
 
 

Volunteer Coordinator 

Job Description 

Habitat for Humanity of Southern Santa Barbara County 

 

Are you an outgoing person who loves to work with people? The Habitat for Humanity team is searching 

for an engaging and hard working person to fill the role of Volunteer Coordinator. This position builds 

partnerships and cultivates a strong volunteer base to meet the needs of Habitat’s core mission. Be ready 

to work in the community and bring excitement to volunteering, construction and homeownership.   

 

Reports to:  Program Manager 

 

Key Responsibilities:  
 

The following list provides an example of job duties; additional duties may be assigned from time to time.  

 

The Volunteer Coordinator is primarily responsible for recruiting, intake, orientation, scheduling, follow 

up and recognition of all volunteers.  

 

Volunteer Recruitment & Management 

 Promotes volunteering with Habitat for Humanity at events in the community. 

 Helps to develop volunteer recruitment materials.  

 Coordinates with the development department to cultivate community partnerships.  

 Build and grow corporate engagement program.  

 Develops and manages a volunteer committee.  

 Develops, prepares for and conducts monthly volunteer orientations. 

 Prepares all paperwork for volunteer days, including sign in sheets and liability waivers.  

 Manages volunteer database, ensuring that all volunteer data is accurate and up to date.  

 Makes sure volunteers have a successful, productive and safe time working with Habitat for 

Humanity. 

 Works with staff members to establish volunteer needs on a regular basis. 

 Works with staff members to manage on-site volunteer supervision.  

 Communicates clearly and in a timely manner with volunteers before, during and after volunteer 

experiences.  

 Maintains records of volunteers for each day, including total numbers of volunteers and hours. 

 Coordinates special volunteer days such as interfaith builds and women build.  

 

Volunteer Follow up & Recognition 

 Establishes volunteer recognition program. 

 Gives proper recognition to all volunteers.  

 

Qualifications: 

 

Education 

 Some College or higher preferred. 



 

Experience 

 Minimum of one-year direct experience in a volunteer coordination position. 

 Experience with donor/Volunteer Software experience a plus 

 

Skills 

 Upbeat, positive, outgoing, personable and able to relate well with diverse groups 

 Demonstrated proficiency in Microsoft software, database management, and related activities. 

 Spanish bilingual preferred 

 Flexible, proactive, resourceful and efficient, with a high level of professionalism.   

 Demonstrated ability to work independently with little or no supervision at times 

 Ability to take initiative, multi-task & work well under pressure 

 Excellent written and verbal communication skills, strong decision making ability  

 Well organized, flexible and must enjoy the challenges of a wide variety of responsibilities 

 Attention to detail and the ability to prioritize and manage multiple projects simultaneously  

 A commitment to the mission of Habitat for Humanity 

 

HOURS & SALARY 

This is a part-time position 20 hours a week/ $15.00 an hour 

 

WORKING CONDITIONS 

Office and off site environment settings. Work is sometimes sedentary in nature, and sometimes requires 

standing, walking, lifting and climbing. The working environment will include worksites that are dusty, 

hot, loud, and have uneven surfaces. Ability to lift 50 lbs. 

 

TO APPLY 

To be considered for this position, email a resume and cover letter to rose@sbhabitat.org. 

 

____________________________________________________________________________ 

This job description is not intended to be an exhaustive list of all duties, responsibilities, and 

skills required. Other duties, as assigned or deemed necessary by management, may be required. 

Management reserves the right to revise this job description at any time. The job description 

does not constitute a contract for employment, nor does it in any way alter the at-will 

employment relationship. 

 

Habitat for Humanity of Southern Santa Barbara County is an equal opportunity employer. 

mailto:rose@sbhabitat.org

