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Church Relations &
Volunteer Coordinator

POSITION SUMMARY
The Church Relations & Volunteer Coordinator supports New City’s programming and fundraising efforts as a nonprofit ministry to at-risk youth.  This staff member works closely with program heads and with the development team to integrate volunteers into New City’s programs (Teen Life Internship Program, After School Center, City Sail, Summer Camp, and the Community Garden) and to nurture New City’s relationship with supporting congregations.  The Church Relations & Volunteer Coordinator reports to the Executive Director and communicates regularly with New City’s senior staff.
SCOPE AND RESPONSIBILITIES

· Work with program heads to develop volunteer opportunities.
· Develop, implement, and maintain a system for tracking volunteers, including conducting background checks on volunteers.
· Run volunteer trainings.

· Serve as a point-person for volunteers when they are onsite at New City.

· Communicate regularly with existing volunteers and work with the Director of Communications to design communications to encourage interest from new volunteers.

· Plan and implement 4+ workdays per year for volunteer groups, coordinating attendance, supplies, work plans/projects, and food.
· Work with the Executive Director and the Director of Development to maintain existing relationships with supporting churches and to introduce New City to new churches.
· Work with the Executive Director to plan 15-20 church visits per year, including coordinating the Executive Director’s preaching schedule, providing all supporting materials, and attending to serve as point-person for follow-up inquiries about New City.

· Provide support to the Director of Communications to provide volunteers for and encourage church member attendance at New City’s bi-annual fundraising events.
QUALIFICATIONS

· Bachelor’s degree

· Two years experience at a nonprofit preferred

· Outgoing friendly personality

· Excellent verbal, written, and interpersonal communication skills

· Experience in event planning preferred
· A decisive, independent thinker with a strong work ethic, sense of achievement, and leadership ability
· Ability to lead multiple long- and short-term projects simultaneously, meeting all related deadlines
· Ability to manage and share pertinent information with staff and board
· A strong commitment to and ability to communicate the goals and mission of New City, including a personal and active Christian commitment
· Strong computer literacy and competency required
DETAILS

· Compensation: $15-20/hour, DOE





· Hours:  Approximately 15-20 hours per week; 3:00-7:00 p.m. 3-4 days per week + 4 Saturdays per year and 15-20 Sundays per year
· Starting date:  Immediate

· Supervisor: Executive Director
To learn more or to apply, please submit a cover letter, resume and application (found on our website) to Deborah Lemmen at deborah@newcitykids.com 
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