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Position Details 

NAME:  

JOB TITLE: Volunteer Coordinator 

ENTITY/LOCATION: St Agnes’ Parish 

MANAGERS / 

SUPERVISORS 

General Manager of Human Resources  

DATE OF COMPLETION May 2019 

DATE OF REVIEW  

 

Our Vision “Everything is to be oriented towards the praise and glory of God” 

Our Mission 

 

The St Agnes Parish community strives to make Our Vision a reality by a commitment to: 

Holiness in the image of Christ 

Proclaim the good news of salvation 

Minister within the faith community 

The service of all, particularly those in need. 

 

1.  PRIMARY PURPOSE OF POSITION 

Service is at the heart of the vision and mission of St Agnes’ Parish. The act of volunteering in the service of 

others is an expression of faith and love that is highly valued in our Parish.  

The primary purpose of the position is to be a central point of coordination between our volunteers and the 

Service Areas of the Parish that need volunteers. It coordinates the processes for the involvement and 

engagement of volunteers throughout the Parish.  

The role is responsible for ensuring all volunteers have the necessary checks in place so that the Parish 

complies with the legislative requirements associated with volunteers in our workplace.  

An important part of the Volunteer Coordinator’s role is collaborating with relevant stakeholders in each 

Service Area to promote volunteering internally and externally with the aim of developing volunteering 

throughout the Parish in a manner that aligns to our Mission, Vision and Values. 

This Position Description is provided for indicative purposes and does not represent a comprehensive 

reflection of the role. The day-to-day tasks and duties of this position will be developed as work 

priorities dictate. These will be discussed between the supervisor and the staff member and will reflect 

the strengths and skills of the successful candidate.   

The Employer reserves the right to vary this Position Description in response to changing needs. In fulfilling 

this purpose the incumbent is required to be familiar with, support and act in accordance with the Parish 

Vision and Mission as they relate to this position. 
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2.  KEY RESULT AREAS AND RESPONSIBILITIES  

1. Coordination of Volunteer 

Workforce 

 Collaborate with Service Areas to provide a volunteer placement and 

support program that delivers quality services and support based on 

the needs of each Service Area 

 Engage with each Service Area to build volunteer capabilities with a 

view to increasing the number of volunteers and volunteering 

opportunities  

 Match the needs, qualifications, skills and experience of the 

volunteers to volunteer opportunities within the Parish and its Service 

Areas 

 Provide the Parish with relevant tools to attract, recruit and manage 

volunteers: e.g. recruitment material, induction material, compliance 

and policy requirements, volunteer recruitment strategies. Ensure 

Service Area Managers utilise these tools as appropriate, 

 Develop, in consultation with key stakeholders across the Parish, and 

enact a volunteer recruitment plan 

 Train and support managers across the Parish, who oversee 

volunteers, including through the recruitment & induction process 

 Ensure volunteers adhere to the relevant compliance requirements 

and are properly inducted and oriented to the Parish via the 

appropriate induction and orientation processes  

 Promote programs that recognise and reward the contribution of 

volunteers  

 Respond to ad hoc volunteer inquiries from Parishioners and others in 

the community 

 Act as a central point for volunteering enquires across the Parish 

 Maintain efficient office systems, records and procedures 

 Provide highly effective leadership to the volunteer workforce through 

an understanding of faith-based service and a strong client experience 

focus  

 Ensure volunteers feel valued, supported and form an integral part of 

the Parish team and workforce 

 Understand that not all Parish volunteers have a desire to be actively 

engaged in broader Parish opportunities – value each volunteer on 

their individual desires 

2. Compliance  Conduct appropriate screening checks for volunteers 

 Maintain appropriate record keeping around screening/compliance 

checks (for auditing purposes) 

 Address the National Safeguarding Standards and ensure all other 

relevant compliance standards are met 

 Provide the tools and processes for Service Areas to meet all WHS 

compliance requirements for volunteers (in consultation with WHS 

Manager) 
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 Develop good working relationships with the Parish WHS team to share 

best practice and learning in WHS 

 Provide guidance to Service Areas on regulatory issues relating to 

volunteering as required 

 Actively collaborate with the broader organisation in terms of meeting 

compliance and regulatory requirements and accreditation standards 

 Ensure volunteers are aware of, and understand, the policies and 

procedures of the Parish and are informed of any changes and updates 

3. Promotion of Volunteering 

Opportunities 

 Create awareness and support managers throughout the Parish in 

identifying opportunities where individual volunteers can add value to 

the Parish and/or its residents/participants/children/clients  

 Collaborate with the relevant internal key stakeholders to identify 

volunteering opportunities within the Parish for individuals and events 

requiring volunteers and co-ordinate volunteers for such events  

 Ensure volunteers are placed in areas they find fulfilling and where 

their service to the Parish adds the greatest value  

 Collaborate with Marketing & Communications, to ensure Volunteering 

has an ongoing presence on the Parish website, The Pulse (intranet) 

and social media 

 Collaborative with Marketing & Communications to develop and 

maintain marketing and promotional materials relating to volunteering 

(e.g. advertisements, certificates of appreciation etc.) 

 Promote the Parish Volunteering ‘Brand’, (e.g. during Volunteers week)  

 Place volunteer position ads as appropriate (e.g. Seek.com.au and 

GoVolunteer.com.au) and keep ads current 

 Act as a source of information for Service Areas managers and 

volunteers on processes and procedures for volunteering in the Parish 

4. Maintain and manage the 

Volunteer Database 

 Develop, provide and maintain a volunteering database that meets the 

requirements of the Parish and its service areas 

 Support the implementation of a Volunteer Database 

 Provide training and training tools for utilising the database to Service 

Areas (as required) 

 Report on the state of volunteering Parish-wide (including monitoring 

volunteer numbers and compliance status) to relevant stakeholders 

and Service Areas.  

5. Relationship Management  Develop strong, effective and consultative working relationships with 

key internal and external stakeholders including relevant Service Area 

managers, Presbytery staff, Parishioners and volunteers  

 Develop cost effective strategies for promoting volunteering 

opportunities for the Parish  

 Use opportunities to communicate effectively and efficiently volunteer 

experiences across all Service Areas and promote the mission of the 

Parish through volunteering to a wider community audience. 
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6. Work Health & Safety  Proactively drive and commit to high standards of work health and 

safety for St Agnes’ Parish and be accountable for leading a culture 

where the health, safety and wellbeing of workers is truly valued 

 Understand the Parish’s key inherent work health and safety risks, 

critical control processes and the resources that are required to 

mitigate risk.  Maintain monitoring mechanisms to confirm these 

mitigating controls are applied, available and effective.  When major 

work health and safety vulnerabilities are identified or failures occur, 

management system level corrective actions are implemented. 

 In consultation with key stakeholders consider work health and safety 

implications in decision-making and ensure these are explained when 

communicating a decision.   

7. Professional Development  Keep abreast of developments in each of the above areas and 

undertake prescribed training to hone and update skills at all time. 

8. Other duties as required  Any other duties as directed from time to time. 

 The Employer reserves the right to vary this Position Description in 

response to changing needs 

 

3.  PERFORMANCE CRITERIA 

This position is performed well when: 

 All work is performed in a manner consistent with Parish Mission Statement and Values and in accordance 

with organisational standards and practices 

 All volunteers are appropriately inducted and orientated to St Agnes’ Parish 

 St Agnes’ Parish is fully compliant with 100% of volunteer checks in place 

 There is growth in volunteer numbers to ensure we meet the demands of the Parish 

 All volunteers have access to, and understand, policies and procedures relevant to their work 

 All volunteers have a brief role profile that is agreed and understood 

 All volunteers adhere to their obligations under the Work Health and Safety Act 

 Relevant internal key stakeholders are appropriately engaged in the Volunteering process  

 There is a genuine commitment to the ongoing learning experiences and professional development of  

self and volunteers (as appropriate) 

 

 

4.  EXPERIENCE, QUALIFICATIONS AND SKILLS FOR THE JOB 

 

An understanding of the Catholic faith and an appreciation its value systems, beliefs and practices.  

EXPERIENCE 

 2-5 years’ experience coordinating volunteers or a volunteer program (preferable) 

 Experience in volunteer/staff recruitment, training, support and coordination (preferable) 

JOB RELATED REQUIREMENTS 

 Current National Criminal History Record Clearance 

 Current NSW Drivers Licence 
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SKILLS & ATTRIBUTES AS A PERSON 

 Actively promote St Agnes Parish Vision, Mission, and Code of Conduct in Practice 

 Commitment to work in harmony with Catholic Values and Principles 

 Demonstrated ability to consult and collaborate 

 Sound time management, planning, and organisational skills to meet the demands of a busy position 

 Proven networking and relationship management skills 

 Strong interpersonal, verbal and written communication skills 

 Proactive approach 

 Customer focus 

 Demonstrated capacity to work both autonomously with limited support and as a team member 

 Proficient in using a range of Microsoft Office packages including Excel 

 

 

 

 

 


