Volunteer Genter
of Cedar Valley

AMERICORPS SENIORS RSVP COORDINATOR JOB DESCRIPTION

Reports to:

Purpose:

Fayette County

Executive Director

This part time, 20-hour/week position will develop and implement strategies in

conjunction with the Volunteer Center of Cedar Valley (VCCV) with specific emphasis of connecting,
mobilizing and inspiring volunteers age 55+ in mission driven opportunities through AmeriCorps
Seniors RSVP. Provide training and resources to non-profits to enhance volunteer management practices
and collaborate on a local and regional level to improve volunteerism.

Key responsibility Areas:

1. Manage AmeriCorps Seniors RSVP in Fayette County (Oelwein Community)

Build and maintain relationships with nonprofit organizations, volunteer stations, and
community partners to identify volunteer needs and develop meaningful service opportunities
throughout Fayette County.

Recruit, onboard, and match adults age 55+ with meaningful volunteer opportunities that
align with their skills, interests, and community needs.

Maintain accurate volunteer and program records, including volunteer placements and
service hours, using the organization's volunteer management database.

Conduct site visits to volunteer stations to strengthen partnerships, support volunteers and
partner organizations, monitor volunteer experiences, and provide technical assistance.

Plan and coordinate volunteer recognition and appreciation activities that celebrate
volunteers, recognize partner organizations, and promote community engagement.

Monitor program performance and maintain records in accordance with AmeriCorps Seniors
and VCCV reporting requirements.

Collect program data, volunteer stories, and outcome information to support grant reporting
and future funding opportunities.

Provide volunteer management training, technical assistance, and resources to nonprofit
partners in support of grant objectives.

Coordinate communications and administrative support for the Fayette County AmeriCorps
Seniors RSVP Advisory Council.

Collaborate with VCCV staff, leadership, and community partners to advance organizational
priorities and expand the reach and impact of AmeriCorps Seniors RSVP.

2.  Support the VCCV’s mission

Work collaboratively with VCCV staff to implement organizational goals and strategic
priorities.

Represent VCCV at board meetings, committee meetings, community events, and public
speaking engagements as requested.

Follow all organizational policies, grant requirements, and program procedures.
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e Assist with special events, volunteer recognition activities, conferences, and other initiatives
that support VCCV's mission.
e Perform other duties as assigned by the Executive Director.

Job Requirements:
An equivalent combination of education, training, and relevant experience that demonstrates the
knowledge, skills, and abilities necessary to perform the position successfully.

Compensation & Benefits:
Hourly wage: $21 - $24 per hour (15-20 hours/week), depending on qualifications and experience.
Benefits are limited to paid holidays.
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