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Human Resources Volunteer


POSITION REPORTS TO:


· Volunteer Coordinator

PURPOSE:

· To provide support to Hospice staff in managing the volunteer program.  This will include assistance with volunteer recruitment, screening, training, evaluation and recognition.

QUALIFICATIONS:

· Experience in the Human Resources field or experience managing volunteers

· Administrative and organizational skills

· Knowledge of Microsoft programs (i.e. Word, Access, Excel).

· Daytime availability.

· Team player.

· Basic knowledge of palliative care and life threatening illnesses.

POTENTIAL DUTIES:

· Screen applications, schedule and conduct interviews and conduct reference checks

· Logistical planning for volunteer training

· Assist in facilitation of training sessions

· Answer phone, greet visitors

· Update database/files of volunteers.

· Preparation of monthly status reports.

· Conduct surveys with volunteers 

· Assist in planning and implementing volunteer recognition program.

SUPPORTS FOR SUCCESS:


· Volunteer training and orientation, community workshops, support from Staff.

TIME COMMITMENT:

· 4-8 hours per week. Office hours are Monday to Friday 9:30 am to 4:30 pm.
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