Volunteer Coordinator - Meals on Wheels Lewes-Rehoboth

Full-Time (Hourly)
Reports to: Director of Meals on Wheels

Meals on Wheels Lewes-Rehoboth is seeking a compassionate, organized, and people-
centered Volunteer Coordinator to lead and support our dedicated volunteer community.
This role is essential to ensuring the successful delivery of nutritious meals and meaningful
connections to older adults and individuals in need throughout our service area.

Position Overview

The Volunteer Coordinator is responsible for recruiting, training, scheduling, and
supporting approximately 180 volunteers who power our daily meal delivery operations and
specialinitiatives. This position plays a key role in building a strong, engaged, and mission-
driven volunteer program while ensuring a positive and rewarding experience for every
volunteer.

Key Responsibilities
Volunteer Recruitment, Onboarding & Training

e Coordinate volunteer onboarding, including applications, background checks,
orientations, and documentation

¢ Conductin-person volunteer orientations and trainings
¢ Develop and maintain volunteer training materials and resources
Volunteer Scheduling & Support

¢ Manage and maintain volunteer schedules to ensure reliable coverage of meal
delivery routes

e Serve as the primary point of contact for volunteers, addressing questions and
schedule changes

e Provide ongoing support to ensure high-quality service delivery
Volunteer Engagement & Retention

e Foster aninclusive, welcoming, and supportive volunteer culture

e Plan and implement volunteer recognition and appreciation efforts

e Gather feedback and recommend improvements to strengthen volunteer
engagement



Program Administration & Collaboration

¢ Maintain accurate volunteer records, hours, and reports using volunteer
management systems

e Ensure compliance with organizational policies, confidentiality, and risk
management standards

e Collaborate with program, kitchen, and delivery staff to align volunteer efforts with
operational needs

e Assist with special events, fundraising activities, and emergency response efforts as
needed

Qualifications
Required
e Associate’s or Bachelor’s degree in a related field, or equivalent experience

e Minimum of two years of experience coordinating volunteers or workingin a
nonprofit or service-oriented setting

e Strong communication, organizational, and interpersonal skills
o Ability to work effectively with diverse populations

e Proficiency with databases, scheduling tools, and Microsoft Office or Google
Workspace

Physical Requirements
e Ability to stand, walk, sit, and occasionally lift up to 25 pounds
Compensation & Benefits

Salary and benefits are commensurate with experience and in accordance with Meals on
Wheels Lewes-Rehoboth policies.



