
 

 Habitat for Humanity of Elkhart County 
    Position Description 

 
DATE:  3/12/19 
POSITION TITLE:  Volunteer Coordinator  
REPORTS TO:  Executive Director     
 
 

PERFORMANCE SUMMARY:   
To recruit, schedule, orient, and retain volunteers for the ReStore, Habitat office and construction sites. 
To initiate church participation and serve as liaison with churches for the Faith Build particularly Goshen / 
Elkhart. 
 

List of specific duties and responsibilities for volunteer coordinator position: 
- Recruit and schedule diverse volunteers into meaningful construction and non-construction roles  

 within all aspects of the affiliate’s work, including the ReStore. 
- Develop materials and methods used to recruit, coordinate and retain volunteers. 
- Develop relationships with various faith, service, work, social, and education groups. 
- Coordinate and oversee daily site hospitality and record keeping on all Habitat work sites. 
- Maintain volunteer database, email and contact information. 
- Facilitate high levels of volunteer appreciation and recognition.  
- Follow up with each volunteer applicant. 
- Develop new ways to solicit feedback from volunteers. 
- Explore new methods of communication with volunteers. 
- Coordinate meals for volunteers with sponsoring organizations and grow the food donation program. 
- Perform other tasks related to volunteers as needed. 
- Meet weekly with the construction and ReStore managers to plan volunteer needs. 
- Work closely with Construction Manager to maintain build schedules. 

 
List of specific Faith Build duties and responsibilities:  
- Build relationships with churches through individual contact and/or attending ministerial meetings 
- Plan and implement informational meetings. 
- Contact pastors and liaisons via email, phone and letters. 
- Maintain church database. 
- Speak to church & ministerial groups as needed. 
- Represent affiliate at various community events. 

 
Education, Experience, Knowledge & Skills: 
Excellent written and verbal communication skills including public speaking. Good interpersonal skills that 
lead to good communication. Detail oriented with good organizational skills. Working knowledge of 
Microsoft Word and Excel. Ability to take direction from and work easily with staff, realizing last minute 
changes are inevitable. Must be good with people and able to perform multiple tasks on any given day. 
Spanish speaking skills a plus.  
 
Physical Requirements to Perform Duties: Able to lift and move 25 pounds. Possess valid driver license and 
good driving record. 


