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Position title: Volunteer Coordinator 

Time fraction Part time | 30 hours per week 

Position holder:  

Position reports to: Senior Manager, Communications, Fundraising and Marketing 

Program: Communications, Fundraising and Marketing 

Location: East Melbourne  

MISSION - VISION - VALUES 

CatholicCare works on behalf of the Archdiocese of Melbourne and the Diocese of Sale 

with a mission to break down the barriers to social inclusion by strengthening families and 

communities.  

Our vision is for a stronger, more resilient and inclusive society – where everyone can 

reach their potential and enjoy life to the full.  

We draw on the principles of Catholic Social Teaching to inspire and direct our 

endeavours. As an organisation, and as individuals, we value: 

 Dignity – respecting the unique worth of each person, appreciating diversity of faith, culture and traditions 

 Compassion – demonstrating empathy for those we serve; standing in solidarity with the vulnerable and 

marginalised 

 Collaboration – co-operating and partnering with clients, colleagues, stakeholders, communities, supporters 

 Inclusion – seeking out those who are excluded; promoting social justice for the whole community 

 Responsibility – demonstrating openness, transparency and accountability 

POSITION PURPOSE 

The Communications, Fundraising and Marketing team are responsible for the design and delivery of campaigns that 

promote the CatholicCare brand, maximise supporter engagement, drive philanthropic giving and contribute to social 

change. 

As a member of the CFM team, the Volunteer Coordinator is responsible for the end-to-end development and delivery 

of the Volunteer Program. Key outcomes for this role include demonstrated best practice volunteer management, and 

growth of a vibrant, diverse and satisfied membership of volunteers who contribute to CatholicCare’s mission and 

service.

“I have come so 

that you may 

have life and 

have it to the 

full”  

{John 10:10} 
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POSITION ACCOUNTABILITIES 

NOTE: This position description intends to describe the general nature and level of work related to this role.  It is not intended to 
include all duties and responsibilities.  The order in which duties and responsibilities are listed is not necessarily significant. 

KEY RESULT AREA ACCOUNTABILITY INDICATORS 

Strategy and 

planning 

With the Senior Manager CFM and other internal 

stakeholders, contribute to the development and 

ongoing review of the Volunteer Program 

Volunteer Program is aligned with 

Strategic/Operations, Fundraising 

and Marketing goals 

 Development and review of Volunteer Program Policy, 
Systems, Procedures, Forms and Resources 

Policy and Procedures are up to 
date 

Recruitment Work with internal stakeholders to identify volunteer 

requirements; attract and recruit suitable volunteers, 

including advertising, interviewing, screening and 

selection 

Organisational needs are met 

Deliver targets for growth in 

volunteer engagement  

Onboarding Develop and implement the Volunteer Induction 

Program; including delivery of training and ensuring all 

security checks are completed 

New volunteers feel welcomed,  

have a clear understanding of 

CatholicCare programs and values, 

and feel confident in completing 

their tasks 

Volunteer 

engagement 

Provide a first point of contact for all volunteer 

enquiries; provide ongoing supervision; plan and 

execute acknowledgement activities; design and 

deliver communication plan 

Enhanced volunteer experience 

results in reduced attrition rate 

Positive feedback from volunteers 

Community 

engagement 

Develop and deliver an engagement strategy that 

promotes CatholicCare Volunteer program and 

supports volunteer recruitment 

New volunteers recruited from 

diverse sectors; including youth and 

corporate 

Administration Maintain accurate volunteer records, both hardcopy 

and electronic; recording and monitoring of volunteer 

attendance 

Records are accurate and up to date 

 Work with Fundraising Database Administrator to 

maintain and develop volunteer management system 
Integrity of data, timely reporting 

Compliance and 

reporting 

Ensure all Volunteer Program materials and activities 

comply with relevant national and state Volunteer best 

practice guidelines 

Compliance is met, program 

demonstrates best practice  

 Ensure all communications and resources are 

consistent with CatholicCare’s branding guidelines and 

key messages 

Communications and resources are 

well branded 

 Monitor, evaluate and report on the activities and 

effectiveness of the Volunteer Program 

Monthly reports are delivered on 

time 

Relationships & 

collaboration 

Build solid working relationships with staff across the 

organisation and within CFM team 

Open and productive lines of 

communication are maintained 

 Ensure quality of service & value for money from 

external suppliers  

Engagement activities are cost 

effective 
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Quality & planning Actively promote and undertake quality improvement 

activities 

Maintain and develop personal 

knowledge in area of expertise 

 Ensure a culture mindful of risk management, health & 

safety at all times 

Compliance with CatholicCare’s Risk 

Management & OH&S policies, 

procedures & legislative 

requirements 

Other duties Other duties, consistent with the position, as required 

and directed 

 

KEY SELECTION CRITERIA 

Qualifications 

 Tertiary qualification in Social Sciences, Marketing, Human Resources or related field. 

Experience 

 A minimum of 3 years’ experience in in the development and delivery of a volunteer program operating in a 
service environment 

 (or) Experience in HR coordination, including recruitment, on-boarding, supervision 

Competencies 

 Knowledge and understanding of current best practice volunteer strategy and theory 

 Demonstrated high level skills in dealing confidently and courteously with people from diverse backgrounds 

 Demonstrated ability to build relationships with internal and external stakeholders  

 High level communication and project management skills 

 Advanced skills in the Microsoft Office Suite  

Personal qualities and attributes 

 Commitment to the values of CatholicCare  

 Exceptional interpersonal skills with proven ability to develop and nurture relationships 

 Highly organised with excellent time management skills, including the ability to prioritise and manage multiple 

tasks 

 Action oriented, with high energy and positive attitude 

 Ability to work effectively in, and contribute to, a positive and productive team environment 

 Strong customer-service focus and commitment 

 Meticulous attention to detail 

 Proactive and flexible 

Other requirements 

 A Victorian Driver Licence 

 A current Australia Wide Police Check 

 A current Working with Children Card 
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JOB SCOPE 

Roles reporting to this position:  None 

Key stakeholders – internal:  Registered volunteers 

 Senior Manager CFM and other CFM team members 

 Operations Managers 

 Staff 

Key stakeholders – external:   Potential volunteers 

 Peak bodies, volunteer organisations and programs, corporate and 
community partners 

Budgetary accountability:  Low 

Confidentiality of information:  High 

 

JOB CONDITIONS  

Conditions of Employment are in accordance with the Centacare Catholic Family Services (CCFS) Employment 

Agreement 2008. CCFS changed its name to CatholicCare on 4 April 2011, but the Centacare Catholic Family Services 

Employment Agreement 2008 endures until it is re-negotiated and updated. 

CatholicCare has Public Benevolent Institution tax status; our employees can reduce their taxable income through 

salary packaging and thereby increase their take-home salary.  

All staff employed by CatholicCare are expected to perform their work in a manner consistent with the mission and 

practice framework of the organisation.  

There may be occasions when overtime is necessary to complete tasks; however, this is not the norm. 


