CASTLE ROCK
SENIOR ACTIVITY CENTER

"Loving Life in the Second Half"

VOLUNTEER / OUTREACH SERVICES MANAGER

Position Description
Updated: January 26, 2026

Position Summary

The Volunteer/Outreach Services Manager is responsible for the recruitment, coordination, training, and support of
volunteers serving the Center across programs, fundraising events, outreach activities, and meal services. This
position also oversees volunteer scheduling, meal program coordination, outreach engagement, and related
administrative functions.

The Volunteer/Outreach Services Manager plays a critical role in daily Center operations, providing front-line
support through phone coverage, data entry, reporting, and assistance with transportation requests and
cancellations. This individual works closely with all staff members and is an integral part of a small, collaborative
team dedicated to serving older adults.

Supervision

Works under the immediate supervision of the Assistant Director — Events, Fundraising & Outreach and under the
direct supervision of the Executive Director.

Essential Duties and Responsibilities

General Office & Administrative Support

Provide office support services to ensure efficient and effective Center operations.
Receive, direct, and relay incoming telephone calls and messages.

Assist with activity, service, and program registrations.

Take transportation requests and cancellations in person or by phone.

Process purchases and financial transactions using the cash register and credit card system.
Assist staff with projects such as mailings, research, data compilation, and reporting.
Enter participation statistics and assist with preparation of monthly Center reports.
Balance the cash register at the end of assigned business days (shared responsibility).
Assist with Center events and programs as needed.



e Order copier supplies and assist with maintaining office equipment.

e Maintain inventory of medical equipment.

¢ Schedule and maintain volunteer calendars for special events, meal programs, educational programs, and
outreach activities.

e Maintain the VOA reservation spreadsheet.

e Perform other administrative duties as assigned.

Volunteer Management

e Recruit, screen, orient, and onboard volunteers for various Center roles (e.g., drivers, kitchen, special
events, outreach).

e Organize and facilitate initial and ongoing volunteer training sessions and meetings.

¢ Coordinate quarterly volunteer interest meetings.

e Be present at events to oversee and support volunteer activities.

e Provide ongoing volunteer support, communication, and recognition efforts (e.g., Volunteer Appreciation
Week, Volunteer of the Month).

e Maintain required volunteer documentation and records in compliance with Center policies.

Outreach Services

e Conduct Newcomer Orientation sessions and maintain updated presentation materials.

e Represent the Center and coordinate volunteers at outreach events (e.g., ArtFest, Shopping Extravaganza,
Veterans events, volunteer fairs).

e Research and identify new outreach opportunities to increase awareness of services and recruit volunteers.

e Collaborate with the Assistant Director — Activities, Services & Programs on promotional materials for
outreach awareness and volunteer recruitment.

Meals on Wheels (MOW) & Hot Meals Programs

e Conduct intake calls and client assessments for Meals on Wheels and Hot Meals programs, with assistance
from trained volunteers and Front Desk staff as appropriate.

e Maintain MOW delivery routes and schedules for volunteer drivers.

e Coordinate Hot Meal delivery schedules.

e Verify and record volunteer driver hours in Schedules Plus.

e Promote awareness of the Hot Meals Program and assist with recruitment of new clients.

Connect & Care Call Program

¢ Conduct intake calls for Connect & Care program participants.

e Maintain caller and volunteer assignments.

e Verify and record caller volunteer hours in Schedules Plus.

e Record client call activity in EmpowOR.

e Promote awareness of the Connect & Care program and assist with recruitment of new participants.



Experience, Skills & Training

e Proficiency in Microsoft Office applications.

e Experience with database software and data entry preferred but not required.
e Experience with multi-line telephone systems.

e Previous office environment experience preferred.

o Self-starter with the ability to take initiative and manage multiple priorities.
e High school diploma required.

Physical Requirements

o Ability to lift up to 25 pounds.

e Ability to perform tasks requiring fine and gross motor skills.

e Ability to communicate effectively in person, by phone, or via radio and recognize emergency and
equipment signals.

e Visual ability to read written materials and distinguish environmental details at varying distances.

e Mobility to move throughout the Senior Center and attend off-site activities as needed.

Additional Requirements

e Ability to interact professionally and compassionately with the public, members, volunteers, and staff.
e Ability to work collaboratively with staff in a dynamic environment.

e Ability to adapt to changing priorities and unexpected challenges.

e Strong organizational, problem-solving, and procedural skills.

e Ability to read, understand, and follow written instructions and materials.

Acknowledgement

Position descriptions are dynamic and may be updated as programs and services evolve. Employees are encouraged to discuss
ways to improve role effectiveness with their supervisor.

e T have received a copy of the Employee Handbook.
e T have received a copy of the Center’s Bylaws.

I have read and understand the job description, and my questions regarding duties, responsibilities, and requirements have been
answered.

Employee Signature: Date:

Supervisor Signature: Date:




