Volunteer Director Department
Organizational Structure, Staff & Job Descriptions
The Volunteer Director is responsible for recruiting, screening, training, supporting, and managing all volunteers who serve with UnityReach Global. This department ensures every volunteer is properly prepared, assigned, equipped, and cared for before, during, and after each mission.
The Volunteer Director works closely with every department to match volunteers according to their skills, experience, professional qualifications, ministry interests, and mission needs.

Organizational Structure
Executive Director
        │
Mission Director
        │
Volunteer Director
        │
──────────────────────────────────────────────
Deputy Volunteer Director
Volunteer Recruitment Manager
Volunteer Screening & Credential Manager
Volunteer Registration Manager
Volunteer Training Manager
Volunteer Relations Manager
Volunteer Assignment Coordinator
Volunteer Travel Coordinator
Volunteer Housing Coordinator
Volunteer Wellness Coordinator
Volunteer Recognition Coordinator
Family Volunteer Coordinator
Youth Volunteer Coordinator
International Volunteer Coordinator
Volunteer Communications Coordinator
Volunteer Records Coordinator
Volunteer Check-In Coordinator
Volunteer Support Specialists

1. Volunteer Director
Reports To: Mission Director
Position Summary
Provides strategic leadership for all volunteer operations, ensuring volunteers are successfully recruited, trained, supported, and assigned to roles that match the mission's needs.
Responsibilities
· Develop the volunteer management strategy. 
· Recruit 100–200 volunteers. 
· Establish volunteer policies. 
· Supervise all volunteer department staff. 
· Coordinate with department directors. 
· Approve volunteer assignments. 
· Oversee orientation and training. 
· Resolve volunteer concerns. 
· Monitor volunteer satisfaction. 
· Prepare volunteer reports. 
Daily Tasks
· Review volunteer registrations. 
· Meet with coordinators. 
· Monitor volunteer assignments. 
· Approve department requests. 
· Respond to volunteer inquiries. 
· Review training schedules. 
· Track recruitment goals. 

2. Deputy Volunteer Director
Reports To: Volunteer Director
Responsibilities
· Assist with department management. 
· Coordinate volunteer operations. 
· Supervise coordinators. 
· Prepare reports. 
· Act on behalf of the Volunteer Director when necessary. 

3. Volunteer Recruitment Manager
Responsibilities
· Develop recruitment campaigns. 
· Recruit volunteers from churches. 
· Recruit volunteers from hospitals. 
· Recruit volunteers from universities. 
· Recruit volunteers from businesses. 
· Recruit international volunteers. 
· Coordinate recruitment events. 

Recruitment Specialists
Responsibilities
· Attend recruitment fairs. 
· Present mission information. 
· Answer volunteer questions. 
· Process inquiries. 
· Promote volunteer opportunities. 

4. Volunteer Screening & Credential Manager
Responsibilities
· Review applications. 
· Verify professional licenses. 
· Verify certifications. 
· Conduct background checks where required. 
· Review references. 
· Approve qualified volunteers. 

Credential Specialists
Responsibilities
· Verify licenses. 
· Review documentation. 
· Maintain credential database. 
· Coordinate renewals. 

5. Volunteer Registration Manager
Responsibilities
· Manage online registration. 
· Maintain volunteer database. 
· Process applications. 
· Send confirmation emails. 
· Update volunteer records. 

Registration Specialists
Responsibilities
· Review applications. 
· Enter volunteer information. 
· Verify required documents. 
· Respond to registration questions. 

6. Volunteer Training Manager
Responsibilities
· Develop training curriculum. 
· Schedule orientation. 
· Coordinate online training. 
· Organize leadership workshops. 
· Monitor training completion. 
· Evaluate volunteer readiness. 

Training Coordinators
Responsibilities
· Conduct orientation sessions. 
· Prepare training materials. 
· Track attendance. 
· Evaluate learning outcomes. 

7. Volunteer Relations Manager
Responsibilities
· Support volunteers. 
· Resolve concerns. 
· Encourage engagement. 
· Coordinate volunteer communication. 
· Promote positive team culture. 

Volunteer Relations Specialists
Responsibilities
· Respond to volunteer questions. 
· Assist with concerns. 
· Maintain volunteer satisfaction. 
· Support department activities. 

8. Volunteer Assignment Coordinator
Responsibilities
· Assign volunteers to departments. 
· Match volunteers based on skills. 
· Coordinate schedules. 
· Maintain assignment records. 
· Process assignment changes. 

9. Volunteer Travel Coordinator
Responsibilities
· Coordinate airline reservations. 
· Monitor passport status. 
· Prepare travel itineraries. 
· Coordinate airport transportation. 
· Manage travel documentation. 

10. Volunteer Housing Coordinator
Responsibilities
· Assign hotel rooms. 
· Coordinate accommodations. 
· Manage roommate assignments. 
· Resolve housing concerns. 
· Coordinate check-in and check-out. 

11. Volunteer Wellness Coordinator
Responsibilities
· Support volunteer well-being. 
· Monitor physical and emotional wellness. 
· Coordinate counseling resources. 
· Promote healthy work schedules. 
· Address volunteer fatigue. 

12. Volunteer Recognition Coordinator
Responsibilities
· Organize appreciation events. 
· Prepare volunteer certificates. 
· Coordinate awards. 
· Recognize outstanding service. 
· Maintain volunteer recognition records. 

13. Family Volunteer Coordinator
Responsibilities
· Support families serving together. 
· Coordinate children's activities. 
· Assist parents. 
· Organize family accommodations. 
· Ensure family safety. 

14. Youth Volunteer Coordinator
Responsibilities
· Coordinate youth volunteers. 
· Organize youth leadership activities. 
· Provide mentoring. 
· Monitor youth participation. 
· Promote leadership development. 

15. International Volunteer Coordinator
Responsibilities
· Support international volunteers. 
· Coordinate travel requirements. 
· Assist with documentation. 
· Arrange translation support. 
· Coordinate cultural orientation. 

16. Volunteer Communications Coordinator
Responsibilities
· Send volunteer newsletters. 
· Provide mission updates. 
· Coordinate text and email communications. 
· Manage volunteer announcements. 
· Maintain communication platforms. 

17. Volunteer Records Coordinator
Responsibilities
· Maintain volunteer files. 
· Track completed forms. 
· Monitor compliance requirements. 
· Prepare volunteer reports. 
· Maintain confidentiality. 

18. Volunteer Check-In Coordinator
Responsibilities
· Coordinate arrival check-in. 
· Verify documents. 
· Distribute welcome packets. 
· Issue ID badges. 
· Confirm emergency contacts. 

19. Volunteer Support Specialists
Responsibilities
· Assist coordinators. 
· Answer volunteer questions. 
· Help during orientation. 
· Support mission activities. 
· Solve day-to-day volunteer issues. 

Volunteer Department KPIs
The Volunteer Department will measure success by:
· Recruiting 100–200 qualified volunteers. 
· Processing applications accurately and on time. 
· Verifying all required credentials before deployment. 
· Completing orientation and training for all volunteers. 
· Maintaining volunteer satisfaction above 90%. 
· Achieving high retention through the mission. 
· Assigning volunteers according to skills and organizational needs. 
· Completing travel and housing arrangements before departure. 
· Responding promptly to volunteer inquiries. 
· Conducting successful check-in and deployment processes. 
· Completing post-mission volunteer evaluations. 

Recommended Volunteer Department (100–200 Volunteer Mission)
	Position
	Recommended Number

	Volunteer Director
	1

	Deputy Volunteer Director
	1

	Recruitment Manager
	1

	Recruitment Specialists
	4–6

	Screening & Credential Manager
	1

	Credential Specialists
	2–3

	Registration Manager
	1

	Registration Specialists
	3–4

	Training Manager
	1

	Training Coordinators
	3–4

	Volunteer Relations Manager
	1

	Volunteer Relations Specialists
	2–3

	Assignment Coordinator
	1

	Travel Coordinator
	1

	Housing Coordinator
	1

	Wellness Coordinator
	1

	Recognition Coordinator
	1

	Family Volunteer Coordinator
	1

	Youth Volunteer Coordinator
	1

	International Volunteer Coordinator
	1

	Communications Coordinator
	1

	Records Coordinator
	1

	Check-In Coordinator
	1

	Volunteer Support Specialists
	4–6



Core Responsibilities Before, During, and After the Mission
Before the Mission
· Recruit and register volunteers. 
· Verify credentials and required documents. 
· Coordinate fundraising support. 
· Conduct orientation and training. 
· Assign volunteers to departments. 
· Finalize travel and housing arrangements. 
During the Mission
· Manage volunteer attendance. 
· Address volunteer concerns. 
· Coordinate schedule changes. 
· Monitor volunteer wellness. 
· Support department leaders with staffing needs. 
· Recognize volunteer contributions. 
After the Mission
· Conduct volunteer evaluations. 
· Collect feedback and lessons learned. 
· Send appreciation letters and certificates. 
· Update volunteer records. 
· Invite volunteers to future missions. 
· Prepare a comprehensive volunteer program report. 
This structure creates a Volunteer Services Department of approximately 35–45 staff members, capable of managing a mission workforce of 100–200 volunteers while providing a high level of organization, support, training, and care throughout the entire mission lifecycle.

