
Volunteer Coordinator (Part-Time) 
3 Days/Week | $25–$28/hour | Hybrid – Surrey, BC 

Term: 6-month contract, with the possibility of extension 

Mackie’s Place is a youth social house where vulnerable teens and young adults find belonging, 
mentorship, opportunity, and hope. Volunteers are central to the care and community we offer, 
and we are looking for a Volunteer Coordinator who will help nurture, support, and grow this 
incredible group of people. 

About the Role 

The Volunteer Coordinator plays a key role in creating a positive, welcoming, and 
well-organized volunteer experience at Mackie’s Place. From first contact through onboarding, 
scheduling, communication, and appreciation, this role ensures volunteers feel supported, 
equipped, and connected to the mission. 

This is a part-time, hybrid position (3 days per week), with occasional evenings required to 
support our programs and special events. 

Key Responsibilities 

Volunteer Recruitment & Onboarding 

●​ Review volunteer interest forms and assess suitability for next steps 
●​ Coordinate corporate volunteer requests and support corporate volunteer engagement, 

including required training 
●​ Conduct volunteer interviews and reference checks 
●​ Distribute onboarding documentation (Volunteer Application, Criminal Record Check 

letter, Confidentiality Agreement) 
●​ Coordinate and lead volunteer training in collaboration with Program staff 
●​ Create and maintain accurate volunteer profiles in the CRM 

Volunteer Scheduling & Coordination 

●​ Collect volunteer availability and build site-specific schedules 
●​ Maintain and update the Volunteer Calendar 
●​ Proactively engage volunteers to support program and special event needs 
●​ Review weekly site schedules to ensure accuracy 

 



Volunteer Communication & Engagement 

●​ Provide regular updates to volunteers, including 2–3 newsletters per year 
●​ Share upcoming opportunities, events, and scheduling changes 
●​ Build strong relationships that encourage engagement and retention 

Volunteer Appreciation & Reporting 

●​ Support volunteer appreciation initiatives and the annual Volunteer Appreciation Event 
●​ Track and report volunteer activity and participation metrics 
●​ Submit monthly volunteer statistics for internal and Board of Directors reports 

Who You Are 

●​ Relational, warm, and confident communicating with diverse groups of people 
●​ Highly organized with strong attention to detail 
●​ Comfortable balancing administrative tasks with relationship-building 
●​ Able to manage multiple priorities in a dynamic, community-based environment 
●​ Passionate about youth, community, and the mission of Mackie’s Place 

Qualifications 

●​ Experience coordinating volunteers or working in a community-based organization 
(preferred) 

●​ Strong interpersonal and communication skills 
●​ Proficient with digital tools (Google Suite, CRM platforms, Basecamp) 
●​ Commitment to professionalism, confidentiality, and youth safeguarding 

Hours & Compensation 

●​ Part-time: 3 days per week 
●​ Occasional evenings required for after-school programs/trainings and special events 
●​ $25–$28/hour, based on experience and education 

How to Apply 

Please submit your resume and a brief cover letter outlining your interest in the role to: 

hello@mackiesplace.com​
Subject Line: Volunteer Coordinator Application – Your Name 

We appreciate the interest of all applicants; only those shortlisted for next steps will be 
contacted. 
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