“Maestro” to the “Meisters”
Volunteer Coordinator Position
(Volunteer Position)

The “Maestro” to the “Meisters” position plays an integral role within our organization.  He/She not only brings their love for the community and enthusiasm to ensure that we have the troops (our ‘fun meisters’) we need to keep us going.  The successful “Maestro” knows how to be professional, is dedicated, but most of all, knows how to have fun!  The right person for us is someone that is team-spirited, engaging, and loves to work with all personalities.
Coordinator Duties:

· Attend and participate in team-related volunteer activities 
· Attend and participate in meetings to recruit our fun meisters!
· Direct and implement the tasks of volunteer related activities
· Work with Operations Manager to ensure our troops are trained
· Foster a strong team relationship which emphasizes teamwork and communication
· Other duties as assigned that assist and support and recognize our ‘fun meisters’

Coordinator-Specific Responsibilities:

· Collaborate with Operations Manager to recruit and select volunteers
· Market research the number of volunteers needed for specific organizational activities
· Develop and implement training sessions for our ‘fun meisters’
· Maintain regular communication with our ‘fun meisters’, ensuring that they are aware of tasks at hand
· Create and execute a strategy of support and recognition for our troops

Qualifications:
· A team leader
· Strong interpersonal, organizational skills and project management skills
· Able to motivate and inspire others and lead by example
· Excellent communication skills
· Task-oriented and reliable
· Enthusiastic and passionate about community
· Demonstrated willingness to learn
· Good working knowledge of MS Office applications
· Believes in having fun and creating an inviting environment for our ‘fun meisters’

Additional Qualifications:
· High-school diploma required
· Certification in non-for-profit management/volunteer management is ideal, but not necessary
· Previous experience in volunteer coordination is an asset

What’s in it for you?

· You get to be part of an amazing team and organization
· Develop key life skills – communications, interpersonal, technical etc.
· Networking opportunities

Please submit your cover letter and resume to: Kristie Schneider via email at contact@ghostriverrediscovery.com or fax to (403) 270-9351 or mail to: #164, 3359 27th Street N.E., Calgary, AB  T1Y 5E4.
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