
 
 
 
Job Title:   Volunteer Coordinator 
Department/Location: Fund Development  
Reports To: Volunteer Resource Manager 
Classification: Non-Exempt – Part Time Temporary  
Benefits:    
 
THE ORGANIZATION  

 
"Restoring at-risk neighborhoods, one life at a time." 
 
Located in central Santa Ana, KidWorks is a well-respected, very impactful, dynamically supported, 
community development, nonprofit organization founded in 1993 that serves over 800 children, youth, 
and parents every week. We focus on a range of services for the community through preschool, after-
school tutoring, leadership development, parent education, health, and fitness programs. KidWorks 
operates out of a 10,000-square foot community center and three smaller satellite neighborhood 
centers in Santa Ana.  
 
To learn more, visit our website at http://www.kidworksoc.org 
 
POSITION SUMMARY   

The Volunteer Coordinator plays an important role in supporting the Volunteer Department of 
KidWorks. S/he assists the Volunteer Resources Manager in all functions of the Volunteer 
Department, which includes recruitment strategies, weekly schedules, and consistent 
correspondence by performing the following duties.  

 
POSITION ROLE & RESPONSIBILITIES 
 

 Coordinates and implements volunteer recruitment plan 

 Oversees and manages all volunteer-based special events and service projects 

 Speak at recruitment events and provide presentations 

 Works closely with other staff members to create volunteer recruitment strategies 

 Works closely with program staff to ensure that volunteers have a positive experience and 

effectively serve KidWorks students 

 Helps maintain volunteer-based partnerships 

 Manages volunteer application process 

 Leads volunteer orientation meetings 

 Assists in the placement and support of volunteers 

 
Qualification Requirements 
The requirements listed below are representative of the knowledge, skills, and/or abilities required to 
perform the job successfully. 

http://www.kidworksoc.org/


 
Education/Experience 
Bachelor's degree (B. A.) from four-year college or university OR two to four years related experience 
and/or training; OR equivalent combination of education and experience. 

 
Special Skills/Knowledge/Abilities 

 Excellent writing, verbal, and interpersonal skills 
 Dedication to providing positive volunteer experience 
 Ability to interact with volunteers in a professional and diplomatic manner 
 Detail oriented with the ability to multitask under pressure and prioritize competing demands 

and meet deadlines 
 Highly effective, efficient, and enthusiastic self-starter with excellent time management skills 

and the ability to produce high-quality, high-quantity work in a high-performance team 
environment 

 Proficient in Microsoft Office Suite (Outlook, Excel, Word, PowerPoint, Publisher) 
 Bilingual in Spanish, preferred  
 Must have reliable automobile for use on the job (mileage to be reimbursed). Valid CA driver 

license. State required automobile insurance coverage.  
 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required 
by this job include close vision, distance vision, peripheral vision, depth perception and ability to 
adjust focus.  While performing the duties of this job, the employee is regularly required to walk; use 
hands; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; talk or hear and 
taste or smell. The employee is frequently required to stand. The employee is occasionally required to 
sit. 
 
APPLICATION PROCESS 

To apply for this position, send an email to HR@kidworksoc.org and include a cover letter, resume, 
and compensation history. Please write “Part-Time Volunteer Coordinator” in the subject line. All 
three attachments must be received; incomplete applications will not be considered. Please forward 
electronic submissions only. No phone calls please. Only principal, qualified candidates will receive a 
response. 


