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Working to inspire and mobilize communities of faith and goodwill to reduce poverty 
and homelessness, while centering equity and advocating for system change. 

 

Job Description 
Position: Volunteer Specialist  Department: Community Programs  

Reports to: Community Programs Manager Hours per week: 40 

Position Type:  X Employee     □ Contractor     

 □Intern 

□  Exempt       X Nonexempt 

X  Full-time      □   Part-time   □Temporary 

 
ORGANIZATIONAL DESCRIPTION 

Associated Ministries plays a pivotal role in driving transformation in Pierce County. Our 

unwavering commitment lies in functioning as a sustainable organization, fostering impactful 

partnerships, nurturing authentic interfaith relationships, and advocating for equitable moral 

leadership. Our ultimate aim is to contribute to the creation of a flourishing community. 

 

We are dedicated to galvanizing and motivating individuals of diverse faiths, along with those of 

goodwill, to unite in the battle against homelessness and poverty. These collaborations not only 

allow us to be compassionate advocates for our neighbors in need but also empower us to be 

prophetic voices demanding systemic change. 

 

Our mission is “working together toward lasting solutions to homelessness.” Given the 

disproportionate impact of homelessness on people of color, we place a premium on promoting 

racial equity. We approach all our programs through a lens of racial equity. 

Associated Ministries prides itself as an Equal Opportunity Employer. Our selection process 

ensures that all eligible candidates are considered for employment without regard to race, color, 

religion, creed, national origin, gender, sexual orientation, age, marital status, veteran status, or the 

presence of any sensory, mental, or physical disability. Furthermore, we fully support the use of 

trained guide dogs or service animals by individuals with disabilities. 

JOB SUMMARY 

The Volunteer Specialist will maintain volunteer support throughout various programs and 

departments at Associated Ministries (AM), and coordinate two volunteer-run programs within the 

Community Programs Department, which include: 

• Paint Tacoma Beautiful (PTB) – Promotes neighborhood beautification without 

displacement by organizing volunteer teams to paint the exteriors of homes of low-income 

homeowners during the spring/summer months, free of charge. This program mobilizes 

400 volunteers to paint 27 houses each year. 

• Volunteer Income Tax Assistance (VITA) – Trains and equips volunteers to provide free 

income tax preparation services to moderate- and low-income taxpayers throughout Pierce 

County from February – April 15. This program mobilizes 150 volunteers to prepare 2,000 

tax returns each year. 

Associated Ministries trusts each employee to thoughtfully support its mission with their 

individual and collective talents, skills and abilities.   We value each person’s voice and delegate 

appropriate levels of authority and decision-making consistent with their assigned roles and 

responsibilities.  In all cases, employees are expected to carry out their work in a manner which 

supports AM’s culture, including interpersonal behavior that supports cooperation, respect and 

professionalism.   
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JOB DUTIES and RESPONSIBILITIES 

Outreach, Marketing, & Recruitment 

• Recruit a diverse volunteer pool through strategies including public presentations, fostering 

partnerships with faith-based organizations, hosting information sessions, conducting 

social media campaigns, disseminating volunteer newsletters, networking at community 

meetings, tabling at outreach events, and distributing flyers.  

• Develop and implement strategies to engage the community and raise awareness through 

outreach and education. 

• Make ongoing efforts to identify new opportunities to develop and expand relationships 

with community partners and the faith-based community.  

• Engage in behavior that demonstrates commitment to cultural competence and willingness 

to participate in training to develop practical expertise working with diverse groups and 

cultures. 

Onboarding 

• Process applications for volunteers and, occasionally, clients.  

• Screen potential applicants based on program requirements. This may include: 

o Volunteer interviews 

o Background checks 

o Home assessments for PTB 

• Ensure all necessary paperwork is completed by applicants. 

Training & Education 

• Provide and/or arrange trainings for volunteers that meet program requirements and cover 

both the technical and logistical aspects of their role. This may include: 

o Worksite safety and lead paint abatement (PTB) 

o How to prep and paint a house (PTB) 

o Tax law, return preparation, and review (VITA) 

• Develop and administer trainings for volunteers that deepens their understanding of racial 

equity, poverty, and the experiences of the people we serve at AM. 

Coordination 

• Coordinate the logistics of program implementation, such as: 

o Matching volunteer teams with houses for PTB 

o Assigning VITA volunteers to sites 

o Pick up and drop off of supplies at various sites  

Support 

• Ensure volunteers have what they need to be successful in their role. 

• Respond to and address volunteer and client needs. 

• Carry out volunteer appreciation strategies that are fun, creative, and memorable. 

Administration 

• Maintain upkeep of volunteer and client records and data in accordance with local, state, 

and federal laws as well as contractual requirements. 

• Support the improvement of systems and processes and update Standard Operating 

Procedures as needed.  

• Participate in all relevant staff meetings. 

Other Duties 

• Other duties as assigned. 
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REQUIREMENTS 

• 1 year of experience in volunteer coordination, recruitment, marketing, fund development, 

outreach, or comparable education or experience 

• Highly organized with demonstrated ability to coordinate time-limited projects or events. 

• Commitment to contributing to an anti-racist, equity-driven organizational culture.  

• Proficient in data entry with intermediate to advanced skills, enabling seamless execution 

of daily tasks with a high degree of accuracy, requiring minimal training or assistance. 

• Intermediate communication skills, both written and verbal, ensuring accurate information-

sharing, conflict resolution, and fostering cooperation and teamwork. 

• Demonstrated ability to work effectively as part of a fast-paced team that must maintain 

good interpersonal skills and positive relationships with supervisors, coworkers and clients. 

• Experience with social media platforms, demonstrating a proven ability to effectively 

engage and communicate through various social channels. 

• Consistently demonstrate professional work habits that include organizing and planning 

work in a systematic way; listening and asking clarifying questions to verify what is heard; 

being attentive to details to minimize technical mistakes; prioritizing tasks and focusing on 

the most urgent tasks first; and managing time to consistently meet deadlines.   

• Proven ability to make sound decisions and troubleshoot issues when they ariseg 

• Proficient with computers, and ability to navigate various applications and databases such 

as Microsoft Outlook, Teams, Excel, and Forms 

• Positive, enthusiastic, team-player 

• Ability to work some evenings and weekends. 

• Valid driver’s license and reliable transportation 

• Must be able to lift and carry 60 pounds 

PREFERRED 

• Familiarity with exterior painting and tax preparation 

• Bachelor’s degree or equivalent experience 

COMPENSATION  

Pay Range:  $24.72 - $30.73 per hour. 

Benefits:  Health insurance, retirement plan, and generous time-off and benefit package as detailed 

by Personnel Policies.  

APPLICATION PROCESS 

This position will remain open until filled. We will be reviewing complete applications in the 

order they are received, adhering to a professional and timely evaluation process. Your application 

must include a cover letter and resume addressing position requirements. Send to: Associated 

Ministries (attn.: HR), 901 South 13th Street, Tacoma WA 98405, or e-mail all to 

jessiet@associatedministries.org. No phone inquiries, please.  

Reviewed by: Marissa Holshue Title: Office Manager Date: 01/26/2024 

Approved by: Title: Date 
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