	VOLUNTEER POSITION DESCRIPTION


	Title of Position
	Veg Outreach Leader 2010 

	Description


	The Veg Outreach Leader will work with the Donor and Volunteer Resources Coordinator to coordinate the volunteers for and logistics of TVA’s attendance at outreach events.



	Primary Responsibilities


	Register TVA for Participation at Outreach Events – Work with the Donor and Volunteer Resources Coordinator to ensure that TVA is registered for upcoming events in the GTA. Represent TVA as the main point of contact for event organizers, and keep track of important information, rules and regulations for participation in events.

Coordinate Outreach Volunteers – Draft content for volunteer eNewsletter regarding available shifts at upcoming outreach events. Schedule volunteers for outreach events and send confirmation emails to outreach specialists, set-up and tear-down crew, and outreach volunteers, outlining logistical details as well as goals and targets for events.  
Follow Up and Reporting – Send thank you emails to volunteers, and record feedback. Create a brief report on each event, outlining inventory counts and feedback for future years.

OPTIONAL: Pack and Unpack for Outreach Events – Pack materials prior to outreach events, including an inventory count, and a sign-in sheet for volunteers. Unpack after outreach events, including counting and recording inventory.

	Qualifications

· Experience

· Skills

· Qualities


	· Strong leadership and communication skills

· Excellent organizational and planning skills 

· Ability to work within strict timelines

· Passionate about TVA’s outreach program

· Experience with volunteer coordination is a strong asset

	Time Commitment


	· This position is for a four month period, from March to June 2010, with the option to renew for July and August 2010 
· This position requires approximately 6 hours of work per week, which can be done mostly from home 



	Benefits


	· Attain volunteer coordination, leadership and communications experience

· Know that you are inspiring others to adopt a vegetarian diet through TVA’s attendance at outreach events

· Build strong relationships with volunteers and staff

· Development of organizational and planning skills

· Satisfaction that you are helping to provide valuable programs to vegetarians and others in Toronto
· Complimentary discount card


	Orientation & Training


	· An orientation by Executive Director will introduce the Toronto Vegetarian Association

· Training will be provided by the Donor and Volunteer Resources Coordinator, and templates for email communications will be provided 

· You are expected to become familiar with TVA the Volunteer Handbook 


	Reporting Relationships


	· The Veg Outreach Leader will report to the Executive Director


	Working Relationships


	· The Donor and Volunteer Resources Coordinator will provide ongoing support and guidance


	Evaluation


	· A formal review will take place at the end of the four month period

· Informal meetings will take place with the Donor and Volunteer Resources Coordinator who will provide feedback on an ongoing basis



	Success Measures


	Successful completion of this role will result in:

· TVA’s attendance at 2-4 outreach events each month
· A high volunteer satisfaction and retention rate

· Clear reporting and files in place to guide TVA’s future attendance at outreach events


	Screening Measures


	· Special Veg Outreach Leader application process including resume, written application and reference checks

· Application will be reviewed by Executive Director and Donor and Volunteer Resources Coordinator
· Interview conducted by Executive Director and Donor and Volunteer Resources Coordinator
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