PRESQUE ISLE STATE PARK 

VOLUNTEER POSITION

Volunteer Position Title:  Volunteer Personnel Coordinator and Assistant Volunteer Personnel Coordinator

Site:  TREC, SIC and other park areas, occasional off-park

Position Description:  

· Maintain volunteer communication log

· Maintain volunteer recruiting

· Attend special events (tourism events, sport shows)

· Maintain staffing schedule for TREC, SIC, bus tours, special events and shows

· Maintain updated contact lists of volunteer staff 

· Serve as main contact point for volunteer call-offs and schedule shifting

· Act as communication liaison between park staff and volunteer staff

· Assist in volunteer interviewing, training and evaluation

· Assist in maintaining volunteer data and information

· Maintain public information areas

Time Requirements:

· One 8-hour shift per week or two 4-hour shifts per week

· Times should be regularly scheduled (same times weekly) for ease of contact with volunteer staff

· Occasional extra time attending special events and shows (average of 2-4 hours)

· Ability to attend occasional training sessions of one or more days (1-2 per year)

Skills/Training:

· Ability to understand and follow verbal and written instruction necessary to job

· Basic computer skills

· Ability to assess and evaluate the needs of volunteers and the park

· Ability to recognize skills and assign appropriate duties to volunteer staff

· Ability to coordinate multiple schedules

· Ability to maintain phone, e-mail and written contact with volunteer staff

· Excellent communication skills

· Knowledge and familiarity with facilities and the park

· Attendance at volunteer trainings

· Understanding of DCNR and its mission

· Knowledge and familiarity with local area and attractions

· Attendance at occasional DCNR trainings and meetings

Uniform:

· Uniform will be provided with TREC/PI logo and must be worn if working with the public

· Professional, appropriate, casual dress when performing non-public duties

· Shirt and pants should be of neutral colors (white, tan, black)

Evaluation:

· Your performance will be reviewed once annually

· Review is designed to assist you in performing your duties and to insure standards are being met 

· You may request additional reviews, input and training during the year as you feel is necessary

