
2026-2027 AmeriCorps Member Position Description 
 

 

 

Partner Organization Name: Communities in Schools 

Corps Member Position Title:  Volunteer Coordinator 
 
Supervisor: Shayne Latter 
 
Days/Hours of Service: M-F 8:30-4:30 or 9-5 
 
Physical Location:  3400 Bienville Street, New Orleans, Louisiana 70119 
 
 

Organization Mission and/or Goals: 

Mission: The mission of Communities In Schools is to surround students with a community of 
support, empowering them to stay in school and achieve in life. 

Member Position Summary: 

The Volunteer Coordinator is responsible for the creation and coordination of a unique volunteer 
program to support CIS of the Gulf South inside partnering schools. Goals include recruiting/retaining 
current volunteers, training volunteers to get them ready to volunteer inside of our schools, finding 
meaningful ways to show appreciation to our volunteers, and expand our volunteer program which 
includes increasing the number of volunteers/and or projects.  

Member Impact 

This position directly supports our site based staff by adding capacity and allowing our staff to be able to 
serve more students and families. Short term goals would include analyzing the needs assessment data 
and our current volunteer needs and deciding how to move forward whether it is recruiting more 
volunteers, more community partnerships for larger volunteer projects and/or finding more resources 
to link our staff up with. Longer term goals can include developing a retention plan, developing a 
volunteer resource guide etc. This role is measured by meeting the goals set up during onboarding 
which can include but are not limited to recruiting a certain number of volunteers, retaining a certain 
number of volunteers, meeting the needs of a percentage of our schools etc. 

Essential Functions of Position: 

• Successfully recruit and retain volunteers.  
• Build relationships with individuals and community partners to build a pipeline for 

volunteers.  



• Create and provide all orientation and training to CIS volunteers before volunteers begin 
serving inside schools.  

• Coordinate with CIS school partners, leadership team, and CIS employees to ensure a 
supportive and educational volunteer experience.  

• Provide ongoing support to CIS employees with volunteers.  
• Maintain positive relationships.  
• Work collaboratively with CIS staff to maintain a positive CIS image.  
• Promote and maintain agency culture, standards and systems.  
• Participate in CIS team approach to service delivery.  

Skills, knowledge and trainings the corps member should expect to gain from this position 

• The member can expect to be invited to all of our agency trainings and meetings.  
• They will gain skills in forming meaningful relationships with community members, 

community partners and our school communities.  
• They will get exposure with how New Orleans schools operate versus a more traditional 

school district.  
• They will gain experience getting volunteers ready for short term and long term projects.  
• Reaching out to community members, businesses and explaining what CIS does and how 

volunteers/resources can assist us in our efforts.  
• They will be able to revise or develop training materials and deliver the training to new 

and/or existing volunteers.  
• Gain experience with revising or creating a needs assessment and learning how to prioritize 

the needs and how to meet the needs through their work as a volunteer coordinator.  
 
Ideal Candidate Qualifications 
 
Flexibility, resourcefulness, enthusiasm and high energy. 
Must have a valid driver’s license and automobile insurance. Must have reliable transportation 


