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JOB DESCRIPTION 

 

Position Title: Coordinator, Volunteer and Tour Programs      

Written By: Kristy Peterson        

Position Reports to (Title): Kristy Peterson, Director of Education, Outreach, & Interpretation 

Effective Date:  January 1, 2018 

Department: Education 

 

1. Position Summary 
This full-time position is responsible for all volunteer recruitment, scheduling, communication, supervision 

and assists with the training of Powell Gardens volunteer staff. The primary role of this position is to manage 

the volunteer program to ensure that volunteers have appropriate training and are fully supported in their 

needs as volunteers (training, encouragement, instruction, clarification of role, assessment, basic needs for 

their shift, and gratitude/appreciation). The Coordinator, Volunteer and Tour Programs also ensures all 

volunteers are well-suited for any volunteer positions Powell Gardens needs and are professionally able to 

represent Powell Gardens in the public eye. This position works closely with all Powell Gardens staff to 

assess staff needs and to help refine and organize potential volunteer projects and jobs in order to best match 

a volunteer job with a volunteer. This position is also the point of contact for booking all group tours for any 

audience, entering them into the Altru database, adding group tour information to the Altru and Google 

calendars, and communicating tour information to any volunteer docents, teachers, education and visitor 

services staff, and any group tour organization.  

 

2. Representative Duties 

 

Recruitment and Onboarding 

 

1. Oversees the recruitment, interviewing, background checking, onboarding training, and 

communication with all prospective volunteers. This position works closely with horticulture staff 

and the Director of Education to recruit specialized volunteers for horticulture work or to serve as 

docents. 

 

2. Develops new strategies and implements recruitment efforts in an ongoing fashion during the year in 

collaboration with the Marketing Manager and Director of Education for seeking prospective 

volunteers including outreach to varied organizations, cultural institutions, corporations, community 

and civic groups and/or use of traditional printed materials, news releases and ads, and web-based 

communications. 

 

3. Builds and maintains relationship with potential sources for volunteers including garden clubs, 

Master Gardener groups, business partners etc. 

 

4. Ensures all volunteer job descriptions and project needs are accurate for recruiting and that staff 

needing new volunteers for projects/jobs have the proper tools, information, and training skills for 

working with volunteers. 

 

5. Develops and updates all volunteer program materials on a regular basis including 

policies/procedures, applications, agreements, and the volunteer handbook.  
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Training 

 

1. Coordinates volunteer trainings required for each volunteer specialization/position and ensures that 

each volunteer understands all aspects of the volunteer handbook, job description and 

duties/expectations. Organizes additional specialized training material as needed during the year.  

 

2. Assists in includes finding the appropriate content or experts to help coordinate specialized training 

for volunteers (including scheduling garden work training with horticulture staff, tool care, plant 

information or ID, food handler training, computer work, etc.). This position works closely with the 

Director of Education to help plan appropriate ongoing continuing education training opportunities 

and assists the Director of Education with the docent training course. 

 

Scheduling 

 

1. Serves as a point of contact for all group tour reservations. Coordinates and communicates the tour 

schedule to relevant staff and volunteers, ensures the schedule is updated on the Altru calendar and 

communicates this to relevant staff, and greets and checks in tour groups to ensure payment is made. 

 

2. Coordinates the group tour schedule and schedules and communicates with docents leading tours, 

relevant staff, and group tour leaders.  

 

3. Schedules volunteers for any Powell Gardens need. 

 

4. Ensures group tour paperwork and reservation documents are mailed/sent in a timely fashion and 

responds to all group tour emails and phone calls in a timely fashion. 

 

Evaluation and Retention 

 

1. Effectively communicates with volunteers on a regular basis by email, phone, letter or newsletter to 

best reach this audience to keep communication active and ongoing and keep volunteers informed 

about all aspects of Powell Gardens. 

 

2. Ensures compliance with organizational policies and procedures related to volunteering including a 

code of conduct and attendance policy. Evaluates volunteers and provides feedback to address and 

correct any conduct or interpersonal issues. 

 

3. Strives to create a volunteer community at Powell Gardens so any volunteer feels connected and part 

of a valued and needed service. 

 

4. Ensures volunteer needs are met at all times: proper instruction, good communication, tools needed 

for the job, water or snacks, or additional training etc. 

 

Recognition 

 

1. Coordinates volunteer recognition events (at least two during the year) and other informal episodic 

social engagements to support and recognize volunteer efforts. Regularly provides verbal feedback 

and words of encouragement and thanks to volunteers through personal emails, phone calls, cards, 

and e-blast newsletters. Works to create a welcoming environment of a Powell Gardens Volunteer 

Community to foster a sense of belonging. 
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Communication and Support 

 

1. Reviews and updates volunteer roles, training, assessment, and generates monthly and annual 

statistics related to volunteering. 

 

2. Manages a volunteer database using Altru and keeps accurate records of each volunteer’s activities 

and hours using technology. Uses technology and the Altru database to streamline communications, 

statistical analysis, engagement, and accurate records.   

 

3. Assists the education team with the planning, development, administration, and execution of adult, K-

12, family, and intergenerational programs and events as needed.  

 

4. Perform other program duties as assigned and needed by supervisor. 

 

5. Works closely with Coordinator, K-12 and Family Programs to plan for volunteer needs, 

communicates changes to the tour schedule and relays any docent concerns etc. to relevant staff. 

 

6. Ensures group tour paperwork and reservation documents are mailed/sent in a timely fashion and 

responds to all group tour emails and phone calls in a timely fashion. 

 

3. Sphere of Responsibility 

 

Works closely with education department team members and oversees the coordination of Powell Gardens 

volunteers and group tours garden wide.  

 

4. Internal and External Contacts 

 

Internal: 

This position reports to the Director of Education, Outreach, & Interpretation but will work closely with 

other education department colleagues, visitor center staff, horticulture staff, and administrative staff.  

 

External: 

This position may interface with the general public on a daily basis to answer questions, assist the public 

with checking in for group tours and requires ongoing communication to relay information via email or the 

phone about booking tours or becoming a volunteer. Some off-site outreach for recruiting of volunteers and 

networking is required to generate new volunteers.  

 

5. Consequence of Error 

 

Volunteers are at the core of the resources Powell Gardens needs to stay vibrant and operate efficiently. 

Professional and timely actions related to all needs of this position are key to the overall communication and 

evaluation of the volunteer and tour programs. Failure to lead these efforts will result in lost volunteer 

support and revenue. 

 

Failure to adhere to the policies and procedures outlined in the Powell Gardens employee handbook will 

result in a verbal warning (first offense), written warning (second offense), and potential dismissal. 

Unethical behavior will result in immediate dismissal. 
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6.Experience/Education  

 

Education Requires a minimum of a four-year degree with coursework related to office 

administration: communications, business, word processing, marketing, data 

entry, public relations etc. or education in a related field of non-profit 

management of museum studies. 

Experience Two-three years of non-profit management/ coordination of a volunteer 

program is required. Using technology (Microsoft Office Suite and Google 

docs) is required. Prior experience using a database system (such as Altru) is 

needed and experience using Mailchimp or other online e-communications 

platforms is helpful. Writing experience is preferred and experience with 

desktop publishing is helpful.  

Knowledge Knowledge of proper formats for business communications and proper use of 

grammar and punctuation and great attention to detail is required. Knowledge 

of professional business practice (using contracts and efficient communication) 

is required. Knowledge of best practice non-profit volunteer recruitment, 

volunteer retention and appreciation, and management of volunteer programs 

is required.  

Communications This position requires excellent communication skills in person and an ability 

to work with and connect with a variety of people from all walks of life, varied 

ages, and with a range of abilities. The ability to talk to and engage with a 

variety of audiences on any level is required. Timely communication and 

follow-up with staff, volunteers, and the public is a must. Professionalism and 

confidentiality related to sensitive situations is expected at all times.  

 

Core Competencies 

 

 

Optimizes Work Processes: Designs processes and procedures that allow 

managing from a distance; seeks ways to improve processes, from small 

tweaks to complete reengineering; separates and combines tasks into efficient 

and simple workflow; thinks about the whole system, focuses efforts on 

continuous improvement; identifies and seizes opportunities for synergy and 

integration. 

 

Balances Stakeholders: Understand internal and external stakeholder 

requirements, expectations, and needs; balances the interests of multiple 

stakeholders; considers cultural and ethical factors in the decision-making 

process; acts fairly despite conflicting demands of stakeholders.  

 

Instills Trust: Demonstrates respect of others through honoring commitments; 

demonstrates fair and ethical behavior with customers and employees; is 

consistently aware of the shadow he/she casts; gains the confidence and trust 

of others easily; expresses self in credible and transparent manner. 

 

Persuades and Negotiates: Convinces others to take action; negotiates 

skillfully in touchy situations and responds effectively to the reactions and 

positions of others; shares own ideas in a compelling manner that gains 

commitment from others; finds common ground and acceptable alternatives 

that satisfy the needs of multiple stakeholders. 

 

Cultivates Innovation: Moves beyond traditional ways of doing things; 

pushes the status quo; continually assesses the market potential of an 
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innovative idea or solution; finds and champions the best creative ideas and 

actively moves them into implementation; tries multiple varied approaches to 

innovative idea;builds excitement in others to explore creative options. 

 

Tech Savvy: Anticipates the impact of emerging technologies and makes 

adjustments; readily learns and adopts new technologies; continually scans the 

environment for technology breakthroughs; experiments with a wide range of 

existing technologies while applying new and emerging options that can 

enhance organizational outcomes; encourages others to learn and adopt new 

technologies. 

 

Drives Results: Has a strong bottom-line orientation—sets aggressive goals 

and high standards; persists in accomplishing objectives despite obstacles and 

setbacks; has a track record of exceeding goals successfully; pushes self and 

helps other achieve results; pursues everything with energy, drive, and the 

need to finish. 

 

 

7. Work Environment/Physical Requirements 

 

The ability to bend, kneel, and stretch, or sit for periods of time (or stand) and lift 40-50 pounds is required. 

Work hours for this position are primarily Monday through Friday 8 a.m. to 5 p.m., but occasional evening 

or weekend hours may be required due to episodic program support needed. When volunteers are absent and 

when needed, the volunteer and group tour program coordinator may be required to work the volunteer shift 

to help execute a program or event.  

 

A combination of administrative tasks (indoors) and tasks elsewhere onsite are required—working indoors 

and outdoors will be periodically expected. Professional appearance and an ability to speak with the public 

will be required. This position requires the ability to remain in a stationary position up to 50% of the time; 

move about inside and outside the office to perform normal work duties; and move throughout a multi-

facility work location.  

 

Disclaimer Statement: 

 

Every effort has been made to make your job description as complete as possible. However, this position 

description in no way states or implies that these are the only duties to be performed by the employee 

occupying this position. Employees will be required to follow any other job-related instructions and to 

perform any other duties requested by their department supervisor. 

 

 

Accepted By:_____________________________________________ Date: _____________________ 

 


