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POSITION DESCRIPTION 

Position Title: Volunteer Program Coordinator 

Employment Type: Full Time Location: Preston HQ & Satellite sites 

Reports to: Volunteer Services & Communications Manager 

 

 

ABOUT LINK COMMUNITY & TRANSPORT 

LINK Community & Transport is a not-for-profit community organisation established in 1979. For 
more than 45 years, LINK has supported older people, people living with disability and members of 
the community to maintain their independence, stay connected and access the support they need 
to live well.  
 
Through a combination of dedicated employees, volunteers and community partnerships, LINK 
delivers flexible, person-centred services that strengthen community connection, promote 
inclusion and empower people to achieve their goals. 
 
Our Vision Seamless integration in the community, regardless 

Our Mission Innovative services that enable and empower people and communities  

Our Values  Responsive, Empowering, Trustworthy, Human 

 

Our Commitment to Inclusion 
LINK values and respects the diversity of the people and communities we support. We are 
committed to creating an inclusive environment where everyone is treated with dignity, respect 
and understanding. We recognise that our community is strengthened by the different 
backgrounds, experiences, cultures, abilities and perspectives of the people we work with, support 
and engage. 

 

Living our Mission and Values 
All employees and volunteers are expected to demonstrate LINK's values through their leadership, 
decision-making, collaboration and service delivery.  

 

This position contributes to a welcoming, inclusive and values-driven volunteer experience. 
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POSITION PURPOSE 

The Volunteer Program Officer coordinates the day-to-day operation of LINK’s volunteer program, 
ensuring the efficient delivery of volunteer attraction, recruitment, onboarding, engagement, 
compliance and recognition activities that support LINK’s services within the aged care, disability 
and community service environment. 
 
The position contributes to LINK's alignment with the National Standards for Volunteer 
Involvement and promotes best-practice volunteer coordination across LINK. The role supports 
volunteers throughout their journey with LINK, from initial enquiry and onboarding through to 
ongoing engagement, recognition and transition from the program, ensuring volunteers feel 
welcomed, supported and connected. 
 
Working collaboratively with the Volunteer Services & Communications Manager, the position 
contributes to the implementation of the Volunteer Services Strategy by providing responsive 
operational coordination and maintaining a high-quality volunteer experience.  
 
The position exercises initiative in carrying out the role, while recognising when matters require 
escalation to the Volunteer Services & Communications Manager due to complexity, sensitivity, 
risk or the need for strategic input. 

 

AREAS OF ACCOUNTABILITY 

Volunteer Recruitment & Onboarding 

Key Accountabilities 

• Support volunteer attraction activities through recruitment campaigns, communications 
and community engagement initiatives. 

• Process volunteer applications and maintain recruitment records. 

• Schedule and coordinate interviews and assessment activities. 

• Coordinate and conduct reference checks, Police Checks, NDIS Worker Screening Checks, 
Working with Children Checks and other compliance requirements in accordance with 
legislation and organisational policy.  

• Coordinate volunteer role matching by assessing volunteer interests, skills, availability and 
organisational requirements to support successful placements. 

• Provide practical support to prospective and new volunteers to navigate onboarding 
processes, systems and training requirements. 

• Arrange inductions, onboarding activities and volunteer handovers. 

• Provide a welcoming, supportive and well-coordinated recruitment experience that 
recognises volunteer motivations and supports applicants through the onboarding journey. 

• Escalate complex, high-risk or non-routine matters to the Volunteer Services & 
Communications Manager. 

Expected Outcomes 

• Volunteer enquiries are acknowledged within the agreed service standards.  

• Recruitment and onboarding processes are efficient, accurate and welcoming.  

• Volunteer compliance documentation is completed prior to volunteer commencement. 

• Recruitment records are complete and accurate. 

• Positive volunteer onboarding feedback is achieved through regular evaluation. 
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Volunteer Engagement & Retention 

Key Accountabilities 

• Conduct routine volunteer check-ins and follow-up activities. 

• Coordinate volunteer engagement activities, recognition initiatives and events that 
strengthen connection, belonging and retention. 

• Support volunteers with day-to-day enquiries and operational matters. 

• Coordinate volunteer offboarding processes and maintain associated records. 

• Identify emerging volunteer support needs and refer complex matters to the Volunteer 
Services and Communications Manager. 

• Monitor volunteer satisfaction and identify trends through regular feedback, surveys and 
informal engagement. 

• Support early intervention where volunteers may be disengaging or require additional 
assistance. 

 

Expected Outcomes 

• Volunteers feel supported, informed and connected to LINK. 

• Volunteer enquiries are resolved promptly and professionally. 

• Recognition and engagement activities are delivered effectively. 

• Volunteer offboarding is managed respectfully and accurately. 
 

Volunteer Administration & Ongoing Compliance 

Key Accountabilities 

• Maintain volunteer records and databases using organisational systems, ensuring data 
integrity, confidentiality and legislative compliance. 

• Monitor and follow up compliance requirements, including licences, screening checks and 
mandatory documentation. 

• Coordinate training enrolments and follow up completion of required training. 

• Prepare routine volunteer reports and data summaries. 

• Prepare volunteer statistics and reports to support organisational planning, funding 
submissions and program evaluation. 

• Ensure volunteer information is stored securely and confidentially. 

• Escalate overdue, non-compliant or unusual matters to the Volunteer Services and 
Communications Manager. 

 

Expected Outcomes 

• Volunteer records are accurate, current and secure. 

• Compliance requirements are monitored and addressed in a timely manner. 

• Mandatory training completion is effectively tracked and followed up. 

• Routine reporting information is reliable and available when required. 
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Team & Organisation Contribution & Continuous Improvement 

Key Accountabilities 

• Contribute to the implementation of Volunteer Services priorities and initiatives. 

• Participate in team meetings, supervision, professional development and relevant 
volunteer management networks and sector forums. 

• Identify opportunities to improve volunteer processes, systems and resources, informed by 
volunteer feedback, service data and emerging sector practice. 

• Assist with the development and maintenance of volunteer procedures, resources and 
training materials. 

• Build and maintain positive working relationships with employees and volunteers across 
LINK. 

• Work collaboratively with operational teams to understand volunteer requirements and 
support effective volunteer placement, handover and ongoing communication. 

• Promote the value and contribution of volunteers through positive communication and 
collaboration across the organisation. 

Expected Outcomes 

• Volunteer Services activities are delivered collaboratively and efficiently. 

• Positive working relationships are maintained across the organisation. 

• Operational teams are supported to effectively engage volunteers. 

• Improvement opportunities are identified and acted upon. 

• Procedures and resources remain accurate and current. 

KEY RELATIONSHIPS 

Internal 

• Volunteer Services & 
Communications Manager 

• Volunteer Program Assistant 

• Transport & Fleet Team 

• Outings Team 

• Employees across LINK 

• Executive Leadership Team 

• Volunteers  

External 

• Prospective volunteers 

• Current volunteers 

• Community organisations 

• Local Councils 

• Universities and education providers 

• Employment service providers 

• Volunteer sector networks and 
organisations 

 

ORGANISATIONAL RESPONSIBILITIES 

All employees are required to: 

• comply with Work Health & Safety requirements and responsibilities  

• uphold LINK's Code of Conduct  

• maintain privacy and confidentiality  

• contribute to quality improvement  

• comply with relevant legislation and organisational policies  

• support a safe, respectful and inclusive workplace 

• demonstrate behaviours consistent with LINK’s organisational values 

• promote safeguarding of vulnerable people and promptly identify and report risks, 
incidents or concerns in accordance with LINK procedures 
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• actively contribute to a culture of continuous improvement 

 

SELECTION CRITERIA 
 

Essential Qualifications 
• Relevant qualification and/or demonstrated experience in administration, community 

services, human resources, customer service, coordination or a related field.  

• Current Victorian Driver Licence.  

• Ability to obtain and maintain required compliance checks, including Police Check, Working 
with Children Check and NDIS Worker Screening Check 

 

Knowledge & Understanding 
• Understanding of people-focused coordination and engagement, with an interest in 

developing knowledge of contemporary volunteer management practice.  

• Understanding of person-centred practice and the importance of dignity, inclusion and 
respectful support when working with older people, people living with disability and 
diverse communities. 

• Knowledge of administrative systems, records management and confidentiality 
requirements. 

• Understanding of compliance processes relevant to volunteer programs. 

• Awareness of the National Standards for Volunteer Involvement. 

• Understanding of safeguarding obligations and child-safe principles. 

 

Essential Experience 
• Experience in a role requiring both people-focused engagement and accurate 

administrative coordination.  

• Experience supporting processes such as recruitment, onboarding, scheduling, records 
management or workforce coordination.  

• Experience working with diverse individuals and building positive relationships. 

• Experience using workforce management, CRM or volunteer management systems. 

 

Core Capabilities 
• Builds genuine and respectful relationships with people and creates positive experiences.  

• Communicates clearly, respectfully and effectively with volunteers, applicants, colleagues 
and stakeholders.  

• Produces accurate written communication, correspondence, records and reports.  

• Demonstrates a highly conscientious and methodical approach to work, with strong 
attention to detail and a commitment to accurate record keeping, while remaining flexible 
and responsive to changing needs and priorities. 

• Takes ownership of tasks and follows processes through to completion.  

• Uses initiative to identify what needs to be done and takes appropriate action.  

• Adapts positively to changing priorities, manages competing demands and maintains a 
flexible approach to delivering outcomes. 

• Demonstrates sound judgement and knows when to escalate complex matters. 
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• Maintains professional boundaries while building positive volunteer relationships. 

• Uses technology confidently to manage information and improve efficiency. 

• Builds rapport quickly and can engage, inform and positively influence people to 
participate in volunteering with LINK. 

 

Personal Attributes 
• Values-driven, with a commitment to community wellbeing and inclusion. 

• Approachable, patient and relationship-focused, with the ability to build confidence and 
trust in others. 

• Proactive, reliable and conscientious. 

• Calm and resilient, with the ability to manage competing priorities and respond 
constructively to challenges. 

• Collaborative and willing to contribute to team success. 

• Adaptable, curious and open to learning new systems and processes. 

• Enjoys working in a dynamic community environment where the role involves a balance of 
people-focused engagement, coordination and administrative responsibilities. 
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POSITION DESCRIPTION ACKNOWLEDGEMENT 

I acknowledge that I have received and discussed this Position Description. I understand the 
responsibilities, expectations and requirements of the role. I understand that this Position 
Description is intended to describe the general nature and scope of the position and may be 
reviewed and updated from time to time. 

 

Employee’s Name:  

 

Employee’s Signature:  

 

Date:  

 

Manager’s Name:  

 

Manager’s Signature:  

 

Date:  

 

 

DOCUMENT CONTROL 

 

Date Prepared: 21/07/2026 Date Reviewed: August 2026 

 

Version Date Author Approved By 

1.0 Aug 2026 Volunteer Services & Communications Manager CEO 

 

Review Frequency: Every two years or when the role changes substantially. 


