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ABC Community Church

Volunteer Manager
Job Description

 
Position Purpose:
To ensure church volunteers are processed, approved and placed in a 



volunteer role in a positive and professional manner. 

Position Reports to:     Business Administrator 
Salary Range:

$XX,000 - $XX,000


Principal Accountabilities:

· Oversees day-to-day operations of Volunteer Department, including coordinating flow of weekly work assignments.

· Responsible for ensuring all volunteer written material (application, marketing material, job descriptions and schedules) for ABC Community Church meets all standards of excellence.

· Responsible for ensuring all volunteer communications are timely and professional.  

· Responsible for management and problem resolution for office staff and volunteers.

· Responsible for recruitment, processing, training and placement of church volunteers.

· Consults with all church ministries regarding selection and placement of ministry volunteers.  

· Responsible for monitoring and managing staff and volunteer development opportunities to ensure staff and volunteers stay current with changing policies, procedures and technical skills.

· Solicits volunteer feedback and incorporates continuous improvement into volunteer departmental process based on volunteer feedback.
· Manages volunteer department budget and ensures fiscal responsibility.
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