Volunteer Coordinator

.50 FTE

Benefits available
Salary range:  $14,000 - $15,500
Reports to West Willamette Outreach Director and Development Director

Three Rivers Land Conservancy is a nonprofit land conservation organization dedicated to conserving natural lands in the Portland metro area.  The organization is currently undertaking its 1,000 Acre Challenge.  An effort to conserve 700 new acres, restore 300 acres and build 2 miles of trail by 2010.  

Three Rivers currently recruits 5,000 volunteer hours each year towards our programs and operations.  This position will oversee that volunteer effort.  Two major volunteer efforts include our West Willamette Restoration Partnership which hosts restoration work parties every Saturday in Southwest Portland and our Wine and Land Benefit with 84 volunteers working on the day of the event.  This position will focus on recruiting, retaining and thanking volunteers at those events.  

This position involves daily interactions with the public.  In addition, this position will schedule, host and recruit people to attend general information sessions about Three Rivers, our Conservation Conversations.
Job Responsibilities

· Work with staff and partners to build on existing volunteer programs and systems.  

· Schedule and attend volunteer work party dates, locations and activities.  

· Identify and use media to advertise events and recruit volunteers.  

· Train, supervise and recognize volunteers.  

· Track and record (in database) volunteer hours and contact information.  

· Communicate with volunteers and partners electronically, in writing and in person.  

· Develop strong, ongoing relationships with volunteers and partner organizations/agencies.
· Attend related events.
· Organize and host regular informational presentations to the general public.
· Assists with other duties as needed.
· Update website with recent information including volunteer job descriptions, relevant news and events.
Skills and Experience

· Enjoys meeting new people;

· Successful experience coordinating with volunteers, employees and/or students;
· Experience and interest in environmental restoration
· Ability to teach and inspire people in groups and individually;

· Strong organizational skills for planning, event coordination and evaluation;

· Proven ability to learn and operate database software;

· Good attention to detail;

· Interest in a flexible work schedule including willingness to work 3 Saturdays a month.
· Bachelors degree in a related field.

· 1 or more years of experience supervising volunteers
Job Closes by: 
February 22nd
Send resume, cover letter and references to:  swood@trlc.org
