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Volunteer and Programs Coordinator 

OVERVIEW:  Founded in 2007, Capitol Hill Village (CHV) is a non-profit organization, with 500 
members and 300 volunteers.  Based on the concept of neighbors helping neighbors, CHV 
provides members with social, educational, cultural opportunities, as well as support services 
including transportation, home maintenance performed by CHV’s vetted volunteers or vendors.  
And, CHV’s social services team provides professional care coordination, helping members to 
navigate health care, insurance, social service, housing and issues.  CHV’s goal is to help 
members remain in the community and in their homes as they grow older.  CHV has programs 
and services for members across the spectrum of health, mental acuity and economic means. 
We are pursuing greater ethnic and cultural diversity. 

 

Position Description:  Capitol Hill Village seeks a fulltime Volunteer and Program Coordinator to 
join its staff.    

 

Position Summary: The Volunteer and Programs Coordinator is responsible for the ongoing 
recruitment and daily coordination of volunteer services including the management of 
volunteers and daily communication with members, over the phone, through email, constant 
contacts and database entry. The position is also responsible for assisting with program 
activities such as preparing materials and providing on-site support as needed.   

 

Duties & Responsibilities 
Volunteers 
 Recruit, train, schedule, and manage the work of office and administration volunteers 
 Process volunteer paperwork, including completing criminal background checks and 

updating necessary documentation 
 Create regular volunteer trainings, job descriptions and protocols 
 Quarterly volunteer outreach and recruitment 

 
Service 
 Accurately record service-related data and the matching of volunteers with member service 

requests 
 Support front office protocols  
 Assist with answering incoming phone calls and emails 
 
Communication 
 Managing communications of programs and services including, but not limited to, weekly 



emails and monthly newsletter 
 Support maintenance of the social networking sites, including Instagram, Facebook and 

Twitter 
 Creating and mailing Constant Contact email blasts to support programming 
 
Programs 
 Coordinate and manage program logistics among staff, volunteers and members 
 Manage office and community space reservations (e.g. front office, library, etc) 
 Liaison with affinity group leaders to assist with Program planning and communication 
 Other duties as assigned.  

 
Qualifications 
 A bachelor’s degree or equivalent experience 
 Experience working with or managing volunteers preferred 
 Organizational skills with attention to detail 
 Strong communication and problem-solving skills 
 Experience with web-based programs, social networking, and basic office software, 

including MS Word, Excel, and PowerPoint. Experience with Constant Contact a plus. 
 Experience with Salesforce or similar client management database a plus 
 Ability to work and problem solve independently with minimal oversight 
 Completion of a criminal background check is required   

 
Work Hours: The position is full-time, M-F, 9 AM-5 PM with occasional evening and weekend 
responsibilities. The Program & Services Coordinator reports to the Director of Volunteer and 
Care Services. 
 
There is weekend work about 4 times / year for special events etc. Additionally, the Volunteer 
and Programs Specialist will join other staff members in taking a rotation with the after-hours 
phone to support members about every 6 weeks.  

Salary & Benefits 
 $40-50K commensurate with experience 
 CHV Health Insurance, or up to $450/month employer-paid health insurance stipend 
 2 weeks paid vacation (subject to approval), 12 sick days, 2 personal days, with vacation 

increasing in third year of employment 
 3% Capitol Hill Village contribution to a Simple IRA 
 
Performance Evaluation: The position is subject to a probationary period of the first 90 days of 
employment. The purpose of this is to provide a period during which the employee's 
performance can be evaluated to determine if their performance, ability, willingness and 
dependability merit continuation for employment. The Director of Volunteer and Care Services 
will hold a performance evaluation at the end of the 90-day probationary period.  Subsequent 
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performance evaluations will be held at the employee's annual anniversary date of 
employment. 

Application directions: Send a cover letter and resume in two different documents in .pdf 
format.  Please discuss your salary expectations in your cover letter. Please title the documents 
like this: VolProCoor LASTNAME Resume.pdf and VolProCoor LASTNAME Cover.pdf (e.g. 
VolProCoor SMITH resume.pdf and VolProCoor SMITH Cover.pdf).  Email materials to:  
jobs@capitolhillvillage.org with Volunteer and Programs Coordinator in the subject title.   

 


