STATE OF NEBRASKA
CLASS CODE:
S79610

CLASS SPECIFICATION
SALARY GRADE:
338

EST: 09/78 - REV: 01/98
OVERTIME STATUS:
N
VOLUNTEER SERVICES COORDINATOR

DESCRIPTION:  Develops and administers the volunteer service program at a state institution; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Recruits, interviews, trains, orients and places volunteers  where services are needed and requested.

Plans, implements and coordinates all volunteer programs and services.

Accepts, catalogs and distributes donations.

Schedules, plans and conducts tours of the facility.

Determines, obtains and maintains all supplies and equipment necessary to carry on the volunteer program.

Acts as liaison between institution and community; presents programs, assists in educational events and answers fall related communications.

Maintains necessary records and prepares appropriate activity reports.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Ability to:  work with mentally ill or retarded patients; carry on rapport with volunteers and participate in public relations functions.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Bachelor's degree in social science or high school education plus five years experience in psychiatric setting and organizing volunteers.

