 CATHOLIC CHARITIES BROOKLYN AND QUEENS

VOLUNTEER SPECIALIST SPECIFICATIONSPRIVATE 

TITLE: Volunteer Specialist                       LOCATION: 191 Joralemon Street, Brooklyn, NY 11201

STATEMENT OF THE JOB
The Volunteer Specialist manages the Volunteer Program, part of the Office of Mission Witness of Mercy program.  The Volunteer Specialist’s skills will be used to help promote and sustain a broader understanding of the mission of Catholic Charities among all the communities of Brooklyn and Queens, especially in light of the vision to be witnesses of God’s mercy to those in need.  The Volunteer Specialist will assist with day-to-day activities in the Witness of Mercy program, focusing directly on volunteer management, orientations, data entry, and follow-up and coordinating of volunteer opportunities. 
DUTIES AND RESPONSIBILITIES

The Volunteer Specialist will be responsible for the following; including but not limited to:

· Follow-up with volunteers who contact the office via email, website and telephone 

· Working with individuals and groups to create personalized opportunities
· Updating the volunteer website with current volunteer opportunities
· Facilitating volunteer orientations to the Witness of Mercy program in Brooklyn and Queens
· To coordinate volunteer events and service projects.
· Collect volunteer hours from programs with volunteers

· Use the database, Donor Perfect, to record volunteer information, including logging hours

· Coordinate corporate and school days of service.
· This opportunity requires some evening and weekends, dependent on group availability.
· Scheduling background checks for potential on-going volunteers with Human Resources

· Follow-up with active volunteers on their current volunteer experience

· Maintain an active presence with the CCUSA Volunteer Section Network
· Assist in Office of Mission events and other departmental tasks as needed
· Ability to drive in Boroughs of Brooklyn & Queens/valid drivers license.

· Ability to lift 30 lbs.
SPECIFICATIONS FOR EDUCATION

A Bachelor’s Degree in related field. Ability to speak Spanish is a plus. 
SPECIFICATIONS FOR EXPERIENCE AND TRAINING

The Volunteer Specialist must have professional phone etiquette manner and be able to facilitate orientations to groups of individuals interested in volunteering. 
CONTACT INFORMATION

To apply, please send your cover letter and resume to:

Richard Slizeski  SVP  Office of Mission

Catholic Charities Brooklyn and Queens

191 Joralemon Street, Brooklyn, NY 11201
Richard.slizeski@ccbq.org
