

4.
Assumes responsibility for the effective recruitment, indentification and cultivation of volunteers.
a.
Develops and implements a goal-orineted strategic program to recruit volunteers to meet the growth needs of the Organization.
b.
Provides appropriate orientation training and produces all collateral materials.
c.
Identifies and cultivates volunteers who demonstrate an interest and ability in serving the Organization through other means, (i.e. gift giving, board service, etc.)  Reports these individuals to the Chief Development Officer when appropriate.
d.
Develops and implements an acknowledgement, cultivation and appreciation program for volunteers. 

5.
Assumes responsibility for related duties as required or assigned.
a. Ensures that work area is clean, secure, and well maintained.


b.
Performs miscellaneous projects as assigned.

c.  Updates technical skills as required.

d.  Attends meetings as necessary.

PERFORMANCE MEASUREMENTS

1.
Volunteer functions are performed effectively and in accordance with established policies and procedures.

2.
Professional business relations exist with volunteers.

3.
Volunteers are recruited and scheduled effectively.

4.
Required reports are generated accurately and timely.

5.
Management is notified of significant problems.

6.
Employee exhibits less than two occurrences a year of unsatisfactory customer service performance.
7.
Employee exhibits less than two occurrences a year of unsatisfactory interactions/communications with peers/staff.
QUALIFICATIONS

Education/Certification:
Bachelor Degree
required knowledge:
Proficiency in Microsoft Word, Excel and Outlook (Raiser’s Edge experience is a plus)



(CRM knowledge is a plus).
experience required:
Minimum of 3 years related work experience.
skills/abilities:

Excellent human relations skills.


Ability to work with people from a variety of backgrounds.



Excellent verbal and written communications skills.


Ability to work in a fast paced environment with changing priorities.



Ability to speak in public.



Excellent organizational skills.


Attentive to detail.



Ability to coordinate well with other departments and personnel.

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION

finger dexterity:

Using primarily just the fingers to make small movements such as typing, picking up


small objects, or pinching fingers together.

TALKING:

Especially where one must frequently convey detailed or important instructions or ideas 
                                                         accurately, loudly, or quickly.

AVERAGE HEARING:

Able to hear average or normal conversations and receive ordinary information.

REPETITIVE MOTIONS:

Movements frequently and regularly required using the wrists, hands, and fingers.

AVERAGE VISUAL ABILITIES:
Average, ordinary, visual acuity necessary to prepare or inspect documents or products, or 
                                                         operate machinery.

PHYSICAL STRENGTH:

Medium work; exerts up to 50 lbs. of force occasionally, and/or up to 20 lbs. frequently,


and 10 lbs. constantly.

WORKING CONDITIONS

NONE:

No hazardous or significantly unpleasant conditions.  (Such as in a typical office.) Frequently walks through warehouse and participates off-site at special events.
MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION

REASONING ABILITY:

Ability to deal with a variety of variables under only limited standardization.



Able to interpret various instructions.
MATHEMATICS ABILITY:
Ability to perform basic math skills, use decimals to compute ratios and percents, and to draw and interpret graphs.

LANGUAGE ABILITY:

Ability to read a variety of books, magazines, instruction manuals, atlases, and encyclopedias.  
Ability to prepare memos, reports, and essays using proper punctuation, spelling, and grammar.

Ability to communicate distinctly with appropriate pauses and emphasis; correct punctuation (or sign equivalent) and variation in word order; using present, perfect, and future tenses.

INTENT AND FUNCTION OF JOB DESCRIPTIONS

Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are selected.  They are also essential to an effective appraisal system and related promotion, transfer, layoff, and termination decisions.  Well constructed job descriptions are an integral part of any effective compensation system.  

All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the positions.  In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.  

In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.  However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the organization.

Job descriptions are not intended as and do not create employment contracts.  The organization maintains its status as an at-will employer.  Employees can be terminated for any reason not prohibited by law.

Rev. 4/14/2008
Director of Volunteer Services
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