Department Coordinators
Organizational Structure, Staff & Job Descriptions
Department Coordinators are the operational leaders within each department. They supervise team leaders, coordinate daily activities, monitor progress, ensure compliance with policies, and serve as the communication link between the Department Director and frontline teams.
They play a critical role in ensuring that plans developed by leadership are executed efficiently and consistently.

Organizational Structure
Department Director
        │
Deputy Director
        │
Department Coordinators
        │
──────────────────────────────
Team Leaders
        │
Volunteers / Staff


Position Title
Department Coordinator
Reports To: Department Director or Deputy Director
Supervises: Team Leaders and assigned volunteers

Position Summary
The Department Coordinator oversees the day-to-day operations of a specific functional area, ensuring that staff, volunteers, equipment, schedules, and resources are organized and operating efficiently.
The Coordinator ensures that departmental goals are achieved while maintaining UnityReach Global's standards of professionalism, safety, accountability, and Christian service.

Primary Responsibilities
· Coordinate daily department activities. 
· Supervise Team Leaders. 
· Assign staff and volunteers. 
· Ensure department schedules are followed. 
· Monitor work quality. 
· Coordinate supplies and equipment. 
· Conduct daily team meetings. 
· Resolve operational issues. 
· Maintain departmental records. 
· Prepare daily progress reports. 
· Communicate with department leadership. 
· Ensure safety procedures are followed. 
· Support volunteer development. 
· Maintain positive team morale. 

Daily Tasks
Morning
· Attend leadership briefing. 
· Meet with Team Leaders. 
· Review daily assignments. 
· Inspect work areas. 
· Confirm staffing levels. 
· Verify equipment readiness. 
Throughout the Day
· Monitor operations. 
· Support volunteers. 
· Resolve problems. 
· Coordinate with other departments. 
· Track progress. 
· Update department leadership. 
End of Day
· Conduct team debrief. 
· Collect reports. 
· Review completed work. 
· Identify challenges. 
· Prepare next day's schedule. 

Weekly Tasks
· Attend department leadership meeting. 
· Review performance metrics. 
· Evaluate Team Leaders. 
· Update department schedules. 
· Review inventory. 
· Submit weekly reports. 
· Recommend improvements. 

Monthly Tasks
· Complete department performance reports. 
· Participate in strategic planning meetings. 
· Review volunteer performance. 
· Identify training needs. 
· Evaluate operational procedures. 
· Update departmental documentation. 

Qualifications
· Strong Christian character. 
· Commitment to UnityReach Global's mission. 
· Leadership experience preferred. 
· Excellent organizational skills. 
· Strong communication skills. 
· Ability to supervise teams. 
· Problem-solving ability. 
· Time management skills. 
· Basic computer skills. 
· Ability to work under pressure. 
· Positive attitude. 
· Team-oriented mindset. 

Leadership Skills
Department Coordinators should demonstrate:
· Integrity 
· Accountability 
· Servant leadership 
· Decision-making 
· Conflict resolution 
· Organization 
· Professionalism 
· Compassion 
· Flexibility 
· Cultural sensitivity 

Decision-Making Authority
Department Coordinators may:
· Assign volunteers within their department. 
· Adjust daily schedules. 
· Approve routine operational decisions. 
· Recommend purchases. 
· Resolve minor operational issues. 
· Recommend disciplinary actions. 
Department Coordinators may not:
· Approve budgets. 
· Hire or terminate staff. 
· Sign contracts. 
· Commit organizational funds. 
· Change organizational policies. 
· Make strategic decisions without Director approval. 

Communication Responsibilities
Department Coordinators communicate with:
· Department Director 
· Deputy Director 
· Team Leaders 
· Volunteers 
· Other Department Coordinators 
· Administrative Department 
· Logistics Department 
· Safety Department 

Key Performance Indicators (KPIs)
Department Coordinators are evaluated based on:
· Team productivity 
· Schedule compliance 
· Volunteer satisfaction 
· Quality of work 
· Safety compliance 
· Communication effectiveness 
· Problem resolution 
· Timely report submission 
· Attendance and punctuality 
· Resource management 
· Team morale 
· Goal achievement 

Typical Department Coordinators Across UnityReach Global
Mission Operations
· Operations Coordinator 
· Field Operations Coordinator 
· Mission Activities Coordinator 

Medical Department
· Clinic Coordinator 
· Nursing Coordinator 
· Dental Clinic Coordinator 
· Pharmacy Coordinator 
· Vision Clinic Coordinator 

Evangelism Department
· Crusade Coordinator 
· Bible Study Coordinator 
· Worship Coordinator 
· Prayer Ministries Coordinator 
· Children's Ministries Coordinator 
· Youth Ministries Coordinator 
· Baptism Coordinator 

Education Department
· School Programs Coordinator 
· Tuition Sponsorship Coordinator 
· Teacher Training Coordinator 
· School Supply Distribution Coordinator 

Humanitarian Relief Department
· Food Distribution Coordinator 
· Clothing Distribution Coordinator 
· Hygiene Kit Coordinator 
· Community Feeding Coordinator 

Water & Sanitation Department
· Water Project Coordinator 
· Hygiene Education Coordinator 
· Community Training Coordinator 

Volunteer Department
· Volunteer Recruitment Coordinator 
· Volunteer Training Coordinator 
· Volunteer Assignment Coordinator 
· Volunteer Support Coordinator 

Logistics Department
· Transportation Coordinator 
· Housing Coordinator 
· Warehouse Coordinator 
· Procurement Coordinator 
· Distribution Coordinator 

Communications Department
· Social Media Coordinator 
· Website Coordinator 
· Photography Coordinator 
· Videography Coordinator 
· Publications Coordinator 

Partnerships Department
· Church Partnerships Coordinator 
· Foundation Partnerships Coordinator 
· Corporate Partnerships Coordinator 
· Healthcare Partnerships Coordinator 
· University Partnerships Coordinator 

Finance Department
· Budget Coordinator 
· Donations Coordinator 
· Volunteer Payment Coordinator 
· Procurement Finance Coordinator 

Safety Department
· Emergency Response Coordinator 
· Security Coordinator 
· Transportation Safety Coordinator 
· Child Protection Coordinator 

Administration Department
· Records Coordinator 
· Meeting Coordinator 
· Travel Coordinator 
· Office Coordinator 

Recommended Number of Coordinators
For a 100–200 volunteer mission, UnityReach Global should have approximately 25–35 Department Coordinators across all operational areas. Each Coordinator should supervise 2–5 Team Leaders, with each Team Leader overseeing 5–10 volunteers. This structure creates a clear chain of command, improves communication, and allows leaders to respond quickly to operational needs while ensuring every volunteer receives guidance and support.

