
 
1403 W. Hines Hill Rd., Peninsula, Ohio 44264 

330-657-2909     www.conservancyforcvnp.org  

 

Position Announcement          08/29/2016 

Volunteer Services Coordinator 
 
The Conservancy for Cuyahoga Valley National Park is a non-profit organization created to engage public 
support for Cuyahoga Valley National Park and provide services to enhance public use and enjoyment of the 
park. For more information on the Conservancy, go to www.conservancyforcvnp.org. 

 
Position Description, Essential Duties (other duties as assigned):  
The Conservancy is seeking a Volunteer Services Coordinator to join a team of volunteer management 
professionals to assist with multiple aspects of CVNP’s volunteer program. The selected candidate will 
coordinate the efforts of volunteer recruitment, placement, record keeping, retention, recognition, and daily office 
management. This position reports to the Volunteer Program Manager. 

 
Essential duties include: 

 Maintain the volunteer database using The Raiser’s Edge, Volgistics, and filing system of all volunteer 
documents and produce required monthly reports 

 Supervise several volunteers that assist with record keeping and data entry 

 Manage the volunteer recognition process and events 

 Recruit volunteers from diverse and emerging populations using multiple methodologies, including print 
materials, websites, presentations, and email communications 

 Assist prospective and existing volunteers on filling volunteer position vacancies 

 Assist volunteer supervisors in the placement, screening, and onboarding of volunteers 

 Manage the marketing and communication pieces for the program 

 Provide administrative support to the volunteer management team 

 
Minimum Qualifications:  

 Bachelor’s degree required in related field 

 Experience preferred in database management, volunteer management, project management, 
marketing, customer service, and the nonprofit sector 

 Ability to effectively communicate verbally and in written English 

 Exhibit attention to detail and strong organizational skills 

 Demonstrate self-motivation, adept at balancing multiple priorities and meeting deadlines, and 
comfortable in a multi-faceted environment 

 Ability to be both a team player and work independently 

 Demonstrate computer literacy- proficient in usage of Excel, Word, and Outlook email; experience or 
interest learning The Raiser’s Edge and Volgistics 

 Must be willing to work evenings and weekends on occasion 

 Regularly required to work stationary in a quiet office environment 

 All employees of the Conservancy are required to pass a background check prior to start of employment 

 
Status/ Pay/Benefits:  Full time non-exempt entry level hourly position, $11-13 per hour. Excellent benefits 
package including medical and dental coverage, a fully vested 403(b) retirement plan and generous leave time. 
 
To Apply:    Send cover letter and resume to apply@forcvnp.org, with the subject line reading Volunteer 
Services Coordinator by September 19. 
 

The Conservancy provides equal employment opportunities (EEO) to all employees and applicants for employment 
without regard to race, color, religion, gender, sexual orientation, gender identity or expression, national origin, 
age, disability, genetic information, marital status, military obligations, or veteran status.  
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