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Volunteer Coordinator 

Position Summary 

Primary: The Volunteer Coordinator supervises volunteers and provides direction, coordination, 

onboarding, credentialing, and consultation for all volunteer functions for UMMA to: 

Strengthen our provision of clinical care and involve a community of supporters widening 

UMMA’s reach and healthcare access. 

This will be a part-time position.  

Essential Functions 

1. Administers various human resource procedures for all UMMA volunteers; 

assists in the development and implementation of volunteer policies and 

procedures; prepares and maintains volunteer handbook and policies 

and procedures manual. 

2. Assists managers in developing department goals, objectives and systems 

around the recruitment and work for volunteers. 

3. Survey staff regularly to assess needs for volunteer assistance 

4. Monitors the online, internal volunteer training program (Relias) and revises 

as necessary. 

5. Conducts recruitment effort for all new volunteers; conducts new-

volunteer orientations; writes and places advertisements. 

6. Coordinates and oversees the volunteer program which includes clinical 

providers, college, high school and Master’s level students.  

7. In overseeing the volunteer program, coordinate the paperwork needed 

to bring on the volunteers.    

8. Credentialing and privileging all of the medical providers.  

9. Attends and participates in company audits by managed care programs 

external auditors and other key stakeholders. 

10. Participates in administrative staff meetings and attends other meetings 

and seminars. 

11. Assists in implementing three to five health fairs a year (includes the 

coordination of health fair volunteers) 

12. Maintains compliance with federal and state regulations concerning 

medical providers. 
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13. Performs other related duties as required and assigned by the supervisor. 

Core Competencies 

1. Human Resources Capacity 

2. Problem Solving/Analysis 

3. Project Management 

4. Communication Proficiency 

5. Ethical Conduct 

6. Time Management 

7. Solution-focused 

8. People-oriented  

9. Detailed oriented  

10. Quick learner  

Required Education/Experience and/or Licensure/Certifications   

 Bachelor’s degree in social service-related field or equivalent 

combination of education and experience   

 The ability to communicate with, supervise and empower volunteers to 

be effective in their roles—experience with volunteers preferred  

 The ability to work cooperatively with different types of personalities 

  Knowledge and understanding of issues and dynamics within a clinic 

 Valid CA Driver’s License and Proof of Insurance 

 Have a Clinical or Hospital Volunteer experience assisting patients 

(preferred but not required) 

Supervision: This position reports to the Chief Medical Officer 

 

Supervisory Responsibility 

This position has no direct supervisory responsibilities, but does serve as a coach 

and mentor for the volunteers. 

 


