Las Vegas, NV - Volunteer Coordinator
Habitat for Humanity Las Vegas has an opening for a volunteer coordinator.  We seek a flexible, results oriented professional to manage our volunteer programs.  Qualified applicants should submit a resume and cover letter to info@habitatlasvegas.org .
General Position Summary:  The volunteer coordinator leads the volunteer services in implementing Habitat for Humanity Las Vegas’ volunteer programs.  The volunteer coordinator sets the stage for an excellent volunteer experience by overseeing the recruitment, scheduling, processing, training, retention and recognition of all Las Vegas Habitat volunteers and ensures that Habitat’s volunteer needs are met.  The volunteer coordinator works closely with other Habitat teams to set a mission-oriented atmosphere for all volunteers.
Requirements:  This must be an outgoing individual with excellent organizational and computer skills as well as a desire to make a difference in the lives of families in need.  This person must be comfortable interacting with a diverse group of people and be capable and enthusiastic about working with volunteers and future homeowners in both an office and construction site setting.
Responsibilities: 
Serve as the coordinator in the office who recruits and retains volunteers
Recruit weekday volunteers for job site, office and ReStore
Field and respond to phone and email inquiries
Provide ongoing recognition for individual and group volunteers
Organize annual volunteer appreciation event
Provide support to Director of Construction and Director of ReStore
Manage construction/ReStore on site logistics:  Volunteer welcome, sign in and sign out, hospitality needs, photograph volunteers, publish and maintain photo data base
Manage AmeriCorps, Women Build, A Brush With Kindness and Youth United Programs
Qualifications:
Associate Degree accepted, Bachelors Degree preferred
Strong computer skills
Microsoft Office experience required
Two years minimum experience in housing, volunteer coordinator or non profit
 


