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NORTHVALE SOFTBALL CLUB

POSITION DESCRIPTION – VOLUNTEER COORDINATOR 
The key function of the role is to co-ordinate all elements of volunteering within the club. The Volunteer Coordinator is to recruit, train, support and recognise volunteers throughout the club. Ensuring that all volunteers have the knowledge, training and support required to undertake and succeed in their nominated roles. 
RESPONSIBILITIES
· Create a detailed list of the volunteer requirements for the club in conjunction with the committee
· Consider the knowledge, skills and time required for each role
· Coordinate volunteer screening procedure when taking in new volunteers
· Support new volunteer inductions by organising relevant orientation and training days
· Coordinate volunteer rosters and work with the secretary to maintain club records
· Ensure the club has a suitable number of volunteers in each area of the club
· Be the primary contact for volunteers should they have any concern or problem
· Continually promote the efforts of the volunteers throughout the year  
· Submit regular reports to the club/group committee as required
· Attend committee meetings when requested
· Identify ways to improve the volunteering experience, either through training or support
· Work with the committee or selected subcommittee to develop and review volunteer support resources (e.g., volunteer handbook, role descriptions and training programs)
OTHER DUTIES
· Report activities to the membership at the Annual General Meeting. 
· Assist other committee members in their duties as required. 
ESSENTIAL SKILLS AND REQUIREMENTS 
The Volunteer Coordinator should possess: 
· Hold or willing to apply for a current volunteer “Working with Children Check” 
· Effective communication skills 
· Well organised and strong time management skills 
· Sound stakeholder management skills 
· Background in HR would be advantageous 

CODE OF CONDUCT
The Volunteer Coordinator agrees to: 
· Keep their comments to matters before the committee. 
· Attend meetings and be punctual. 
· Undertake review of documents prior to meetings, within timeframes requested. 
· Act in the best interests of the Club, and not bring the Club into disrepute. 
· Exercise appropriate care and diligence. 
· Not make false statements or falsify records. 
· Act appropriately to not gain advantage for themselves or others. 
· Not make offensive statements or comments or behave improperly. 
· Ensure as the Chairperson that all opinions are heard equally and respectful. 
· Declare any potential conflicts of interest and stand aside from discussions and voting on such matters deemed to be a conflict of interest 
· Keep all matters in confidence and not disclose any matters of sensitive business to the general public, members of staff or other associates of the Club 
CONFLICT OF INTEREST
If at any stage the Volunteer Coordinator becomes aware of a personal conflict of interest, real or perceived, they should immediately notify the Club Committee, where it will be noted and managed as required for transparent management. 
END OF YEAR HAND OVER 
UPDATING OF DOCUMENTS 
At the end of each year a key activity of the Volunteer Coordinator will be to review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated position description must be provided to the club secretary prior to the Annual General Meeting each year. 
INDUCTION OF THE INCOMING VOLUNTEER COORDINATOR  
An important responsibility of outgoing Volunteer Coordinator is to train, mentor and support the incoming Volunteer Coordinator. 
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