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Volunteer Coordinator Job Description 
Lyric Arts Company of Anoka, Inc. 

Reports To General Manager 

Employment Status Part-Time, Hourly 

Job Classification Non-Exempt 

Supervises Volunteers 

Position Summary Coordinates a wide range of volunteer opportunities within the organization. 
Responsible for supervision, recuitment, training, development, scheduling, 
recognition, and retention of a corps of volunteers in support of Lyric Arts’ mission. 
Supports the box office as a primary point of contact for Lyric Arts’ guests and 
stakeholders. 

The Volunteer Coordinator coordinates and manages all elements of volunteering within the organization 

including but not limited to front of house, admininstration, office support, special events, education, 

development, and marketing and communications.  

The role involves assessing and meeting Lyric Arts’ needs through the recruitment, placement, and retention of 

volunteers along with managing volunteers and their relationships with those with whom they come into 

contact.  

The Volunteer Coordinator will also assist with customer service in the box office and perform general 

administrative tasks as requested. 

Volunteer Program Responsibilities: 

 Act as Lyric Arts’ primary point of contact for volunteers. 

 Cultivate volunteer corps through proactive communication and the development of authentic 
relationships. 

 In collaboration with General Manager and Artistic & Executive Director, develop and implement goals 
and objectives for the volunteer program which reflect the mission of the organization. 

 In collaboration with General Manager and Artistic & Executive Director, research, write, and maintain 
volunteer policies, procedures, and standards of service. 

 Coordinate with departments for which volunteers will be recruited to understand how they work, 
develop partnerships, and assess volunteering needs. 

 Generate appropriate volunteer opportunities and role descriptions. 

 Raise staff awareness regarding the role and function of volunteers. 

 Ensure there is appropriate support, orientation, and training for volunteers. 

 Promote volunteering (internally and externally) through recruitment and publicity strategies and 
campaigns. 

 Interview and recruit volunteers and ensure they are appropriately matched and trained for a position. 

 Monitor, support, motivate, and recognize volunteers and their contributions. 

 Seek ways to develop and cultivate volunteers for new levels of responsibility. 

 Confer with volunteers to solve grievances and promote cooperation and interest. 
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 In collaboration with General Manager and Artistic & Executive Director, develop and implement 
volunteer retention and appreciation program. 

 Celebrate volunteering by nominating volunteers for awards and organizing celebration events. 

 Offer advice and information to volunteers and external individuals and organizations through face-to-
face, telephone, and e-mail contact. 

 Organize profile raising events to attract new volunteers. 

 Host and attend recruiting events within the community to attract qualified candidates. 

 Work with the Marketing Manager to publicize volunteer opportunities and develop recruitment 
materials. 

 Create Content for Volunteer Newsletter with Marketing Manager. 

 Develop and maintain relationships with other volunteer organizations in the area. 

 Manage volunteer program budgets and resources, including the reimbursement of expenses. 

 Keep up-to-date with legislation and policy related to volunteering and make any necessary 
modifications to accommodate changes. 

 Work to generate income for volunteer program through fundraising campaigns. 

 Monitor and evaluate activities and write reports for funders. 

 Maintain volunteer databases. 

 Attend meetings as requested. 

Box Office Responsibilities: 

 Provide back-up to the Audience Services Manager as needed. 

 Provide excellent guest service to patrons over the phone and in-person. 

 Assist with database management and other box office tasks as assigned. 

Working Hours and Schedule 
This position is 15-25 hours per week, based on need and budget allowances, with a negotiable set schedule: 

 Weekly daytime hours will be scheduled flexibly for the completion of tasks. 

 Some evening and weekend availability is required to supervise, train, and cultivate volunteer 

relationships. 

 Additional hours for events, special projects, meetings, and other tasks. 

 

The statements contained herein reflect the principal function and most significant duties of the job, but 

should not be considered to be an all-inclusive listing of work requirements. Individuals may perform other 

duties as assigned, including work in other areas to cover absences or relief to equalize peak work periods or 

otherwise balance the workload. 
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Experience, Skills, and Abilities: 

 High School Diploma required. Bachelor’s Degree preferred 

 Certification in Volunteer Management a plus 

 Experience in non-profit admininstration, human resources, project management, or personnel 

management (paid or unpaid) a plus 

 Interest in the performing arts and and understanding of the theatrical production process are helpful 

 Excellent communication skills 

 Strong interpersonal skills and the ability to work with a diverse range of people 

 Empathy for volunteers and an understanding of their needs 

 Capacity to inspire and motivate others 

 Ability to deal with information in a confidential manner and respond with sensitivity 

 Good organizational skills and the ability to manage a variety of tasks 

 Excellent admininstrative skills and an ability to maintain records and produce clear written and oral 

reports 

 A flexible and non-judgemental approach to people and work, with an ability to remain impartial 

 Willingness to learn and adapt to new responsibilities 

 Creative and proactive problem solver 

 Must take initiative, be self-motiveated, and be an independent, accountable, and dependable 

performer 

 Must have the ability and willingness to adjust hours to accommodate the needs of the job, including 

working evenings and weekends as necessary 

 Ability to work in an unstructured environment with frequent interruptions 

 Ability to travel to various locations as necessary 

 Strong command and knowledge of Microsoft Office and ease in adaptation to new technology 

 Must be able to lift 50 pounds 
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Minimum Mental, Physical, and Sensory Requirements 
(never=never; occasionally=up to 2 hours per day; often=2 to 6 hours per day; very frequently=6 or more hours per day) 

 Frequency with which activity may have to be performed 
during a typical workday 

 
Never Occasionally Often 

Very 
Frequently 

Mental Activity     

Reading, Spelling, etc.    X 

Math, Numerical Ordering    X 

Problem Solving    X 

Confidentiality    X 

Detailed Work    X 

Handling Difficult Situations    X 

Reasoning    X 

Verbal Communication    X 

Customer Contact    X 

Constant Interruptions    X 

Physical Tasks     

Standing   X  

Sitting    X 

Walking   X  

Bending   X  

Pushing   X  

Pulling   X  

Climbing (Stairs/Ladders)   X  

Reaching  X   

Lifting  X   

Carrying  X   

Grasping  X   

Repetitive Motions (Keyboarding)    X 

Sensory Activity     

Sight    X 

Hearing    X 

Talking    X 

Smell  X   

Touch    X 

Driving (other than commuting to and from work)  X   
 

 


