
      Internal Job Posting 

West Neighbourhood House is an equal opportunity employer. We thank all applicants, but only those candidates to be 
interviewed will be contacted. 

A United Way Member Agency 

 
Volunteer Coordinator  

 
West Neighbourhood House, formerly St. Christopher House, is a multi-service, neighbourhood-based 
agency that has served the diverse communities of downtown west Toronto since 1912.  The central purpose 
of West Neighbourhood House is to enable less-advantaged individuals, families and groups in the 
community to gain greater control over their lives and community.  Our programs are delivered annually to 
approximately 15,000 people of all ages by a dedicated team of approximately 250 staff and over 800 
volunteers.   
 
As part of the Community Response and Advocacy Unit which supports House-wide programming and 
community development, the Volunteer Coordinator will ideally work 4 to 5 days/week with the Volunteer 
Developer. 
 
Responsibilities: 

 

• provide leadership in the maintenance and development of West Neighbourhood House’s strong 
 volunteer program which has approximately 800 volunteers;  

• coordinate all aspects of the volunteer recruitment, retention and evaluation cycle, as well as 
 interact directly with volunteers through screening, matching, orienting, training and ensuring 
 ongoing support to volunteers, students and special program placements on an individual and group 
 basis; 

• work with programs to determine volunteer needs, encourage the development of volunteer 
 opportunities, and coordinate retention strategies, including supporting ongoing communication 
 between the House and volunteers, students and special program placements, and problem-solving 
 and conflict resolution as needed; 

• plan and implement culturally sensitive recruitment strategies for volunteers, students and special 
 program placements; 

• collaborate with United Way Greater Toronto to provide volunteer opportunities;  

• lead the planning of the annual volunteer recognition event;  

• incorporate community development approaches to volunteerism within West Neighbourhood 
 House, particularly regarding the inclusion of marginalized community members; 

• enhance the profile of the House through liaising with West Neighbourhood House 
 friends/supporters (including volunteers, ex-staff, alumni), liaising with colleagues in the voluntary 
 sector, and representing the House as appropriate; 

• compile and maintain a database of statistics, records, profiles and jobs for volunteers within the 
 House; 

• provide support and supervision to the Volunteer Developer position and any other positions, 
interns, and volunteers supporting the volunteer  program; 

• contribute to the unit team through active participation on planning initiatives, evaluation, program 
 development, joint initiatives, committees and House-wide events.  

 
Qualifications: 
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• university degree or equivalent education and training and minimum of 3 years experience working 
with volunteers, preferably a diploma in volunteer coordination; 

• thorough knowledge of, and a commitment to the principles of volunteerism;  

• relevant experience working with volunteers in a non-profit agency setting combined with 
knowledge of community social services; 

• skill in needs assessment and intake, planning, evaluation and anticipating problems or issues; 

• knowledge of basic marketing in order to attract and retain volunteers and friends of the House; 

• skill in recruiting/screening large numbers of individuals and matching their skills/attributes to 
program needs and opportunities;  

• experience in co-ordinating and planning for large scale activities and events; 

• supervisory experience and ability to direct and to provide support to the volunteer developer 
students and volunteers, and ability to exercise initiative in resolving issues or complaints; 

• excellent interpersonal, verbal and written communication skills; 

• computer literacy in word processing and familiarity with the internet and database software E.g. 
Donor Pro); 

• a second language found in the catchment area would be a strong asset. 
 
Status:                                       Permanent Full-Time (bargaining unit position) 
Start Date:   ASAP 
Hours:   25-35 hours/week 
Rate: $25.63/hour 
Unit:    Community Response and Advocacy 
Immediate Supervisor: Unit Director, Community Response and Advocacy 
Posting Date:  January 17, 2020 
Closing Date:  January 24, 2020  
Note:    West Neighbourhood House provides accommodation during all parts of the 
    hiring process, upon request, to applicants with disabilities.  Applicants  
    should make their needs known in advance. 
 
Please send resumes by 5 p.m. on the closing date to:  

 
Unit Director, Community Response and Advocacy 

588 Queen St. W. 
Toronto, Ontario 

M6J 1E3 
lynnewo@westnh.org 

 
 

mailto:lynnewo@westnh.org

