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Job Description 
 

Job Title: Volunteer Coordinator/Office 
Manager 

Program: Aurora Warms the Night 

Reports To: Executive Director Job Duration: Contract -Non-Exempt  
 
 
Summary: Responsible for implementation of the mission, policies and practices of Aurora Warms the 
Night. 
 
Essential Duties and Responsibilities: To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. Other duties may be assigned.  
 
Job Description:  

Aurora Warms the Night seeks full-time Volunteer Coordinator/Office manager (32 hours/week) who will 
oversee our volunteer and in-kind donation program, as well as, S/he will be responsible for the 
recruitment, screening, training, placement, and recognition of all Aurora Warms the Night volunteers. 
S/he will be responsible for working with all programs to determine the volunteer needs, any in-kind 
donation needs, coordinate those needs and process all in-kind donations. This position will have a foot in 
both the program and admin sides of the organization helping to increase communication and bridge 
needs. Our ideal candidate will demonstrate a passion for serving people experiencing homelessness. 

Areas of Responsibility 

Responsibilities Volunteer Management: 

Ø Recruit potential volunteers/interns and increase community awareness of the agency and the 
needs of the people we serve 

Ø Attend volunteer/intern fairs and other volunteer recruitment events 
Ø Coordinate with Churches and other organizations and individuals to meet the needs for 

programming and donations. 
Ø Responsible for of volunteers in appropriate positions that meet the needs of the agency and take 

into consideration the experience/skills of the volunteer 
Ø Communicate regularly with Outreach Coordinator who will directly supervise volunteers for 

programs 
Ø Recognize volunteers through awards, monthly recognition, birthday cards, thank you cards, and 

appreciation events 
Ø Maintain up-to-date records on volunteers and volunteer service 
Ø Recruit and schedule volunteers for special events throughout the year 
Ø Manage volunteer groups and facilitate special regular inventories of donations 
Ø Assist the Executive Director and preserve existing relationships with faith partners and expand to 

new partners in the community  
 

In-Kind Donations: 
Ø Work Outreach Coordinator to determine most current in-kind donation needs 
Ø Collaborate with companies, churches, and the community to secure needed donations 
Ø Oversee proper acknowledgements for in-kind donors including thank you letters to all 

donors 
Ø Inform best practices around in-kind donation program and assure that records are as 

accurate as possible 
Ø Have an ability to decline certain gifts based on realistic needs 
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Office Management: 

Ø Oversee all operations of the office including answering phones, emails etc. 
Ø Supervise the Administrative Assistant and Homelessness Assistance Program (HAP) with the 

City of Aurora 
Ø Coordinate with the Assistant to the Program Director for Homelessness for the City of Aurora for 

HAP funding  
Ø Assist the Executive Director with Grant Management 
Ø Oversee the input of checks into Quickbooks 
Ø Create a filing system 

 
General: 

Ø Assist with Cold Weather Plans and Activations as needed 
Ø Assist with Aurora Outreach Team as needed 
Ø All other duties as assigned by the Executive Director 

 
 
Adheres to Aurora Warms the Night Code of Ethics as well as ethical standards of the field.  
Must be sensitive to the diverse cultural and situational needs of the clients in the program.  
 
Supervisory Responsibilities: Carries out supervisory responsibilities in accordance with the 
organization's policies and applicable laws.  
 
Qualifications: The requirements listed below are representative of the knowledge, skill, and/or ability 
required to successfully perform this job.  
 
Education/Experience:  
Demonstrated achievement in managing volunteers, working with the poor and /or homeless, developing 
and maintaining supportive relationship with other organizations, supervising staff and volunteers. A 
Bachelor’s Degree or higher in a related field is preferred.   
 
Certificates and Licenses:  

● Current CPR/First Aid Certification or ability to obtain within six months of hire.  
● Valid Colorado Driver's License with a driving record that meets agency requirements.  

 
Computer Skills:  
Advanced computer skills, including Microsoft Windows, Microsoft Outlook and Microsoft Office. 
Proficiency working within specialized software utilized in program. Ability to navigate specialized 
software related to supervisory duties. Knowledge of QuickBooks preferred.  
 
Math Ability:  
Basic mathematical skills - ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent.  
 
Language Ability:  
Ability to read, analyze, and interpret periodicals, professional journals, technical procedures, or 
governmental regulations.  
Ability to write reports, business correspondence, and procedure manuals.  
Ability to effectively present information and respond to questions from groups of managers, clients, 
customers, and the general public.  
Ability to grants.  
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Reasoning Ability:  
Ability to define problems, collect data, establish facts, and draw valid conclusions.  
 
Work Environment: The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
The noise level in the work environment is usually moderate but can become louder at times due to 
meetings, discussions, activities or escalated clients.  
 
Aurora Warms the Night is a tobacco-free environment.  
 
The clients in this facility may be under the influence of drugs and/or alcohol and/or experiencing 
withdrawal symptoms.  
 
While performing the duties of this Job, the individual may be exposed to outdoor weather conditions 
during loading and unloading passengers as well as driving in all weather and light conditions when 
assisting in the transport of clients.  
 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
The employee must occasionally lift and/or move up to 100 pounds.  
Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth 
perception and ability to adjust focus.  
While performing the duties of this Job, the employee is regularly required to talk or hear.  
The employee is frequently required to stand and walk.  
The employee is occasionally required to sit and use a computer and/or reach with hands and arms.  
 
I certify that I have had the duties of my position, which I have accepted, explained to me and I 
understand the requirements of the position. I further certify that I am qualified and capable of performing 
these duties. I have received a copy of this job description for my own records.  
 
___________________________________________________   __________________________ 
Signature Date        Date  


