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JOB DESCRIPTION
Job Title: Volunteer and Events Organizer (Full Time, Non-exempt)
Location:  Glenville, NY
Pay Rate:  $25.65/hour
Category: Manager 

Oversee activities for one or more programs for the organization.  Often engaged in program client communication.  May be responsible for establishing and managing partnerships with public and private organizations, training staff and volunteers and reporting on program outcomes.  Duties include research, correspondence, mailings, filing, in-putting data, budgeting and maintaining program databases.  May supervise up to five (FTE) staff.

Job Summary:  The Volunteer & Events Coordinator manages CAPTAIN CHS’s volunteer program operations and provides administrative and logistical support for fundraising events. This role oversees volunteer intake, onboarding, scheduling, training coordination, communications, and tracking hours/engagement in NeonCRM. The position also supports fundraising event execution by coordinating volunteers, timelines, vendors, registration, and day-of logistics under the direction of the Director of Philanthropy and Community Engagement.  Standard schedule is Monday-Friday.  Occasional evenings and/or weekends are required to support events and volunteer activities. Typical frequency: 1-3 events/month during peak seasons (varies).

Duties and Responsibilities:  
Volunteer Program Coordination

· Serve as the primary point of contact for volunteer inquiries and applications.

· Manage volunteer intake workflow: application review, interviews/meet-and-greets, placement, onboarding steps, and required documentation.

· Coordinate volunteer scheduling and placement in collaboration with program managers to meet program needs.

· Maintain volunteer records in NeonCRM (applications, placements, hours, participation, contact information).

· Track and report volunteer hours and engagement (monthly/quarterly reporting as requested).

· Coordinate volunteer orientation and training (schedule sessions, track completion, maintain training records).

· Support volunteer communications: updates, reminders, schedules, and recognition activities.

· Coordinate group volunteer projects (schools, businesses, community groups), including project planning with program teams and day-of coordination.

Fundraising Event Support

· Provide planning and logistical support for fundraising events (e.g., registration, timelines, run-of-show coordination, vendor coordination, materials, volunteer staffing, and day-of support) under the direction of the Director of Philanthropy and Community Engagement.

· Maintain event task lists, calendars, and documentation, including meeting notes and clearly defined follow-up tasks.

· Supporting event volunteer coordination through recruitment communications, scheduling, orientation materials, and day-of volunteer check-in.

· Assisting with event data entry and basic administration in NeonCRM, including registration lists, attendance tracking, and standard reports as directed.

· Supporting event-related sponsor and donor stewardship tasks using established templates and processes under supervision.

Telecommuting and Remote Work:

· Some functions of this position are fully executable from home and partially working from home may be considered. Other functions require in office and community partner contacts for events. In addition, this position is part of a team that provides office coverage for the Glenville office, during normal business hours.

Qualifications:
· Associate’s degree required, or equivalent combination of education and relevant experience. Bachelor’s degree preferred (communications, nonprofit management, business, or related field).

· 2+ years of experience in volunteer coordination, event coordination, administrative coordination, or a related role.

· Strong organizational skills with the ability to manage multiple timelines and details accurately.

· Comfort using databases/CRMs and Microsoft 365 (Outlook, Word, Excel); NeonCRM experience preferred.

· Excellent communication skills (phone, email, in-person) and strong customer service orientation.

· Ability to work collaboratively with staff, volunteers, and community partners.

· Valid driver’s license and reliable transportation for local travel (as required).
· Ability to sit/stand for extended periods; lift and carry event/volunteer materials up to 25 lbs.

Employer Disclaimer: 
· Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their direct supervisor.  
· This job description does not create an employment contract, implied or other than an “at will” employment relationship.
· CAPTAIN CHS is proud to be an Equal Opportunity Employer (EOE)
*To apply please send Cover Letter and Resume to the following:

 Ava Martin, Director of Philanthropy and Community Engagement, at ava@captaincares.org
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