
Young Women’s Resource Center  
818 5th Ave Des Moines, IA 50309 
 
Position Title: Office and Volunteer Coordinator 
Supervisor:  Executive Director   
Job Status:  Full Time- Exempt  
 
Summary of Position:  
The Office and Volunteer Coordinator provides administrative support for overall office 
management (including reception duties), manages the volunteer program, and 
oversees client transportation.  The Office Manager’s time is allocated as follows: 20% 
management/administration, 40% transportation support and 40% volunteer 
management.  The Office and Volunteer Manager reports to the Executive Director. 
 
The Office and Volunteer Coordinator will work closely with:    
 
• YWRC staff 
• YWRC Volunteers 
• YWRC partners and collaborators 
• The general public 
 
Essential Job Functions:  
  
Volunteer Coordination 
• Recruit volunteers in alignment with YWRC goals and objectives.  
• Train, place, supervise, retain, support and track YWRC volunteers. 
• Manage volunteer database and reporting functions. 
• Manage volunteer groups.  
• Conduct and compile annual volunteer satisfaction survey. 
• Create, coordinate and implement volunteer recognition activities, in collaboration 

with Executive Director. 
• Attend volunteer fairs and events as appropriate. 

 
Front Desk / Administration Responsibilities 
• Create a cordial and welcoming environment at the front desk/lobby. 
• Effectively respond to/ organize in-coming telephone calls, mail and general YWRC 

e-mail.  
• Receive donations.  
• Work with Executive Director to prepare all board materials and mailings, and 

maintain board information and operations (including applications, attendance, 
minutes, etc/) 

• Order and maintain office supplies and inventory. 
• Manage all technology, printing, office equipment, and building maintenance 

needs/issues.  
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Client Transportation 
• Coordinate the transportation schedule.  
• Supervise transportation specialists.  
• Direct van repair and maintenance. 

 
Knowledge, Skills, and Abilities:  
• Associate’s Degree or equivalent work experience required.  
• Philosophical agreement with YWRC’s mission, goals and values and knowledge of 

gender issues.  
• Demonstrated ability to multitask. 
• Fluency in a second language.  Spanish preferred. 
• Previous supervisory experience preferred.     
• Exceptional interpersonal, communication and relationship building skills. 
• Minimum of two years previous experience in an administrative assistant position.   
• Proficient use of Microsoft Office products. 
• Ability to provide basic troubleshooting support for office computer hardware.  
• Previous experience working with diverse populations. 
• Pleasant and friendly demeanor.  
• Excellent spelling and grammar.  
• Strong organizational skills.   
• Flexible.  Demonstrated ability to adapt to change. 

 
 
Behavioral Expectations/Accountabilities: 
• Place the individuals we serve and the quality of our service first. 
• Insist on excellence. Be accountable to one another. Be on time. Meet deadlines.  

Maintain the highest standards of honesty, integrity and communication. Assume 
positive intent. 

• Set a good example. Maintain a positive attitude, be proactive, take ownership, and 
be accountable for your actions.  

• Treat others with respect and dignity. Embrace diversity and inclusion throughout 
the organization including co-workers, volunteers, clients, board members and 
vendors.  

• Participate. Tactfully and constructively share your thoughts and ideas. 
• Take initiative. Go above and beyond. Look for ways to add value.   
• Build group cohesiveness and pride through teamwork. Give ideas a hearing.  Look 

for what’s right instead of concentrating on what’s wrong. When interpersonal 
issues arise talk directly to the individual. Do not discuss it with everyone else and 
spread discontent. Know when and how to apologize when something goes wrong. 
Focus on solutions, not blame. 

• Maintain clear client boundaries around intimate relationships, the pursuit of 
personal benefit, emotional and dependency needs, altruistic gestures and 
responses to unanticipated circumstances in order to ensure professional integrity. 

• Support YWRC’s mission, vision and values. Demonstrate confidence in YWRC 
throughout the community. 
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Physical Demands:  
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform 
essential job functions.  
 
• Ability to sit and move around the work area.  
• Finger dexterity.  
• Repetitive motion of wrists, hands, and/or fingers.  
• Lift, carry, push, pull, or otherwise move objects up to 25 lbs.  
• Close vision to read computer screen and documents.  
• Speech and hearing to communicate with co-workers, clients, volunteers, board 

members and vendors.    
• Ability to drive a vehicle/ provide proof of driver’s license and vehicle insurance.  
• Dependable attendance required – must be reliable and punctual.  
 
 
Environmental Concerns:  
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform 
essential job functions.  
 
• YWRC is a tobacco-free buiilding.  
• Work is in an office environment.  
• The noise level is usually moderate.  
• Infrequent overnight travel is required.  
 
  
To Apply: 
Interested candidates should send cover letter, resume and salary expectations to 
ywrc@ywrc.org.  Interviews will begin immediately.  Applications will be held in 
confidence. 
 
The Young Women’s Resource Center is an Equal Opportunity employer. Personnel 
are chosen on the basis of ability without regard to race, color, religion, sex, national 
origin, disability, marital status or sexual orientation, in accordance with federal and 
state law. 
 

Revised 04/2016 
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