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Position Description 
 
Position Title:   Volunteer Coordinator 
 
Time Commitment:  8-16 hours per week. Will vary based on organizational needs. 
 
Location:  Habitat for Humanity Guelph Wellington office, Guelph ReStore or Fergus 

ReStore, as well as potential remote working capabilities 
 
 
About Habitat for Humanity Guelph Wellington 
 
At Habitat for Humanity Guelph Wellington (HFHGW), we believe that a better future starts at home, but 
it doesn’t stop there. With each new development we undertake, we hope to provide a solid foundation 
for families, seniors, individuals and others in need to grow and engage in their community. We have set 
significant growth targets to expand our mission and meet the changing needs of the community. Now, 
instead of building one home, we are building whole communities. Serving more families means greater 
fundraising, deeper partnerships, increased ReStore revenues, and a new level of community 
connectedness.  
 
Position Overview 
 
This role is responsible for the coordination and support of Habitat GW’s volunteer initiatives within our 
affiliate. Volunteerism is an important aspect of Habitat for Humanity. The role coordinates the 
involvement of volunteers in the ReStore, on build sites, in fundraising, administrative activities, and other 
areas as needed.  
 
Key Responsibilities: 
 
Volunteer Application and Onboarding  

• Perform initial screening of all applications for completeness and maintain files on eligible 

volunteers  

• Schedule and assist with volunteer orientations as needed 

• Help new volunteers understand the organization’s mission, programs, expectations, safety 

practices and available volunteer opportunities 

• Help guide new volunteers toward the right department and opportunities that align with their 

skills, interests, availability, and the organization’s needs 

Volunteer Communication and Support 

• Serve as point of contact for volunteer questions, updates and general inquiries 

• Provide periodic updates to the volunteer base on opportunities and organizational updates  
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• Check in with volunteers regularly to understand how their experience is going, identify any 

concerns, and connect them with the appropriate support  

• Help create a welcoming, inclusive, and responsive volunteer environment that encourages 

retention and ongoing engagement 

• Work with Habitat staff to support elements of volunteer appreciation throughout the year  

Administration 

• Provide administrative support within the Better Impact platform, including maintaining 

volunteer profiles, updating availability, and helping track volunteer engagement  

• Assist volunteers with platform questions and ensure information is accurate and up to date   

• Support reporting needs and ensure volunteer hours are approved monthly  

Build Day Support 

• Support build days by assisting with volunteer check-in, orientation reminders, communication, 

and general coordination. 

• Help ensure volunteers know where to go, who to report to, and how to participate safely and 

effectively. 

Volunteer Recruitment 

• Assess volunteer needs by gathering input from departments and upcoming activities. 

• Help identify gaps in volunteer coverage and support targeted recruitment efforts. 

• Seek out new volunteers through community outreach, partnerships, postings, events, and 

other approved recruitment channels. 

Applicable Skills & Experience 

• Familiarity with the Canadian Code for Volunteer Involvement (asset) 

• Independent judgement in areas of time management and skills to prioritize attention to 
multiple time-sensitive tasks  

• Strong organizational, analytical, customer service and communication skills (oral and written) 

• Strong interpersonal skills with the ability to interact in a positive and supportive manner 

• Experience working with volunteers and committees 

• Must have a reliable vehicle and a valid driver’s license 

• Proficiency with all aspects of Microsoft Office 365, including SharePoint (asset) 

• Ability to work a flexible schedule as some evening and weekend work is required 
 
 


