
Hospice of North Idaho 

Volunteer Services Coordinator 
1 

 

JOB DESCRIPTION 

TITLE:   Volunteer Services Coordinator 
REPORTS TO: Director of Finance 
FLSA STATUS: Non-Exempt/ 1.0 FTE 
 
SUMMARY: The Volunteer Services Coordinator is responsible for maintaining a quality 

volunteer program utilizing the High Impact Volunteer model at Hospice of North Idaho. This 

position recruits, screens, and trains prospective volunteers and initiates placement within the 

organization.  Provides ongoing support and education to current volunteers. Assesses the 

organization needs and works closely with managers to find opportunities for volunteers to 

enhance the overall Hospice of North Idaho mission. 

MINIMUM QUALIFICATIONS: Bachelor’s degree or equivalent experience; 2-4 years experience 
with program administration and/or supervision preferred; valid driver’s license, personal 
vehicle for on-the-job transportation, and evidence of insurance coverage as required by HONI 
policy required.  

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

• Energetic, self-starter who loves to work with people and has a passion for service; 

• Excellent written and verbal communication skills, including enjoyment of public 
speaking and presenting regularly in a group setting; 

• Comfortable working with technology and proficient in MS Office programs including 
Word, Excel, Outlook, and Powerpoint with the ability to teach technology to 
volunteers;  

• Demonstrated organizational skills; 

• Excellent problem-solving skills; 

• Strong leadership skills and ability to delegate and assign work; 

• Confidentiality and HIPAA knowledge; 

• Ability to work independently or as part of a team; 

• Knowledge of basic medical terminology and medical ethics. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

• Develops a recruiting plan to enable recruitment of new volunteers from a variety of 
sources, selects and screens prospective volunteers for optimal placement within the 
organization; 

• Actively engages department managers in discovering opportunities for volunteers to 
serve and placement of volunteers within the department; 

• Oversee orientation, retention, assignment and supervision of volunteers; 

• Creates, mentors, and maintains a “leader volunteer” program; 
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• Develop and implement training to support the high impact program and materials; 

• Develop volunteer support activities including: 
o Support groups 
o Education and in-services 
o Recognition activities 

• Maintain communication with volunteers: 
o Keep volunteers informed 
o Provide support to volunteers on a regular basis and when difficulties arise 
o Monitor volunteer burnout and reassign and/or provide direction 
o Keep track of volunteer schedules and availability; 

• Coordinate scheduling of volunteers; 

• Serve as liaison to other agencies and committees as assigned; 

• Act as a liaison between staff, families, and volunteers; 

• Ensure timely collection, retention and retrieval of volunteer data; 

• Prepare and maintain volunteer reports and statistics as needed; 

• Maintain list of current volunteers; 

• Provide orientation to new staff/students regarding volunteer services; 

• Facilitate quality improvement initiatives to improve volunteer programs; 

• Assist in budgetary planning for department; monitor and maintain approved budget; 

• Ensure departmental compliance with Hospice policy and state and federal guidelines; 

• Develop new programs to ensure progressive volunteer services; 

• Develop and maintain volunteer policies and procedures; 

• Develop and implement annual volunteer competency and skill assessment; 

• Maintain a current knowledge of volunteer trends and issues; 

OTHER RESPONSIBILITIES: 

• Other duties as assigned. 

SAFETY: Hospice of North Idaho enforces a safety culture whereby all employees have the 
responsibility for continuously developing and maintaining a safe working environment. Each 
employee is responsible for completing all training requirements, participating in emergency 
response tasks as requested, and serving on safety committees and teams as requested. In 
addition, employees must accept the responsibility for maintaining the safety of themselves 
and others by adhering to all written and verbal instructions, promptly reporting and/or 
correcting all hazards or unsafe conditions, and providing feedback to supervisors and 
management on all safety issues. 

PROCEDURE COMPLIANCE: Employee must read and understand the general and specific 
operational, safety, and environmental requirements of all plans, procedure, and policies 
pertaining to this job. 
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AMERICANS WITH DISABILITY SPECIFICATIONS  

PHYSICAL DEMANDS: 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. 

While performing the duties of this job, the employee is occasionally required to stand; walk; 
sit; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; 
climb stairs; balance; stoop, kneel, crouch or crawl; talk or hear; taste or smell. 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 and ability to adjust focus. 

WORKING CONDITIONS: Work environment characteristics 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. 

Work may be completed at a Hospice of North Idaho’s inpatient unit, patient’s home, skilled 

nursing facility, assisted living facility, hospital or at the HONI Office.  

While performing the duties of this job, the employee may be exposed to weather conditions 
prevalent at the time. 

The noise level in the work environment is usually moderate. 
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ACKNOWLEDGEMENT:  

The employee is expected to adhere to all agency policies and to act as a role model in the 
adherence to agency policies. 

I have received, read and understand this explanation and job description. My signature below 
attests to the fact that I can perform the essential functions of the job with or without 
reasonable accommodation. 

_______________________________________________________________ 

Signature 

_______________________________________________________________ 

Employee Name Printed 

_________________________________ 
Date 

 


