
Jewell McFarland-Lewis Women’s Resource Center 
Fresh Start Women’s Foundation 

Job Description 
 

Title: Volunteer and Outreach Coordinator  Reports to: Community Engagement Senior Manager  
Position Type:  Exempt     
  
Organization and Mission 
Fresh Start is a unique organization, offering a holistic approach to providing resources that can nurture any woman’s 
personal and professional development at any stage of her life and build her resiliency and self-efficacy. The mission 
of Fresh Start Women's Foundation is to provide education, resources and support for women to positively transform 
their lives and strengthen our community.  

Job Summary  
The Volunteer Coordinator will oversee all volunteers at Fresh Start through proper training, scheduling, recognition, 
and support. The ideal coordinator is a detail-oriented, self-starter who thrives in a fast-paced environment, able to 
handle multiple tasks at once, and has strong, creative problem solving skills. This position is also responsible for 
Fresh Start’s community outreach, bringing awareness of services to potential clients, identifying their needs and 
finding resources/volunteers to fulfill those needs.  
 
Specific Job Responsibilities 

• Conduct the initial screening, orientation, and follow up for all volunteers. 
• Support volunteers with issues and/or changes, including providing ongoing recognition. 
• Work closely with staff across all departments to identify volunteer needs for programs, administrative tasks, 

client events, and development events. 
• Oversee group volunteer projects. 
• Manage and maintain the volunteer database, records, and position descriptions to ensure accuracy. 
• Work with the programs team to schedule volunteers to teach workshops on a quarterly basis. 
• Oversee the internship/field service program and works with staff to determine internship needs.  
• Serve as the primary staff person for outreach tables, speaking engagements for community partners, and 

tours of the Fresh Start Women’s Resource Center. 
• Plan and organize quarterly resource fair and community partner breakfast. 
• Oversee the Volunteer and Outreach program budget. 
• Perform other duties as assigned 

 
Job Skills and Requirements  

• Knowledge of volunteer training, management, and evaluation principles and practices.  
• Outstanding interpersonal, communication (verbal and written), and relationship-building skills with the 

ability to adapt messages and writing styles across varied platforms to effectively communicate with diverse 
internal and external audiences. 

• Strong attention to detail, problem solving, and decision-making skills. 
• Proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint)  
• Work respectfully and effectively with a variety of individuals including clients, volunteers, staff, and 

community partners. 
• Exhibits high levels of initiative, flexibility, and professionalism.  
• Has reliable transportation to attend outside meetings and events to represent Fresh Start.  
• Willingness to work flexible hours including mornings, evenings, and weekends to accommodate the needs 

of the job.  
• Ability to work productively in an unstructured environment with frequent interruptions. 

 
Qualifications  

• Bachelor’s degree in Nonprofit Management, Human Services Social Work or another related field. 
• Experience working the nonprofit or social service sector. 
• Fluent in English and Spanish preferred, but not required.  
• Ability to meet deadlines and carefully manage time and resources.  
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• Physical ability to lift, carry or pull 45-50 lbs.  
  
To apply: please send cover letter and resume to resumes@fswf.org  
 
Notice:  This job description in no way states or implies that these are the only tasks to be performed by the 
employee occupying this position.  The employee will be required to follow any other instructions and to perform 
any other job related duties requested by his or her supervisor. Fresh Start reserves the right to change this job 
description at any time.  This job description supersedes prior job descriptions. Reasonable accommodations can be 
made for a disability that is affected by the above stated job responsibilities and/or qualifications.    
 


