
                                               Position Description 
 
 
 
Position Title: RSVP Coordinator (Western Counties – Henry, Defiance, Fulton,   
   Williams, and Paulding) 
 
Classification:   Part-time, Non-Exempt 
 
Function:   To promote volunteerism for older adults and coordinate RSVP  
                    services and activities. 
 
Responsibilities: 
 

1. Provide outreach to community agencies/organizations (five counties – 
Henry, Fulton, Williams, Defiance and Paulding) to develop meaningful 
volunteer opportunities that align with the RSVP program.  
 

2. Promote and educate the community about the RSVP program and the value 
and benefits of utilizing older adult volunteers. 

 
3. Identify and develop sources for recruitment of older adults for volunteer    

service. 
 

4. Monitor ongoing management of volunteer stations. 
 

5. Provide documentation and quantifiable data reflecting program activities and 
requested program reports. 

 
6. Provide volunteer management for RSVP volunteers encompassing 

identification of skills, referral to agencies and organizations, placement with 
volunteer jobs, follow-up and tracking of volunteer activities, coordination of 
volunteer benefits, and recognition of service.   

 
7. Handles confidential information in accordance with agency policies; 

maintains an effective record keeping system; completes and submits work 
within established time frames.  

 
8. Attends, conferences, workshops, and other trainings as required.  

 
9. Maintains confidentiality in accordance with agency policy and all applicable 

laws and regulations. 
 

10. Perform other duties as assigned. 
 
 



Authority and Relationship: This position reports to the Director of RSVP. 
 
Position Qualifications: Bachelors Degree in social service, sociology, gerontology, or 
related field preferred. Consideration may be given for work experience. Minimum of 
two years experience working with volunteers and/or older adults. Knowledge of 
community resources desirable. Excellent verbal and written skills needed. Computer 
proficiency required. 
 
Special Requirements and Conditions: 
This position shall be terminated fi funding is not available for the RSVP Program. This 
position requires a criminal background check and drug screen. 
 
 

This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of 

position.  This description shall not be construed as declaring the specific tasks and responsibilities.  It is not 

intended to limit, or in any way modify the rights of any supervisor to assign, direct, and control the work of 

employees under supervision.  The use of this particular expression or illustration describing duties shall not 

be held to exclude other duties not mentioned that are of similar kind or level of difficulty. 
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