[image: image1.jpg]



Cincinnati Youth Collaborative
Volunteer Manager
Position Title: Volunteer Manager
Reports to: Chief Program Officer
General Responsibilities:  (1) Recruit, train, recognize and coordinate volunteers to support CYC programs and services.  (2) Measure impact and retention of volunteers (3) Provide a high level of customer service to all volunteers
Specific Duties and Responsibilities:
· Works closely with CYC’s program, development and executive teams to develop and implement strategies, objectives and goals for CYC’s Volunteer Program. 

· Works closely with internal stakeholders to coordinate corporate and community volunteer engagements with the organization
· Serve as the lead CYC staff person for the CYC Volunteer Committee

· Develop and executive a robust volunteer recruitment strategy

· Collect, compile and maintain all necessary records and information required by the volunteer program, including the volunteer database and organizing all background checks
· Develop volunteer training curriculum and effectively and enthusiastically deliver training for volunteers 
· Lead the planning and execution of volunteer appreciation and recognition events including, but not limited to:
· Annual thank-a-thon
· Volunteer appreciation week events
· National Mentoring Month Celebration
· Provide information to staff, students, schools and partner organizations, as well as the general public regarding volunteer needs and program requirements
· Ability to identify and analyze training and volunteer needs and apply resources effectively to meet those needs
· Compile and analyze volunteer data and use it for continuous improvement of volunteer management.
· Ensure adherence to program policies and other requirements 
· Works closely with the CYC Development Manager to maximize corporate and community partnerships around the full scope of needs for CYC (Volunteers & Revenues)

· Collaborates clearly with the CYC Development Manager regarding partner prospect cultivation and identifying the proper owner at a given point in time for each overlapping relationship.
Qualifications: 


· Bachelor’s Degree required with equivalent combination of education and experience in volunteering, mentoring or youth related programs

· Strong and responsive customer service skills 

· Excellent interpersonal, oral, and written communication skills 

· Excellent organizational skills, time management skills and ability to effectively balance and integrate task-oriented and process-oriented responsibilities

· Proven success in working with diverse populations (students, parents, volunteers, school staff, corporate representatives) in a variety of settings, including those from low-income and/or urban backgrounds

Knowledge, Skills and Abilities 
· Excellent customer service including working with corporate partners
· A strong understanding of volunteer value and advocate for volunteers

· Lead and coordinate the work of a team of volunteers
· Ability to demonstrate impact of volunteers while taking into consideration volunteers’ abilities and interests
· Build an atmosphere of teamwork and commitment between staff and volunteers 

· Strong project management and problem solving skills 
· Ability to identify and analyze volunteer needs and apply resources effectively to meet those needs

· Ability to effectively communicate the work of CYC to the community

· Strong presentation skills including excellent Microsoft Powerpoint or other presentation software 
· Knowledgeable about volunteer training curriculum, volunteer recruitment and retention
· Self-starter with the ability to work independently
· Professional image

· A commitment to continued professional development
To apply:

Qualified interested candidates may apply in confidence by submitting cover letter, resume and salary range, as well as completion of the on-line application, to:

Janet M. Ziegler
Human Resources

hr@cycyouth.org
CYC is an Equal Opportunity Employer
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