San José Public Library

Coordinator of Volunteer Engagement
The Coordinator of Volunteer Engagement will oversee volunteer activities for the branch/unit, serving as the primary “go-to” person for volunteer matters. This person will understand the full scope of volunteer activities at the branch/unit; the library’s priorities for volunteerism; and related techniques, policies, and procedures. The Coordinator may choose to share these responsibilities with a staff/volunteer team. It is critical that the Coordinator be part of the branch/unit decision making group or able to approach and work with the group. 
Responsibilities of the Coordinator of Volunteer Engagement:

· Oversee all volunteer activities for the branch/unit, serving as the “go-to” person for volunteer matters.

· Work with branch/unit staff to identify and develop volunteer positions. Create leadership positions where applicable.
· Serve as the Volunteer Engagement specialist at the site; collaborating with staff and volunteers to:
· Develop volunteer position descriptions.

· Promote volunteer opportunities in the community and use contacts to identify potential volunteers. Ensure postings are placed with online volunteer recruitment sites such as VolunteerMatch and with professional organizations associated with the volunteer position.
· Interview and select volunteers for positions that match their skills and interests with the Library’s needs.
· Develop work plans when appropriate.
· Orient and provide ongoing support to volunteers.
· Ensure that volunteers are recognized for their service and achievements in a manner meaningful to them.
· Attend volunteer-related training and train other staff at the site as needed.
· Ensure that accurate records of volunteers are maintained (applications, agreements, etc.) and meet City of San José retention requirements. Report monthly statistics on the MSR.

· Serve as the branch/unit contact for the Volunteer Services Coordinator.
· Participate in a learning community with the Volunteer Services Coordinator and other Coordinators of Volunteer Engagement to share ideas, experiences, and best practices toward the continuous improvement of the program.
· Work with staff and volunteers to promote system level volunteer training and events.
