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Volunteer/Training Coordinator 
Position Description 
(Effective, 10/2/17) 

 
 
FLSA Status: This a non-represented, hourly, overtime-eligible position 
 
Nature and Purpose of Work 

The primary purpose of this position is to coordinate the District’s volunteer recruitment and 
retention efforts and to support training program development. Performing within the scope of the 
District’s policies and standard operating procedures, the Volunteer Coordinator supports training 
program development, coordinates volunteer recruitment, and maintains the Fire District’s volunteer 
retention and training programs. In this capacity, and while operating under the general direction and 
authority of the District’s Assistant Chief of Operations, the Volunteer/Training Coordinator fills a 
support role that must maintain respectful working relationships with District members and the 
public. They must carry out their duties in a collaborative manner that fosters the respect of fellow 
members, meets the District’s performance requirements, and provides effective program success. 
The Volunteer/Training Coordinator’s conduct and workplace performance shall be guided by and 
remain consistent with the District’s Mission and Values. The Volunteer/Training Coordinator’s 
ultimate duty is to assure overall effectiveness of the District’s volunteer programs. 

 
Supervision Received 

The Volunteer/Training Coordinator works under the general policy direction of the Assistant Chief 
- Operations & Training for all matters related to performing their duties and responsibilities, such as 
but not limited to: assigned projects, performance appraisal, member relations, work related 
practices, performance effectiveness and responsiveness, thus in conformance with the District’s 
expectations and discipline.  

 
Supervision Exercised 

The Volunteer/Training Coordinator may be assigned coordination responsibility for organizing and 
supporting specific projects, tasks, and/or events. In these cases, the Volunteer/Training Coordinator 
operates under the delegated authority of the Assistant Chief - Operations & Training. When 
coordination responsibilities are assigned, the Volunteer/Training Coordinator operates in 
consultation with their supervisor and is expected to exercise sound judgment in providing the 
corresponding organization and coordination. 
 

General Duties and Responsibilities 

The duties and responsibilities represented in this position description are illustrative and not intended 
to imply that these are the only duties to be performed. The Volunteer/Training Coordinator’s principle 
duties include, but are not limited to the following, which are not listed in any particular order of 
importance or significance. The Volunteer/Training Coordinator shall be responsible for: 

1. Coordinating and managing volunteer programs, specifically to include assuring compliance with 
participation requirements, reimbursement policies, scheduling, training, etc.  
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2. Developing training standards, programs, materials and curriculum in accordance with the best 
practices of Fire service.  

3. Assisting the Assistant Chief – Operations & Training with developing, implementing, and 
maintaining recruitment and retention programs, materials, equipment, and displays. 

4. Monitoring program success, researching new programs, and monitoring the development of new 
recruits. 

5. Providing support to volunteers, to include: assisting with issuing PPE, training, coordinating 
volunteer activities and other duties as assigned. 

6. Scheduling recruitment and retention activities at community events, developing public relations 
with the media as well as new partnerships with local businesses, schools, civic organizations, and 
other community groups as it pertains to the recruitment and retention of volunteers. 

7. Serving as a point of contact to volunteers and disseminating pertinent information regularly to all 
groups. 

8. Participating in training activities, which may include acting as an instructor as needed. 

9. Communicating regularly with duty crews regarding volunteer performance and participation. 

10. Developing and facilitating a volunteer mentoring program. 

11. Working in conjunction with the Assistant Chief - Operations & Training to develop and 
coordinate training programs. 

12. Assisting the Assistant Chief - Operations & Training with the coordination and facilitation of 
volunteer selection and on-boarding processes. 

13. Monitoring volunteer participation compliance, communicating with the Assistant Chief - 
Operations & Training to ensure compliance with activity and training requirements. 

14. Developing, implementing, and facilitating performance appraisal programs for Volunteers. 

15. Assisting the Assistant Chief - Operations & Training with Volunteer Recruit Academy and new 
member orientations. 

16. Accurately documenting and reporting Volunteer activities and participation. 

17. Coordinating and/or assisting with Volunteer functions, such as graduation ceremonies, award 
presentations, etc. 

 
Note: The following assignment and description of specific duties may be modified or re-distributed 
on a case-by-case basis in order to meet the District’s need to: balance workloads to accommodate 
special projects; associate duties with required credentials; improve efficiency by aligning duties to 
match with individual expertise, strengths, and skill sets; broadening skills and experience for the 
purpose of fostering professional development and to support succession planning efforts, etc. 

 
Knowledge, Skills and Abilities 

While requirements may represent the minimum levels of knowledge, skills and abilities, to perform 
this position successfully, the incumbent will possess the abilities and aptitudes to perform each duty 
proficiently. The Volunteer/Training Coordinator must possess good character and the ability to 
effectively work well with others as a contributing team member who is able to learn quickly and 
follow directions. They must have a good working knowledge of the District’s policies and standard 
operating procedures and the ability to work effectively under pressure as necessary.  
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In addition, and as is commensurate and/or applicable to their assignment, the Volunteer/Training 
Coordinator must also possess the: 

1. Maintaining required certifications and job related qualifications through continuing education. 

2. Operating within the terms and conditions of all the applicable policies, regulations, collective 
bargaining agreements, standard operating procedures, and acceptable workplace practices. 

3. Maintaining confidentiality with issues and information discussed at staff or other meetings that 
are considered confidential in nature. 

4. Filling a leadership role in advocating for and maintaining a safe work place environment. 

5. Assisting with the District’s strategic planning efforts to include the development of volunteer 
program goals and objectives that support mandated requirements and operational needs. 

6. Attending staff, committee, and officers’ meetings as well as other applicable regional meetings. 

7. Attending conferences, schools, classes, and various meetings to keep abreast of new techniques, 
developments, laws, and regulations in order to properly, effectively, and efficiently assist with 
the position’s given duties and responsibilities. 

8. Driving and operating vehicles as assigned. 

9. Ability to work independently as well as establish and maintain harmonious relations with others 
both inside and outside the organization. 

Note: The statements contained above reflect general details as necessary to describe the principle 
functions of this position along with the level of knowledge and skills typically required for this 
scope of responsibility, but should not be considered as an all-inclusive listing of actual work 
requirements. 

 
Characteristics of a Successful Performer 

The successful Volunteer/Training Coordinator must be an action-oriented individual with a passion 
for volunteer service. They must be a person who can operate effectively within a demanding and 
stressful environment. To be successful, they must operate with a strong customer service orientation 
and the ability to effectively respond to a broad range of fire department needs, as well as the needs of 
other departments, and the general public while operating in a culturally diverse community. 

 
Physical Demands 

The Volunteer/Training Coordinator will be required to work in office, classroom, and drill ground 
environments that may have limited access to sunlight. They may occasionally be expected to drive 
while doing errands, and/ or traveling to conferences or meetings. Their duties may require sitting for 
long periods of time using a computer and key board, kneeling and bending to retrieve objects from the 
ground, and walking through office spaces, equipment bays, and on the uneven surfaces of a drill 
ground. Their duties may require the dexterity and coordination needed to handle fire equipment, 
apparatus, large and small tools, and lift objects weighing up to 50 lbs. Specific vision abilities required 
by this job include close, distance and peripheral vision, depth perception, and the ability to adjust focus 
from detailed work. The Volunteer/Training Coordinator must have the ability to conduct coherent face-
to-face voice communication as well as via telephone.   



Position Description 
Volunteer/Training Coordinator 

  Volunteer/Training Coordinator  
Effective: (10/2/17) Page 4 of 4 

Accommodations – The successful applicant must be able to perform the essential duties of the 
position with or without an accommodation.  

 
Work Place Conditions 

While performing the duties of this job, the Volunteer Coordinator regularly works both inside and 
outside and in inclement weather. The Volunteer Coordinator occasionally works near moving 
mechanical parts and in high, precarious places and is occasionally exposed to wet and/or humid 
conditions, fumes or airborne particles, toxic or caustic chemicals, risk of electrical shock, and 
vibration. The noise level in the work environment is usually moderate in a normal office setting and 
may be loud at hands-on training events. The Volunteer Coordinator must be able to perform those 
physical activities normally encountered in an office environment, which includes sitting, reading, 
typing, talking, and hearing in person and on the phone, limited hand and arm motion, the general 
ability to be mobile, and all other physical activities as required for the performance of essential 
functions. 

 
Recruiting Requirements 
 

Eligible candidates for this position must possess adequate knowledge and experience to perform and 
demonstrate the essential abilities and qualifications of the position. Eligible applicants must: 
 
As a minimum: 
 Possess a high school diploma or GED.   
 Possess a combination of relevant education, experience, and training that demonstrate the 

ability to perform the essential functions of the position. 
 Possess or be able to obtain a minimum of CPR and first-aid certification within 90 days of hire.  
 Possess or be able to obtain a Washington State driver’s license within two months of hire. 
 Possess and maintain an acceptable driving record in accordance with District policy. 
 Possess knowledge and experience in working with volunteer programs and personnel. 
 Possess and maintain sound moral character, temperament and industrious work habits. 
 Be able to satisfactorily complete a pre-employment background investigation inclusive of a 

crimination records check.  

Desired qualifications 
 Five (5) years teaching and/or training experience preferred.   
 IFSAC Fire Service Instructor I certification, or equivalent. 
 Emergency Medical Technician certification. 
 Experience in effective volunteer recruitment and retention activities. 
 Experience in public speaking and public presentations. 
 Demonstrated program development and project management experience. 
 Have a working knowledge of clerical filing systems and proficient computer skills, including 

the use of Microsoft Office. 
 Availability to work a flexible schedule, including some evenings or weekends. 


