VOLUNTEER SERVICES MANAGER
JOB DESCRIPTION




	GENERAL INFORMATION

	Position Title:
	Volunteer Services Manager

	FLSA Classification:
	Full-time, non-exempt

	Reports to:
	Director of Community Impact

	Date Last Reviewed:
	October 26, 2026



	JOB SUMMARY



The Volunteer Services Manager will support the work of literacy by overseeing volunteer recruitment, training, scheduling, engagement, and program evaluation, ensuring volunteers are aligned with the United Ways mission as it pertains to the United for Literacy initiative and the Community Solutions Action Plan (CSAP). The stewarding of volunteers is critical for students needing assistance in advancing their reading skills. Typical duties include designing volunteer programs, managing onboarding, supervising volunteer teams, resolving conflicts, tracking metrics, and leading retention and recognition efforts. This position will focus on increasing this service in the community so that every first grader needing assistance with reading will have access to a volunteer or paid mentor either one-on-one or in a group. This role coordinates with the Youth Literacy Manager in the placement of volunteers into schools. 

	DUTIES AND RESPONSIBILITIES



1. Recruitment & Outreach
· Develop targeted recruitment strategies and campaigns. 
· Conduct outreach through community events, partnerships, and online platforms (WeVolunteer.org), including churches and businesses surrounding the schools 
· Review applications and screen volunteers for eligibility and fit. 
· Develop Literacy Ambassadors for volunteering at community events and engagements.
2. Onboarding & Training
· Develop training sessions for new and ongoing volunteers
· Oversee orientations, training materials, and competency benchmarks. 
· Maintain volunteer handbooks and training programs. 
3. Volunteer Supervision & Support
· Determine a plan for scheduling volunteers in concert with the Youth Literacy Manager and the specific needs of each school that United for Literacy is engaged with
· Provide stewardship of volunteers through coordinated and consistent communication and volunteer recognition
· Schedule volunteers and ensure adequate coverage across programs, including substitutions
· Provide coaching, conflict resolution, and performance feedback. 
· Support volunteers during events and organizational activities. 
· Determine a plan for scheduling volunteers in concert with the Youth Literacy Manager and the specific needs of each school that United for Literacy is engaged with
4. Program Strategy & Evaluation
· Design and evaluate volunteer structures and pathways. 
· Track KPIs, retention metrics, and program impact. 
· Ensure compliance with policies and regulations. 
· Work towards the development of this volunteer service as a free standing organization
5. Recognition & Retention
· Develop recognition programs to maintain engagement. 
· Foster a positive, inclusive volunteer culture that thrives on retention

6. Other duties as assigned to support all literacy efforts, as needed.


	MINIMUM QUALIFICATIONS



Education: 

· Bachelor’s degree in education or a field related to the skills and responsibilities of the job. Candidates without a bachelor's degree but with relevant experience will be considered.

Skills and Experience:

· Three to five years working in education and/or human services field with a focus on volunteerism. 
· Possess a valid driver’s license, vehicle and the ability to pass an enhanced background check (for school access) 
· Conflict resolution and coaching abilities.
· Organizational and project management skills.
· Data tracking and reporting capabilities.
· Strategic thinking and community engagement experience
· Exceptional customer service
· The ability to communicate and interact respectfully with individuals from all different backgrounds and abilities and cultures
· Exceptional communication skills, both written and verbal
· Possess an understanding of literacy interventions and the importance of volunteer readers and/or  for children struggling to read at grade level
· Acuity with data bases and/or applications that track and monitor volunteers, hours served, emergency contact information, substitution capabilities and more
· Available to work evenings and weekends, as needed

	WORKING CONDITIONS



United Way is the leader and trusted partner in improving lives, tackling key community issues, and making the community a better place for all.  Work is carried out with the intent of always delivering on the mission of the organization.   The environment is generally represented by normal office conditions but can vary with organizational demands. Timely completion of special requests, projects and meeting deadlines associated with primary duties is expected and may require time outside the posted workday. 

Travel Requirements:

· Frequent local travel within the regional area, including occasional evenings, and weekends.
· Reliable personal transportation required.
· Valid Driver’s License and Insurance required.

Physical Requirements:

· Good vision and hearing acuity (with adaptive aids if necessary).
· Manual dexterity and frequent repetitive hand/arm movements utilizing computer keyboard.
· Constant sitting with frequent standing and walking.
· Occasional bending/stooping, kneeling, pushing, reaching, squatting, and moving/lifting approximately 25 to 50 pounds. 

	DISCLAIMER/SIGNATURES



This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  The employee will be required to follow any other job-related instructions and to perform any other job-related duties requested by the employee's supervisor.

Requirements are representative of the minimum levels of knowledge, skills, and/or abilities to perform this job successfully.  The incumbent will possess the abilities or aptitude to perform each duty proficiently.

United Way of Rock River Valley is an equal opportunity employer. 

This document does not create an employment contract, implied or otherwise.  The employment relationship is at will.

Signature indicated acknowledgment of receipt only:

Employee: _____________________________________ Date: __________________

Supervisor: ____________________________________ Date: __________________
