11/5/25
Part-Time Volunteer Coordinator at Saint Mary’s Episcopal Church

Overview: The Volunteer Coordinator supports the church’s mission by providing volunteer team-building support across the various ministries of the church. The 
Volunteer Coordinator is responsible for the support of church-wide volunteer recruitment, training, scheduling, and recognition.

Approximately 5 hours per week.

Responsibilities: 

Support the creation of a culture where volunteers love to serve
· Train and empower leaders responsible for building volunteer teams, including accessing names of potential volunteers, updating and adding volunteer roles, and equipping leaders to have next-step conversations that result in well-placed volunteers.
· Collaborate with relevant church staff to create an effective volunteer onboarding system, ensuring a sustainable method for tracking conversations, completing volunteer applications and background checks, and ensuring a relevant placement and onboarding process.
· Create and follow a communication plan utilizing relevant media (e-newsletter, social media, web site, service announcements, etc.) that reinforces a serving culture, encouraging consistent use of the tool by ministry leaders and regular engagement by the congregation. 
· Collaborate with relevant church staff to plan an annual church campaign to cast vision for volunteer engagement and for congregants to take or retake the survey and engage with the tool. 
· Collaborate with church staff and lay leaders to plan and execute an annual volunteer appreciation event or expression of thanks.

Logistics
· Recruit all volunteers at least one month before they begin their work, providing training, encouragement, and appropriate resources. 
· Create systems to maintain and update volunteer databases, event calendars, and church website.
· Review attendance monthly and follow up with members who have been absent for the month.
· Communicate with the Rector and church staff so that they stay informed and enthusiastically supportive of the priorities of the volunteer ministry

Relationships:
· The volunteer coordinator reports to the Rector, who ensures the support needed to thrive in this role.
· This role supports and collaborates with church staff and lay leaders responsible to build volunteer teams. 

Who are we? We’re Saint Mary’s Episcopal Church, a progressive and affirming multigenerational faith community seeking to be a place for people to be fully themselves. Located in the Merriam Park neighborhood of St. Paul, we have members from across the Twin Cities. Learn more on our website: Saint Mary's Episcopal Church.

Time Commitment
Approximately 5 hours per week supporting leaders in building a vibrant volunteer culture. Schedule requires in-person and remote work, and is flexible. 

Special Talents, Skills Preferred: Administration, leadership, non-anxious presence, strategic and creative problem solving, detail-oriented, community organizing, relational connector, ability to cast vision. 

What else is there to know? 
Compensation begins at $21/hour. 

How to apply: Send resume and brief intro to the Rev. Lindsey Briggs revlindseybriggs@gmail.com with position title in the subject line. No calls please.

