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Capuchin Community Services – The Province of St. Joseph of the Capuchin Order

Inspired by the gospel of Jesus and the example of Francis of Assisi, the Capuchin friars of the Province of St. Joseph, together with our partners in ministry, prayerfully build sister-brotherhood in the world.  We attend simply and directly to the spiritual and other basic human needs, especially those of the poor and disenfranchised, promoting justice for all.

Capuchin Community Services (CCS), a Ministry of The Province of St. Joseph of the Capuchin Order, is currently seeking a Volunteer Coordinator to plan, organize and coordinate volunteers at our St. Ben’s and House of Peace locations.
 
Essential Duties include:
· Demonstrate, exemplify and support the Capuchin Charism and Provincial Mission, Vision and Values throughout all professional responsibilities and activities
· Respond to incoming calls and voicemails in a timely and professional manner
· Serve as point of contact for volunteers and front door
· Maintain volunteer calendar and volunteer database
· Maintain communication and coordination with volunteers throughout the volunteer process
· Plan and administer orientation for all volunteers at both CCS sites
· Ensure any proper paperwork and any relevant background checks are completed by volunteers prior to their scheduled volunteer dates
· Ensure volunteers have all relevant information and reminders for their day(s) of service
· Complete administrative tasks for the volunteer department; word processing, copying, faxing, filing, record keeping, etc. 
· Assist with recruiting and coordinating volunteers for CCS events
· Work in conjunction with other employees in various areas of The Province to promote CCS
· Perform other duties as assigned

Qualifications:  The desired education and experience level for this position are a minimum of a high school diploma or GED with some experience in an office environment.  Computer experience with MS Word, Excel and outlook is required.  Must demonstrate organizational and interpersonal skills and show strong attention to detail

Typical work week: 
Mondays and Wednesdays – House of Peace Site – 8:00am to 4:00pm
Tuesdays, Thursdays and Fridays – St. Ben’s Site – 11:30am to 7:30pm
Occasional Saturdays and Holidays required

The review of resumes will begin immediately.  

Please send letter of interest and resume to: employment@thecapuchins.org Please include “Volunteer Coordinator – CCS” in the subject line.    
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[bookmark: _GoBack]Volunteer Coordinator – CCS
The Province of St. Joseph of the Capuchin Order 
1820 Mt. Elliott Street 
Detroit, MI 48207
