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Job Title: Volunteer Coordinator 

Second Harvest Food Bank of ECI 
 

Status: Part Time, non-exempt 
 

Place in the Organization:  

Report to the Programs Manager in all aspects of assigned responsibilities 

     

Purpose: 

Maintain a first class Volunteer Program for Second Harvest Food Bank that would accomplish the 

necessary recruitment levels, training, recognition, and record keeping to ensure this vital component for 

our success.  

 

General Responsibilities:  

 The ability to think creatively and to articulate the vision and mission of Second Harvest Food 

Bank of East Central Indiana. 

 Excellent writing and communication skills. 

 The ability to work independently as well as in a team setting. 

 The ability to absorb and clearly communicate hunger statistical data. 

 Proven project management skills and the ability to handle multiple projects within tight 

deadlines. 

 The ability to interact professionally with the public, donors, volunteers, and staff. 

 Work in relationship with the other management team members to achieve donor relationships and 

financial requirements of the organization. 

 Research, develop, and coordinate the relationships of current and prospective individual 

volunteers and volunteer groups.     

 Support and cultivate community relationships with volunteer needs for our distribution of food 

programs. 

 Update and maintain database of volunteer data. 

 Generate and support various social media and public relations activities 

 Assist with mail processing and completion of data entry in donor software 

  Other duties as assigned  

Specific Responsibilities & Duties:  

 The ability to successfully handle routine clerical and administrative tasks for volunteer program 

management. 

 The ability to use discretion and independent judgment in time management to meet our 

objectives. 

Requirements:  
 Provide a positive presence in a teamwork environment 

 Present a professional image to the public 

 Volunteer event planning experience  

 MS Office Suite proficient  

 5 years of office experience or a bachelor’s degree in a related field 

 Ability to work on the telephone and computer for hours at a time 

 Valid Driver’s License and personal vehicle 

 Ability to bend and lift a minimum of 20 lbs. 

 Ability to work with diverse personality types and population 


