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SHENANDOAH VALLEY

DISCOVERY
MUSEUM



Job Description: Part-time Volunteer Coordinator

Hours:  Part-time, as established by the Director

Benefits:  None
Reports to: Lead Museum Educator
Job Summary: 

The Volunteer Coordinator welcomes and trains all museum volunteers. By treating the museum as more than a destination for visitors, but also as a valued crossroads for community engagement, the Coordinator makes each volunteer’s experience an exceptional one through a meaningful opportunity to contribute their time and expertise. Volunteers become a part of the museum team and together further the mission of the museum. Not only do volunteers assist with a broad array of activities at the museum, but they also fulfill an essential link to the greater community. 
Responsibilities
Duties include but are not limited to:

1.  Provide consistently stellar and personalized support to promote volunteer success 
2.  Recruit, train, reward and retain volunteers 

3.  Maintain records of volunteer hours & conduct evaluations of the volunteer experience
4.  Serve as a bridge in assessing staff and visitors’ needs to provide proactive and timely assistance.
5.  Help plan and implement several volunteer appreciation events annually 

6.  Successfully represent the museum to all constituencies.
7.  Match volunteer aptitudes to museum needs (present & future)

8.  Schedule volunteers shifts on Calendar Wiz and additionally communicate shifts to staff & participating volunteers
9.  Contribute to a culture of open communication and spirited collaboration among all members of the museum staff, board, and volunteers.

10.  Other duties and responsibilities as required. 

Physical Demand & Work Environment:
Work may at times include lifting/ moving objects weighing up to 50 lbs. and climbing ladders and step stools. This active, hands-on working environment is dependent on a strong team orientation, a high level of personal motivation, excellent communication and public relations skills, and the ability to create a positive visitor and member experience.

Qualifications: 

· Stellar interpersonal relationship and coordination skills in support of the Museum’s mission and values are paramount. 
· Keen organizational and communication abilities are essential.  
· Demonstrated competency in client/ visitor services.
· Commitment to serving the needs of a diverse population. 

· Ability to cultivate and nurture positive relationships with visitors, volunteers, staff, board and other museum stakeholders. 
· Working knowledge of Microsoft Office, and especially Excel and Outlook
· Ability to interact successfully with staff and volunteers, working collaboratively to create an efficient, enjoyable and productive work environment.
· Fun-loving spirit with an affinity for swarms of children.

· Mission-driven, energetic, collaborative, creative, adaptive and flexible. 

Evaluations:   The Lead Museum Educator will conduct evaluations after the first six months and, thereafter, annually early in the calendar year.  

