
Volunteer Coordinator 
Job Description 

Reports to: Senior Pastor 
Status: Part Time 
Effective: 6/5/2018 
Job Summary: Engage new and current members into discipleship, facilitate new member 
activities 

Essential Functions 
• Develop (oversee) and coordinate volunteer committee 
• Recruit volunteers as requested by committee chairs and staff 

o Serve as liaison between committees 
o Organize quarterly meetings with committee chairs 
o Foster committee collaboration 

• Spiritual Gifts 
o Develop and maintain spiritual gifts database 
o Facilitate and schedule spiritual gifts workshops and facilitators 
o Facilitate one-on-one invitations to volunteer 
o Match programs and program development to gifts and talents of members 
o Bridge/facilitate between newly identified gifts and the program/person 

responsible 
• New members 

o Match new members with established members as mentors 
o Facilitate with pastor the new member conversations 

▪ Coordinate spiritual gifts workshops 
o Facilitate intentional hospitality toward new members and visitors (Janet said 

at one church she attended they were called the “traveling friendlies.” It was 
their function to seek out visitors, engage them in conversation and include/
introduce them to other members.) 

• Volunteer recognition 
o Install volunteers periodically throughout the year 
o Celebrate volunteers 

 
Other Responsibilities  

• Participate in weekly staff meetings and annual staff retreat 
• Participate in Sunday morning activities (learning hour, worship, and fellowship hour) 
• Be cross-trained in basic administrative assistant duties (bulletin and newsletter 

creation, recording attendance, answering phone and e-mail, etc…) so as to be able to 
cover office when the administrative assistant is on vacation 

• Other duties as assigned 

Minimum Qualifications 
• Able to use many forms of communication (i.e. - phone, e-mail, social media, and 

texting) 
• Demonstrated inter-personal skills to encourage and celebrate others 
• Flexibility in schedule. This role will require attending some evening/weekend 

meetings. 

Physical Requirements: 
• Able to move freely in and out of different small group settings (homes and church) 
• Able to use a phone and computer 

Core Competencies: 



• Interpersonal Skills: Demonstrates the ability to lead others. Demonstrates the skills 
of active listening and openly accepts criticism. Productively engages and resolves 
interpersonal conflict. Holds others accountable in a spirit of love. Engages people 
positively, with a demeanor of optimism and abundance. 

• Hospitality/Accessibility: Generates a sense of hospitality by his or her very presence; 
communicates a sense of availability, warmth, openness and approachability; fosters 
natural connections between members of the congregation and with visitors; supports 
a culture of welcoming and connection in the life of the congregation. 

• Management Skills: Demonstrates commitment and flexibility in scheduling regular 
meetings and volunteer gatherings. Understands his/her leadership style and 
temperament type and adapts leadership behaviors to meet the needs of the situation. 
Delegates, empowers, and holds other leaders accountable.  

• Leadership Development: Is a good judge of talent and spiritual giftedness. Can 
accurately project how people are likely to perform in a variety of settings. Provides 
challenging and stretching tasks and assignments for developing leaders. Stretches 
people to try new skills and accept new levels of responsibility.  

• Spiritual Formation/Discipleship: Demonstrates an understanding of spiritual 
formation/discipleship as a journey or process; invites others into reflection about 
personal spiritual journey; teaches a variety of spiritual practices to lead others in 
deepening and developing spirituality; creates teaching and small group environments 
that promote discipleship. 

• Helping Orientation: Demonstrates concern for and attends to the needs of the 
congregation’s internal and external constituents; projects a sense of empathy and 
understanding when dealing with members and friends of the congregation; is able and 
willing to supply answers and resources that others find satisfying. 

• Motivating Others: Creates a climate in which people want to do their best; can 
motivate volunteers and members; empowers others; invites shared input and decision 
making; makes each individual feel his/her work is important. 

• Verbal Communication: Is able to deliver a message clearly, articulately and with 
appropriate emotion in a variety of settings; demonstrates communication styles 
appropriate to the situation at hand; adjusts the message, without losing the essence 
of it, depending on the circumstance and the listener. 

• Written Communication: is able to write clearly and succinctly; employs correct 
grammar, punctuation and patterns of speech; clearly delivers message in a tone 
appropriate to the context.


