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Volunteers Coordinator 
 

Overall 

The Volunteers Coordinator plays a pivotal role in welcoming, and looking after the volunteers who 
provide the essential service of coordinating activities. The role involves connecting the skills, 
interests and passions of volunteers with activities and events provided by the Shed, ensuring all 
feel included, are kept up-to-date, and have the necessary tools to operate effectively. A key 
function of this role is to encourage and support the volunteers, so each volunteer feels valued and 
appreciated.  

Specifically 

- Match volunteers with tasks and events based on their skills and interests 

- Provide orientation and training to new volunteers  

- Communicate regularly with volunteers, check their progress, and offer support 

- Provide training or guidance, as needed 

- Share updates and information with volunteers and the Management Committee 

- Encourage Activities Coordinators to seek photos of activities and provide a short summary to 
the Marketing Team for publication  

- Recognise and celebrate the contributions of volunteers 

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Familiarity with Shed apps and IT an advantage 

- Knowledge of activities undertaken at the Shed 

- Willingness to learn and undertake training, as necessary 

Communication Channels 

Operates on own initiative but supported by and reports to the Management Committee 

Anticipated workload 

Regular, ongoing oversight but no fixed routine; twice yearly social get together with volunteers as a 
group, but multiple one-on one contacts, as required 
Could be several hours at a time when inducting a new volunteer, training, or updating a policy; 
estimate 2 hours per week 

 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary  

Management Committee: coolumwomensshed@gmail.com 
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