
 

 

JOB DESCRIPTION 
Lake Harriet United Methodist Church 

 

POSITION TITLE:  Volunteer Coordinator 

STATUS:  10 hours a week/exempt 

REPORTS TO:  Pastor 

 

POSITION PURPOSE:  The Volunteer Coordinator helps to mobilize God’s 

people to serve in the church and in the community. They are responsible for 

recruiting and training congregants to offer their time and expertise to serve 

in internal and external ministry opportunities. This role is responsible for the 

timely coordination of volunteer opportunities and needs.  

 

This position is 10 hours per week. Much of the work can be executed 

virtually, with Sunday morning in-person work a requirement of the job. 

 

 

RESPONSIBILITIES 

1. Work with pastor to establish and improve processes to address volunteer 

opportunities that support the ministries of LHUMC.  

2. Help people discover their spiritual gifts and how they might use them to 

serve God and God’s people. 

3. Participate in new member classes to get to know new people and help 

them become involved in the church. 

4. Recruit volunteers to help with various ministries of LHUMC, including but 

not limited to Sunday morning ushers, greeters, scripture readers, coffee 

set-up and take-down, and communion servers.  

5. Help people become familiar with and take part in external ministries such 

as the Joyce Uptown Foodshelf, Simpson Housing Services, Beacon 

Interfaith Housing, The Dignity Center and other external ministry partners.   

6. Offer volunteer trainings to ensure that all volunteers are equipped to 

serve, emphasizing radical hospitality throughout our volunteer ministries. 

7. Coordinate volunteer appreciation on a yearly basis. 

8. Work with the Shared Ministry Team to recruit for ministry teams. 
 

REQUISITE EXPERIENCE, KNOWLEDGE, AND SKILLS 

1. Strong hospitality and networking skills to welcome new people to 

participate in the life of the church. 

2. Excellent skills in interacting with people face-to-face, via phone, and 

online. 



 

 

3. Intermediate to advanced skills and experience in using email, social media 

and other computer-based applications for recruiting and organizing 

volunteers. 

4. Strong project management skills to prioritize, organize, and administer 

volunteer events and services. 

 
CORE COMPETENCIES 

1. Initiative. Enjoys working hard; is action oriented and energetic about 

worthwhile activities; not fearful of taking considered risks; seizes 

opportunities; sets demanding but achievable objectives for self and 

others. 

2. Interpersonal Skills.  Establishes good working relationships with all 

others who are relevant to the completion of work; works well at all levels; 

builds appropriate rapport; considers the impact of their actions on others; 

uses diplomacy and tact; is approachable; avoids communication triangles. 

3. Team Orientation.  Works cooperatively and helps foster a collaborative 

and supportive work environment with church leaders and members of the 

congregation and staff; contributes positively to the collective 

performance of the team. 

4. Mission Ownership.  Demonstrates understanding and full support of the 

mission, vision, values and beliefs of the congregation; can demonstrate 

those to others; consistently behaves in a manner that supports the 

mission and vision of the church in congruence with its values and beliefs.  

 

 


