Volunteer Programs Manager

osition Overview: 

Responsible for management and oversight of the ArtsQuest volunteer program including strategic planning, recruiting, scheduling, training, and supervision of volunteers for all ArtsQuest programs and events.  

Demonstrated past experience in the following areas required: 

· Ability to develop a comprehensive written Volunteer Plan to effectively identify and serve the volunteer needs of all ArtsQuest’s programs and events, in consultation with ArtsQuest staff and committees, and develop and implement solicitation strategies to fulfill these needs throughout the year.

· Management of volunteer database(s), including but not limited to, the review and evaluation of all aspects of existing databases, functionality, performance and ease of use for end user and administrative functions.  Make recommendations for change and/or adjustments where needed.
· Supervision of part time and seasonal staff and interns in the Volunteer Department.

· Design, prepare and manage all volunteer registration and training materials.
· Develop and coordinate volunteer recognition and appreciation program.
· Coordinate all aspects of corporate volunteer program, including developing, maintaining and growing those relationships.
· Provide content for volunteer section of website, including recruiting, recognizing and highlighting volunteers and their contributions.
· Create and distribute monthly volunteer newsletter.
· Provide personalized, individual attention to volunteers through phone calls, cards, and personal notes.
· Act as advocate for volunteers.
Knowledge, Skills and Abilities Required: 

· 5 years Business Management/Supervision/Leadership Experience preferred
· Demonstrated previous leadership ability to manage, evaluate and develop staff in multiple locations preferred

· Previous work experience with volunteers preferred; previous volunteer experience preferred 

· Previous training experience; ability to speak comfortably in front of large groups of volunteers or one-on-one
· Excellent organizational and communication skills (verbal, written and interpersonal)

· Proficiency with Microsoft Excel, Word and Outlook required  

· Ability to handle multiple projects simultaneously in a professional manner

· Ability to work in a fast-paced customer-centric environment

· Ability to work independently or in a team setting

· Flexibility to work long and unusual hours when necessary to accomplish the goals of the organization, including evenings, weekends and occasional holidays
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