
 
 

JOB  
POSTING 
 

Position Title: Volunteer & Community Engagement Coordinator   

 

Location:  Toronto (Head Office) and Greater Toronto Area, ON 

 

Reports to:  Director, Program & Operations 

 
Future Possibilities for Kids (FPK) provides programs to empower children and youth from diverse 

Canadian communities to practice Possibility Thinking and become leaders by creating and delivering 

community projects. 

 
General Function:  
The Volunteer & Community Engagement Coordinator will support the design, promotion, recruitment, and 

management of volunteers in order to achieve program objectives and results. With an emphasis on 

quality programming and sustainability, this position will focus on cultivating relationships and engagement 

with key community stakeholders (including past & present volunteers, board members, individual 

champions, and volunteer-based partnerships), support the monitoring and evaluation of programs, 

support partnership development, actively engage within our communities, and support the delivery of 

programs (training and facilitation) and communications. 

 
Responsibilities:  

 

Model, Demonstrate and Uphold FPK’s Culture 

 Be ‘coachable’ and show an interest in personal development, learning and growth by embracing 

your ‘stretch zone’ 

 Provide ongoing encouragement, support, and training for other team members to achieve shared 

success 

 Practice Possibility Thinking where ideas are allowed to breathe without judgement 

 Continually seek opportunities to gather feedback from others and actively use this feedback to 

make positive change to ourselves, our programs and our organization 

 Maintain an environment which is warm, welcoming and where everyone feels valued and 

respected 

 

Volunteer Recruitment & Outreach 

 
 Lead contact and communication for all volunteer opportunities with FPK 

 Liaise with other team members to understand needs and goals for volunteer recruitment 

 Maintain updated volunteer opportunities on FPK’s website 

 Build and grow current and new passive volunteer recruitment channels and seek high-value 

opportunities to present FPK volunteerism in various forums (eg. external websites, advertising) 

 Maintain accurate records for all volunteer participants in CRM 

 Lead recruitment and onboarding of KidCoaches and General Volunteers within the Ready, Set, 

Goal! and Camp Contribution Programs (eg. manage applications, screening, acceptances, and 

ongoing communications as needed) 

 Ensure all volunteers are screened and current with required paperwork (eg. cleared police check, 

waivers and agreements are signed, etc.)  

 Support facilitation of volunteer training sessions for Ready, Set, Goal! and Camp Contribution  

 Develop new partnership/volunteerism opportunities and networks that align with the Strategic Plan 

 Establish relationships and liaise with partners in Toronto and York Region (eg. Post-Secondary 

Schools for placement students, community partners, corporations, etc.)  



 Support program evaluation by implementing various measurement tools to monitor and evaluate 

program success  

 
Create & Uphold a Positive Volunteer Experience 

 
 Develop and implement volunteer management and engagement framework, while ensuring 

alignment with FPK culture 

 Maintain contact with volunteers to ensure their retention and success in the organization 

 Create opportunities and interactions which will ‘wow’ (eg. increase engagement, impact, and 

sustainability) volunteers, including tools for other staff to support stronger volunteer engagement 

 Assess volunteer satisfaction through various evaluation tools, including surveys, focus groups, 

and interviews 

 Actively stay current on emerging trends in volunteerism and best practices within the industry 

 
Manage Inbound Volunteer Inquiries 

 
 Manage volunteer email account and act as first point of contact for all inbound volunteer inquiries  

 Assess and record basic information of inbound volunteer inquiries, skills, interests, and 

connection to FPK 

 Refer volunteers to appropriate opportunities within FPK 

 
Support Special Volunteer Initiatives 

 
With the guidance of the Management Team, steward and build FPK's volunteer opportunities and 

networks: 

 

 Oversee management and deployment of volunteers for Days of Action projects at Camp 

Contribution (during the summer), and Bingo Host volunteers (year-round), including pre and post 

communications  

 Support Fundraising & Communications Manager in recruitment and management of annual 

Campaign Ambassadors, including pre and post communications 

 Provide community partners and Individual Champions with materials, content, and direction to 

facilitate volunteer recruitment 

 Establish and activate network of interested volunteers to recruit for ad hoc events/initiatives 

 Understand and maintain inventory of skill sets and interests of volunteer base and FPK’s needs, 

seeking opportunities to connect the two 

 

 
Engage Key Community Stakeholders 

 
 Maintain relationships with offices of elected officials such as MPs, MPPs, Trustees and 

Councillors to provide opportunities for them to engage with FPK’s community and to create other 

community connections 

 Build and grow relationships with community partners and groups to support connection with 

communities, support special initiatives such as focus groups or research, recruit program 

participants and volunteers, and share knowledge 

 Working with other FPK staff, organize and coordinate collection of information from key FPK 

stakeholders when required through channels such as interviews, focus groups, roundtables and 

research initiatives 

 

Support Organizational Initiatives 

 
 Proactively identify risks and issues and report them to the DPO/Management 

 Track and monitor program progress, coordinate quality assurance activities and prepare reports 

as required by the DPO/Management 

 Contribute to the development and achievement of the organization’s Strategic Plan, program 

budgets, and priorities 



 Provide opportunities to capture content to use for marketing & communications 

 Coordinate with staff team to ensure FPK voice and brand message is consistent, visible, and 

communicated regularly 

 Support a culture of philanthropy within the organization by promoting opportunities for 

engagement through donations, campaigns and volunteerism 

 

Skills Required:  

 
 Strong understanding of volunteer management principles 

 Strong interpersonal, motivational, presentation, networking and communication skills (oral and 

written) 

 Strong organizational abilities and ability to adapt to change 

 Ability to work collaboratively with internal staff and volunteers 

 Ability to prioritize and multi-task at an intermediate level with strong attention to detail 

 Pro-active and self-motivated 

 Solid understanding and appreciation of values-based, volunteer driven, not-for-profit, community 

based programs and organizations 

 Demonstrated knowledge, understanding, and appreciation of diversity and social inclusion 

 Demonstrated understanding of the needs and issues of target populations and communities that 

FPK serves 

 Familiarity with comparable organizations and networks in the GTA 

 Intermediate computer skills using Microsoft products (Word, Excel, PowerPoint, Publisher, 

Outlook)  

 Advanced ability to plan, implement and evaluate programs and activities within deadline/resource 

parameters 

 Resourceful, creative; a Possibility Thinker 

 Passion for, and interest in, working with adults, children, and youth 

 Enthusiastic, fun-generating  

 Concrete problem solving and decision making skills 

 
Education, Experience and Other Requirements: 

 
 Completed post-secondary education or comparable experience desired 

 Experience working in a programs-based environment with diverse groups of people with ranging 

abilities 

 Experience directly working with and managing/supporting volunteers 

 Experience leading and facilitating training and activities with volunteers  

 Cleared Police Check (ie. Vulnerable Sector/VSS report or Backcheck E-PIC) required 

 Valid driver’s license is required; regular access to a vehicle (ie. own vehicle, car-share program, 

etc.) for work related travel is an asset 

 

How to Apply:  

 Please email info@fpcanada.org with “Volunteer & Community Engagement Coordinator” as 

the subject and include your Cover Letter and Resume by March 6th, 2020.  

   

 

We thank everyone who applies and only those candidates selected for an interview will be contacted.  

No phone calls please. 
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