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 Class Specifications 
 for the Class: 
 
 VOLUNTEER SERVICES COORDINATOR 
 
Duties Summary: 
 

Plans and promotes the effective utilization of volunteers 
and coordinates their services in various programs of a State 
agency; participates in the orientation and placement of 
volunteers and evaluates their services; develops programs of 
public information on volunteer activities as well as program 
goals, functions and needs; and performs other related duties as 
assigned. 
 
Distinguishing Characteristics: 
 

This class is responsible for planning, promoting and 
coordinating the involvement of individuals and groups in the 
community to assist in various programs and activities of a State 
agency.  The work involves the recruitment, selection, 
orientation and placement of volunteers in appropriate programs 
and the dissemination of information to interested parties 
concerning program goals and needs. 
 
Examples of Duties: 
 

Screens and selects volunteers for services in a State 
agency (e.g., volunteers may assist in providing instruction in 
hobby crafts, feeding and caring for patients, taking patients on 
walks, accompanying visitors on tours of the agency, performing 
clerical record-keeping or other work in support of the agency); 
places volunteers in appropriate activities in consonance with 
their interests and the needs of the agency; formulates and 
recommends operating policies and procedures relative to 
volunteer services; oversees the work of volunteers; participates 
in the orientation and training of volunteers relative to the 
understanding of agency regulations, mission and goals; evaluates 
the services of volunteers in consultation with program 
supervisors; develops and maintains records on volunteers and 
their activities; meets with the volunteer coordination committee 
to secure its assistance and participation in effectuating 
volunteer services; participates in management committee meetings 
and contributes to the overall planning of agency programs and 
activities; represents the agency in meetings with auxiliary 
groups and other community organizations; conducts continuing 
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studies and analyses for the improvement and expansion of 
volunteer services; utilizes various publicity media in promoting 
volunteer services; coordinates and conducts guided tours of the 
agency; speaks before interested groups; receives and distributes 
contributions and donations within the agency; develops public 
information material such as brochures, etc.; coordinates 
meetings between news reporters and appropriate program staff; 
handles problems of workload, time schedules and work coverages 
of volunteers; prepares budgets for volunteer services and 
requisitions supplies and equipment; and prepares reports and 
correspondence. 
 
Knowledge and Abilities Required: 
 

Knowledge of:  Principles of human behavior and motivation 
techniques of dealing effectively with people in groups and 
individually; and report writing. 
 

Ability to:  Establish and maintain effective working 
relationships with volunteer personnel possessing a wide range of 
educational and work experience backgrounds, agency employees and 
supervisors, representatives of community groups, and the general 
public; plan, organize and coordinate volunteer activities; 
understand and apply laws, agency regulations, and other 
pertinent guidelines and requirements; speak effectively before 
groups; and prepare budget and written reports. 
 
----------------------------------------------------------------- 
 

This is an amendment to the specification for the class 
VOLUNTEER SERVICES COORDINATOR, which was approved on May 23, 
1969. 
 
 
 
DATE APPROVED: July 12, 1991 /S/  Diana H. Kaapu 
  for  SHARON Y. MIYASHIRO 

Director of Personnel Services 
 
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


