ZION LUTHERAN CHURCH

2714 James St. 
Marinette, WI 54143
Tel: (715) 735-7898

 “VOLUNTEER COORDINATOR”

JOB DESCRIPTION


Zion Lutheran Church is looking for a dedicated, hardworking person, sensitive to the ways God calls and equips people for mission in daily life, to help the members of our congregation grow in both spirituality and in participation. Positive communication skills, including both quality listening skills and comfort with cold-calling, are a necessity! Ability to maintain confidentiality is a must. 

Duties will  include, but are not limited to:

· Establish and maintain relationships with congregation members and community organizations to assist the congregation in accomplishing its missional responsibilities.

· Create and maintain databases of congregational member information such as skills and interests.  Such databases may include some or all software such as Microsoft Access, Microsoft Excel, Microsoft Word, and Microsoft Publisher. Zion Lutheran Church will provide the necessary equipment needed to perform this job.

· Evaluate programs for suitability in order to assess the need for changes, using information such as member surveys and feedback.

· Research and analyze member needs to determine program directions and goals.

· Establish and oversee recruitment procedures to meet specific group needs for activities and functions of volunteers.

· Evaluate the work of volunteers to ensure that work is of appropriate quality and that resources are used effectively.

· Assist in the assimilation process of new members.  Work with “Volunteer Task Force” to acknowledge, recognize, and support volunteers as well as recommend new directions for ministry. 

· Help connect members with existing ministries and programs within the congregation.

· Report questions, comments, or concerns regularly to the pastor and “Volunteer Task Force.”

· Other duties as assigned or as deemed necessary. 

HOURS:    10-15 hrs/week     Hours may vary according to need.  Must be able to maintain regular (but negotiable) office hours and be available some evenings.

SALARY:    $10.00/hr

The viability of the position will be evaluated at least annually. This position may not continue after three years. 

(Final)
