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Who are Volunteers?

What are the Similarities and Differences?

Similarities Differences
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What are the key volunteer positions?
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Work one role through the following diagram
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Example of the templates on www.harboursport.co.nz

Do)\ H9-0 )+ 2 Volunteers Examples [Compatibility Mode] - Microsoft word
| Home | mset  Pagelajout  References  Mallings  Review  View  Adddns @

# cut - : = % 34 Find -
E Calibri 18 i | naBocene | aaBbcene AaBb( AaBbCi AaBb( AaBbeel B Replace
%

Past: - 3 ~ - - i Chi
R — |n I U - e x X Aa HE?J A \ == EE] THormal |7 NaSpaci.. Headingl  Heading 2 Title Subtitle = St;::?_e ¥, S
Clipboard il iE] Styles il Editing

&

Job Description- VOLUNTEER COR.D!NATO.'-'\’,'I

The vol coordinator is respy ~ urce planning, recruiting, selection, training
and recognitian of Clupngme voluntesrs.

Responsible to:

bl coarginater is directly resp the Fresigent of glypngms ne the members of
clipname

Keytasks and responsibilities

The volunteer coordinater should:

+ Assess human resource needs for the clubs geners| running and specizl events.
+ Reeruit and recommend the appci f valunteers to roles that suit them
» Organise volunteer orientation and induction.

« Workwith the secretary on volunteer rosters and maintaining records.
+Igentifyang org raining and egucation opportunities for valunteer

« Ensure volunteers are reimbursed for approved out-of-pocket expenses.
*Ensure all volunteers are recognised for their fforts

* Submit regular reports to the club/group committee.

Knowledge and skills required

Igeallya valunteer coarginator s somecnewha:

* Communicates effectively ang has goodinterpersonal skills
* |5 positive and enthusiastic.

+lswrell organised.

WVolunteer Coordinator code of ethics
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Job Description- VOLUNTEER CORDINATOR

The volunteer coordinator is responsible for human resource planning, recruiting, selection, training and recognition of
clubname volunteers.

Responsible to:

The volunteer coordinator is directly responsible to the President of clubname and the members of clubname.

Key tasks and responsibilities

The volunteer coordinator should:

e Assess human resource needs for the clubs general running and special events.
e Recruit and recommend the appointment of volunteers to roles that suit them.
¢ Organise volunteer orientation and induction.

e Work with the secretary on volunteer rosters and maintaining records.

e |dentify and organise the training and education opportunities for volunteers.
¢ Ensure volunteers are reimbursed for approved out-of-pocket expenses.

e Ensure all volunteers are recognised for their efforts.

® Submit regular reports to the club/group committee.

Knowledge and skills required
Ideally a volunteer coordinator is someone who:
o Communicates effectively and has good interpersonal skills.

e |s positive and enthusiastic.
¢ Is well organised.

Volunteer Coordinator code of ethics
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Retention Strategies

Strategy Who When

1.
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Recruitment Strategies

Strategy Who When

1.
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Management of volunteers

Strategy Who When

1.
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Notes

For further information please contact:
Riki Burgess sportd@harboursport.co.nz
Duncan Robertson activemovement@harboursport.co.nz
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