Job Description                                      CATHOLIC COMMUNITY SERVICE
 


    




 419 Sixth Street, Juneau, AK 99801

                                                                                               907 463-6100 -- www.ccsjuneau.org

 

  


 

HHCJ Volunteer Coordinator


Name



 


Job Title

____________


   

HHCJ Program Director


Supervisor





Supervisor’s Title








Background Check/Fingerprinting;







Proof of Current Auto Insurance;
Juneau / Administrative Office


CPR/First Aid




Location





Requirements

FLSA Status:
___ Exempt

_X_ Non-Exempt

ESSENTIAL JOB FUNCTIONS:

1.
Schedules, organizes publicizes and coordinates annual volunteer training program for new direct client-contact volunteers or per conditions of participation.


2.
Interviewing and screening of volunteers completing the program.


3.
Supervises volunteers and provides volunteer in-service trainings based on volunteer interest and engagement and per conditions of participation.

4.      Coordinates with nursing for referral of patients/families to coordinate volunteer services.

5.
Attends weekly staff meetings.


6.
Assists in developing policies and procedures relative to volunteers and fund raising.
7.
Participates in activities, which promote HHCJ.

8.
Prepare and publish newsletters for volunteers and public.

9.
Responsible for all record keeping for volunteers and fund raising.

10.
Assumes responsibility for personal growth and development.


11.
Assist office manager with basic office functions in office manager’s absence or when requested and able.  Assist with loan closet. 

JOB DUTIES:

1.
Schedule, organize, publicize and coordinate annual volunteer training program.


A. Schedule training programs for new volunteers to meet conditions of participation.
B. Organize the distribution of materials.

C. Contact & obtain agreements with speakers.

D. Read current books and other literature pertaining to end-of-life issues.

E. Schedule public service announcements.

F. Collect and summarize program evaluations.

2.
Interviewing and screening of volunteers completing the program.


A. Assess needs and skills of volunteers.

B. Oversees appropriate placement of volunteers.


3.
Supervises Volunteers.


A. Facilitate initial contact between volunteer, nursing, and client/family.

B. Regularly monitors volunteer activity in the home.

C. Assess appropriateness of the placement.
D. Schedule and facilitate quarterly volunteer meetings or as required by conditions of participation and which includes an ongoing educational component.

E. Maintains attendance records on volunteer meetings with a sign-in sheet.

F. Provide ongoing communication and support to volunteers.  

G. Coordinate volunteer events, such as Remembrance gathering, Light- Up-A-Life, and other fund raising events utilizing special project volunteers and other volunteers.

4. 
Coordinates with nursing referrals of patients/families to coordinate volunteer services.            

A. Contacts patients/families as needed after admission to determine need for volunteer services at request of nursing.

B. Makes home visits to patients/families as needed to facilitate establishment of volunteer services and/or to follow up regarding ongoing services.  Arrange with nursing for introduction of volunteer to client.
5.
Attends weekly staff meetings.
     



A. Maintains familiarity with current caseload.

B. Updates nursing staff regarding volunteer activities in client’s homes.

C. Maintains familiarity with administrative procedures.

6.
Assists in developing policies and procedures.


A. Set standards to guide expectations for volunteer behavior.
B. Develop and transmit welcome packet for potential and new volunteers with brochures of HHCJ and CCS services, appropriate volunteer application, confidentiality agreement, and other appropriate materials.
7.
Participates in activities, which promote HHCJ.



A. Promotes and markets Hospice and Home Care by attending nonprofit activities and appropriate community events.

B. Participates in public relation and community activities that promote the organization’s role as an effective member of the health care delivery system.

C. Organize, direct and manage annual fund raisers such as Light-Up-A-Life, 5k run, and whale watch cruise.
D. Organize, direct and utilize volunteers to help with fundraisers.


8.
Prepare and publish newsletter.

A. Oversees maintenance of newsletter mailing list.

B. Organizes volunteers to help with the mailing.

C. Write articles for the newsletter.

D. Format newsletter.

E. Solicit articles from other contributors.

9.
Responsible for all record keeping.


A. Keeps track of all volunteer hours.

B. Maintains reports and statistics required by agency, granting organizations and conditions of participation.

C. Ensure volunteer activity information is put into client files and a copy is in volunteer file.
D. Maintain bereavement documentation notebook for activity and follow up of hospice requirements.
10.
Assumes responsibility for personal growth and development.

A. Maintains and upgrades professional knowledge and practice skills through continuing education and in-service classes.

B. 
Demonstrates knowledge of and compliance with HHCJ & CCS policies and procedures.

11.  
General office manager duties and loan closet.
A.
Replace office manager in her absence and assist with other general office duties as time permits.

B.
Assist in management of loan closet, cleaning of equipment and minor maintenance of equipment.
KNOWLEDGE, SKILLS, AND ABILITIES: 

Complies with accepted professional standards and principles. Possesses and maintains good physical stamina and mental health. Must be an Alaska licensed driver with an automobile that is insured in accordance with state and/or HHCJ requirements. Demonstrates the ability to communicate effectively, both orally and in writing. Communication skills must include ability to listen to other, work collaboratively in team settings and encouraging participation of others in groups.

QUALIFICATIONS: 

Must possess sensitivity to the needs of the terminally ill and their families. Must possess a willingness and enthusiasm to work with people of all faiths, backgrounds, ages and experiences.

Must demonstrate computer aptitude with word processing, desktop publishing, database and spreadsheet programs.

I have read, understand and am able to perform the essential functions of this position with or without reasonable accommodation.
Employee Signature



Date 

PHYSICAL REQUIREMENTS AND POTENTIAL HAZARDS

Volunteer Coordinator

The following identifies the physical demands and potential hazards typically encountered by this position.  The information is necessary in part to ensure compliance with the Americans with Disabilities Act and the OSHA Blood borne Pathogens Standards.  These can reasonably be anticipated in the normal and customary performance of the essential functions of your work.

NA:
Not applicable, not required of this position.

NE:
Requirement is present, but is not essential to the position.

O:
Occasional, up to 33 percent of the time and essential to the position.  (For example, a 
lifeguard swims only occasionally, but it is essential that a lifeguard be able to swim.)

F:
Frequent, 34-66 percent of the time.

C:
Continuous, over 66 percent of the time.

	
	NA
	NE
	   O
	   F 
	   C

	Sitting
	
	
	
	X
	

	Walking
	
	
	X
	
	

	Standing
	
	
	X
	
	

	Running
	
	X
	
	
	

	Bending or twisting
	
	
	X
	
	

	Squatting or kneeling
	
	
	X
	
	

	Reaching above shoulder level
	
	X
	
	
	

	Climbing (e.g. ladders)
	
	X
	
	
	

	Driving cars, light duty trucks
	
	
	
	X
	

	Driving heavy duty vehicles
	X
	
	
	
	

	Using foot controls
	X
	
	
	
	

	Repetitive motion of hands/fingers
	
	
	X
	
	

	Grasping with hand, gripping
	
	
	X
	
	

	Lifting/carrying 10-25 pounds
	
	
	X
	
	

	Lifting/carrying 26-50 pounds
	
	
	X
	
	

	Lifting/carrying more than 50 pounds
	
	X
	
	
	

	Pushing/Pulling
	
	X
	
	
	

	
	NA
	NE
	   O
	   F 
	   C

	Work in/exposure to inclement weather

	
	X
	
	
	

	Work in/exposure to cold water
	
	X
	
	
	

	Exposure to dust, chemicals or fumes
	
	
	X
	
	

	Work/live in remote field sites
	X
	
	
	
	

	Use of hazardous equipment (e.g. guns, chainsaws, explosives)
	X
	
	
	
	

	Swimming, scuba diving
	X
	
	
	
	

	Work at heights (e.g. towers, poles)
	X
	
	
	
	

	Exposure to infection, germs or contagious diseases
	
	
	X
	
	

	Exposure to blood, body fluid, or potentially contaminated materials
	
	
	X
	
	

	Exposure to needles or sharp implements
	
	
	X
	
	

	Use of hot equipment (e.g., ovens)
	
	X
	
	
	

	Exposure to electrical current
	X
	
	
	
	

	Seeing objects at a distance
	X
	
	
	
	

	Seeing objects peripherally
	X
	
	
	
	

	Seeing close work (e.g., typed print) 
	
	
	X
	
	

	Distinguishing colors
	
	X
	
	
	

	Hearing conversations or sounds
	
	
	X
	
	

	Hearing via radio or telephone
	
	
	X
	
	

	Communicating through speech
	
	
	
	X
	

	Communicating by writing/reading
	
	
	
	X
	

	Distinguishing odors by smell
	
	
	X
	
	

	Distinguishing tastes
	
	X
	
	
	

	Exposure to wild/dangerous animals
	X
	
	
	
	

	Exposure to insect bites or stings
	X
	
	
	
	

	Work/travel in boat/small aircraft
	X
	
	
	
	

	Exposure to aggressive/angry people
	
	X
	
	
	

	Restraining/grappling with people
	
	X
	
	
	

	Other:
	
	
	
	
	

	
	NA
	NE
	   O
	   F 
	   C

	Other:
	
	
	
	
	


Items checked above must be consistent with tasks listed.

Are there any other physical or mental requirements of this position that have not been addressed above?                                                                                                                            

Ongoing mental & physical stress due to understaffing, short deadlines and highly visible programs subject to multiple, simultaneous demands.                                                                

I have read and understand the potential hazards and am able to perform the physical requirements as stated above with or without reasonable accommodation.

Employee Signature





Date 
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