
Community Action Partnership of Central Illinois JOB DESCRIPTION 

 
POSITION:   Volunteer Services Director              WORKSITE:    Corporate Office 
REPORTS TO:            Agency Development Director  CLASSIFICATION:   IV (Exempt)     
         Wage Range:   $29,868 - $62,400 
______________________________________________________________________________________ 

SUMMARY OBJECTIVE: 
Responsible for the consistent and coordinated oversight of all operations relating to the recruitment, retention 
and management of Foster Grandparent and Food Pantry Cooperative Volunteers. 

 
RESPONSIBILITIES: 

1. Assess volunteer needs of the community, planning and developing all phases of the Foster Grandparent 
program operations.  

2. Select, train, and supervise volunteers and volunteer stations.  
3. Administer personnel policies with regards to staff and volunteers in a manner consistent with the 

CAPCIL agency standards, AmeriCorps Senior regulations, and Foster Grandparent Handbook. 
4. Arrange and provide orientations for all volunteers and provide in-service instruction for Foster 

Grandparents as required. 
5. Develop Memorandums of Understanding and other appropriate documents with volunteer site locations. 
6. Formulate and implement recruiting, selection, and placement strategies in order to maintain a healthy pool 

of volunteers to serve in the Foster Grandparent and/or FPC capacity.  
7. Works with social, civic, and local organizations to develop partnerships, where appropriate, to assist in 

recruitment and placement of program volunteers.  
8. Prepare, maintain, and submit all required Grant Applications to sustain programming. 
9. Maintains updated records on all volunteers to meet compliance and monitoring requirements. 
10. Incorporating performance measurement principles and practices in program development, volunteer 

placement, and project assessment.  
11. Develop and maintain close coordination with volunteer stations; assess appropriateness, compliance, and 

performance.  
12. Oversee the development and maintenance of financial records, personnel files, program records and 

volunteer history for all volunteers. 
13.  Develop and adhere to an approved budget and authorize expenditures for the FGP & FPC program. 
14.  Evaluates the effectiveness of operational procedures and project activities. 
15.  Regularly monitor volunteer hours to ensure that we are meeting Volunteer Service Year funding 

requirements. 
16. Develop, maintain, and implement a food donation program that supports the in-kind needs.  
17. Works with Agency Development Department to develop, maintain, and implement a fundraising program 

that supports the cash resource needs of the FPC. 
18. Assist Fiscal office with reporting efforts regarding the capturing of in-kind credit and cash donations to 

ensure accurate reporting’s of the cash and in-kind resources generated through the program.  
19. Work with Agency Development Department to create marketing collateral, brand awareness campaigns 

and a cohesive public relations program. 
20. Ensure complete and accurate reporting of volunteer hours.  
21. Work with the Operations Department to ensure compliance with all facility requirements as related to the 

FPC.   
22. Perform all other duties as assigned. 
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KEY COMPETENCIES: 

1. Communication Proficiency 
2. Collaboration Skills 
3. Leadership 
4. Organizational Skills 
5. Presentation Skills 
6. Technical Capacity 
7. Time Management 

 
 QUALIFICATIONS: 

1. Degree in social sciences, communications, or related field OR 4+ years of equivalent experience  
2. Prior experience creating and implementing Community Action programs and training 
3. A valid Illinois driver’s license, insurance, and reliable transportation. 
4. Willingness to travel to attend trainings and monitor sites throughout the service area. 
5. Strong interpersonal and communication skills 
6. Office and budget management experience 
7. Computer Proficiency in Microsoft products to include Sharepoint 

 
   Key Performance Indicators: 
 
OUTCOME Key Performance 

Indicator 
Measure What does 

Good 
Look Like? 

Compliant volunteer 
personnel files. 

Ensure all required file 
documents are maintained for 
each Volunteer 

Inventory and Audit of 
Volunteer personnel files using 
the File Audit Checklist  

95% 

Volunteer Stations 
have dedicated 
volunteers  

Ensure each volunteer station 
has a minimum of 1-2 
volunteers assigned. 

Volunteer Station Placement 
List 

80%  

Understands fiscal 
practices and ensures 
better budget 
management.  

Ensure budget line items 
maintain +/- 15% variance 

Abila R & E Report +/- 15% 
variance 
 

 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities and activities may change at any time with or without notice. 
 
No contractual or similar obligation is implied or inferred by this job description or the employment relationship. 
 
 
__________________________________________                                ______________________________ 
Employee Signature                                                                             Date 
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