
 

 

Job Opportunity: Volunteer Coordinator 

The Saskatoon Food Bank & Learning Centre is seeking a full-time Volunteer Coordinator to fill a one-
year parental leave vacancy. 

Position Description 
As a valued member of the Saskatoon Food Bank & Learning Centre team, you understand and 
embrace the unique challenges and opportunities involved in the community sector.  Your work is 
rooted in the principles of community development and focuses on building strength and engagement 
in our community.  You contribute to the strategic goals of the SFBLC on a daily basis and work to 
further our mandate to decrease hunger, increase local food sustainability and improve the health and 
wellness in our community.  You value life-long learning and the opportunity to further your personal 
and professional development.  You value the role of collaboration and teamwork, both internally and 
externally, and will contribute to an inclusive environment where all people are treated with respect 
and dignity.   

The Volunteer Coordinator is responsible for the overall function and success of the Volunteer 
Program in addition to providing administrative support for the SFBLC.  The Volunteer Coordinator 
strives to create a welcoming and engaging environment for all visitors to the SFBLC.  You are familiar 
with the overall operations and needs throughout the organization and communicate with each 
department accordingly.  You take initiative to develop opportunities for new partnerships and 
collaborations in regards to service learning and work placements.  You understand that coordinating 
volunteers is more than scheduling and administration.  You facilitate rewarding and meaningful 
volunteer placements that build capacity and strengthen awareness, both internally and externally.   
Furthermore, the Volunteer Coordinator is responsible for coordinating facility rentals and ensuring 
the Community Building Room is well-maintained and organized.  When required, the Volunteer 
Coordinator will assist project coordinators with administrative support and provide relief to the 
receptionist for breaks and absences.   

Terms of Employment:  

 Full time, temporary (approx. one year)  

 37.5 hours/week, Monday to Friday (may include some evenings and weekends) 
 
Job Description:   
Volunteer Program Coordination (approx. .5 of position)  

 Contribute to an inclusive environment in which clients, staff, and volunteers are treated with 
respect and dignity 

 Recruiting and coordinating volunteers for Client Services, Warehouse, Learning Centre, and 
Clothing Depot and for other fundraisers and special events as needed 

 Prepare and maintain volunteer procedure manuals, volunteer policies, volunteer job 
descriptions, volunteer database, and all other administrative aspects of the volunteer 
program 

 Monitor and evaluate the frequency and effectiveness of volunteer services 

 Schedule and coordinate volunteer recognition and appreciation events 



 

 

 Coordinate service-learning and work placements with other community organizations 

 Develop employer-supported volunteering programs with the business community 

 Participate in professional committees and community meetings related to volunteerism 

 Orientation of new volunteers, including explanation of safety procedures 
 
Administrative Support (approx. .5 of position): 

 Responsible for scheduling and administration of facility rentals 

 Ensure Community Building Room is well-maintained and organized 

 Coordinate catering and audio-visual requirements for groups using the Community Building 
Room 

 Provide relief for Receptionist breaks and absences 

 Support to the office administrator and project coordinators as needed 

 Other duties as required to contribute to the mission of the Saskatoon Food Bank and 
Learning Centre 

 
Qualifications:      

 Certificate in Volunteer Management or equivalent knowledge and experience 

 Post-secondary degree in Social Sciences, or equivalent knowledge and experience 

 Experience working in the community sector 

 Experience using computers and audio visual technology 
 
Special skills:   

 Energetic, enthusiastic and adaptable 

 Highly developed leadership and interpersonal skills 

 Organizational skills 

 Cross-cultural awareness and understanding 

 Excellent written and verbal communication skills 
 
 

CLOSING DATE: AUGUST 6, 2013 
 

HOW to APPLY: 
Email resume & cover letter to office@saskatoonfoodbank.org, or 

Fax to 306-664-6565, or 
Drop off in person at 202 Ave. C South 

 
No phone calls please. 
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