
We’re hiring a Volunteer Coordinator! 

Mary’s Place provides safe and inclusive shelter and services for women, children and families on 
their journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–
providing a safe place for them to be inside and together at night, along with food, showers, 
clothing, and access to housing and employment resources. We believe that no one’s child should 
sleep outside.

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an equal 
opportunity employer with a culturally diverse work environment and a commitment to social justice.

Position

We are seeking a passionate individual with great organizational skills to join our team at Mary’s 
Place as a Volunteer Coordinator. Under the supervision of the Volunteer Engagement Director, the 
Volunteer Coordinator will be responsible for being the first point of contact for volunteers at our 
north-end locations, as well as serve as the primary point of contact for all students earning school 
credit for volunteering (“Service Learners”). 

Key Responsibilities
• Manage and educate volunteer groups onsite at our three north-end sites (Northshore, 

Shoreline, and North Seattle), including community, corporate, and school groups
• Proactively work with shelter staff to identify needed projects or new opportunities to support 

north-end sites, and develop project plans for individuals and groups to accomplish projects 
in a timely, organized, and communicative way

• Work with Volunteer Engagement Director and Manager to document and track volunteer 
activity, as well as continually improve the internal volunteer project management and 
external volunteer experience

• Collaborate with all site-based staff to ensure they are informed of all upcoming on-site 
volunteer projects and initiatives, including ensuring that any staff or site needs/expectations 
are addressed ahead of time, then acting as liaison between site-based staff and key 
volunteer contacts

• Ensure volunteers or potential volunteers are clear with all aspects of the Volunteer 
Engagement process and procedures, including registration, check-in, follow-up/gratitude, 
and confirmation of volunteerism, to ensure the best possible experience for all volunteer 
groups and individuals

• Lead regular Volunteer Orientations at north-end sites for groups of 10-30 new volunteers
• Support Volunteer Coordinator in handling new incoming volunteer inquiries (particularly 

those related to north-end sites or Service Learner groups) within 48 hours, including 
answering questions, conducting background checks, scheduling groups, and arranging 
equipment and supplies as needed



• Update rolling Volunteer Groups calendar, as well as site-based recurring events calendars, 
to ensure that all upcoming positions are posted each month prior, all roles are filled or 
covered, reminders are sent out to all participating sites at least one week prior, and on-site 
support is provided

• Work to build site-based “MVP” program for trustworthy recurring volunteers who can help 
lead/oversee volunteer groups in regular volunteer opportunities

• Oversee and proactively identify ways to scale on- and off-site volunteer opportunities to 
achieve the overall Volunteer Engagement team’s goals (60,000 hours total in 2019) and 
metrics, including growing the Service Learner program to provide 3,000 total service hours 
annually, and the internship program to generate 3,000 total hours annually

• Strengthen Service Learner partnerships with 15 existing high schools, colleges, and 
universities; grow total partnerships to 20+ by the end of 2019

• Attend at least 4 Service Learner-related tabling or speaking engagements per quarter
• Support Development/Volunteer Engagement teams with associated tabling or speaking 

engagements as needed
• Record all partner activity and in-kind data into Raiser’s Edge/NXT within 5 business days of 

events or introduction

Skills/Qualifications
• Bachelor’s degree preferred or equivalent combination of experience and education 

• Proven track record of providing excellent customer service

• Exceptional organizational and project management skills; attention to detail required

• Must be able to multi-task

• Proven track record of successfully developing and leading trainings and group activities

• Ability to work successfully in a collaborative, team oriented organization

• Computer competency: Outlook required, Excel, Word, and Powerpoint preferred

• Able to proficiently speak, read, write, and understand English

• Fluency in Spanish, French, Amharic, Tigrinya, or other language a plus

• Exhibits compassion and empathy and works well with women, children, and families from 
all ethnic, social, economic and sexual orientation backgrounds

• Ability to understand and maintain appropriate boundaries

• Highly motivated, resourceful, flexible, and possesses a positive attitude and sense of 
humor, even under pressure

• Strong understanding of/commitment to the Mary’s Place mission of empowering women, 
children, and families to reclaim their lives



Physical Requirements
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job.

• While performing the duties of this job, the employee is regularly required to talk and hear.
• The employee is frequently required to stand, walk, use hands to finger, handle, or feel, 

type, and reach with hands and arms; and requires the ability to occasionally push, pull, lift 
and/or carry supplies up to 25 pounds.

• Work takes place in a social services environment where long periods of sitting, working on 
a computer, walking to various work areas, going up and down stairs, and standing are 
required.

• Travel to program sites and meetings outside the office and around the county are 
necessary.

Details

This is a full-time position, Monday through Friday and requiring occasional weekend and evening 
hours. Compensation is $17.00-$19.00 DOE. In addition, Mary's Place offers the following benefits 
to full-time staff:  

• Medical and dental insurance with the cost for core employee coverage paid at 100% by the 
company and VERY competitive family rates 

• Unlimited use ORCA pass for a small deduction per pay period 
• 10 days paid time off (PTO) each calendar year (accrued by pay period) 
• 10 days of sick time each calendar year (accrued by pay period) 
• 9 paid holidays (8 designated company holidays and 1 day of choice) 
• Employee Assistance Program  

Mary’s Place is an Equal Opportunity Employer. 
How to Apply 

Applications will be accepted until position is filled. Please send cover letter and resume to 
jobs@marysplaceseattle.org. No phone calls please; only applicants selected for interviews will be 
contacted.

www.marysplaceseattle.org

mailto:jobs@marysplaceseattle.org

