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Seva Volunteer Coordinator

Overview of Responsibilities:  

Seva seeks a Volunteer Coordinator to support the activities of the organization by managing volunteer requests and matching potential volunteers up with current opportunities.

This is an unpaid volunteer position, with the possibility of becoming a paid position in the 2013-2014 Fiscal Year.  

As Seva’s Volunteer Coordinator, you will meet weekly with Seva’s Communications and Development Directors, as well as our Gifts of Service Manager to develop a database of volunteer opportunities that support the mission of the organization.  We estimate the position to require approximately 8 hours a week.  

Currently, Seva has a backlog of volunteers who have filled out Seva’s various online volunteer forms but have not been contacted with volunteer opportunities.

As Volunteer Coordinator, you will contact potential volunteers and pair them with opportunities that fit their interests and skill-set. 

The Volunteer Coordinator will also regularly post volunteer opportunities to various local volunteer websites including www.brick.org, www.volunteer.com, www.craigslist.org, and other such sites.  

Requirements:


· Basic computer proficiency

· Basic knowledge of Microsoft Word and Excel

· Ability to volunteer one day a week at Seva’s headquarters in Berkeley
· Able to work in a fast paced environment

· Good writing skills

· Desire to support Seva’s programs

To Apply:

Please email a cover letter and resume to aaron@seva.org, and include 
“Volunteer Coordinator” in the subject line.

There is no deadline to apply.  This post will be removed once the position is filled.
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