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OFFICIAL 

Position Description 

Position Title Volunteer Engagement Coordinator 

Portfolio People, Culture and Engagement  

Area Volunteer Engagement 

Reports To  Volunteer Engagement Lead 

Organisation Purpose 

Our vision at the Brotherhood of St. Laurence (BSL) is an Australia free of poverty. 

Our purpose is to advance a fairer Australia through our leadership on policy reform, 

our partnerships with communities, and the quality of our services. 

Our organisation employs over 1,500 staff and is supported by 1,000 volunteers. We 

partner with governments, industry and communities to address poverty across the 

nation. 

Our work is varied. We deliver services to build capability and confidence across the 

life course, from the early years, youth and employment to services for people with 

disability and for older people in Australia. Our Op Shops and social enterprises are 

well known. So too are our services that support financial wellbeing. We research the 

causes and effects of poverty and connect research, practice and policy to advocate 

national, state and local policy responses to poverty. 

BSL values diversity and inclusion with regard to our staff and the communities we 

serve. Our staff and volunteers come from diverse backgrounds, and we aim to 

create an inclusive working environment. BSL is committed to child, young people 

and vulnerable adult safety. We want all people to be supported, respected, safe and 

empowered.  

Portfolio Purpose 

The People Experience portfolio shapes how people experience working and 

volunteering at BSL, enabling a values‑driven and inclusive organisation that delivers 

sustainable impact. By integrating learning, organisational development, diversity, 

equity and inclusion, and volunteer engagement, the portfolio builds capability, 

strengthens engagement and aligns people practices to the People, Culture and 

Place Plan. 
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Position Purpose 

The Volunteer Engagement (VE) Coordinator provides administrative, coordination 

and system support to enable effective and compliant volunteer engagement across 

BSL. 

The role supports the recruitment, screening, onboarding and ongoing coordination 

of volunteers, working closely with Volunteer Engagement Advisors, Coordinators 

and leaders of volunteers to apply consistent processes and practices. Through 

accurate data management and responsive support, the role contributes to a safe, 

well‑organised and positive volunteer experience. 

Key Responsibilities 

Planning & Alignment 

• Support the implementation of volunteer engagement priorities and work plans 

under the direction of the Volunteer Engagement Lead 

• Apply established frameworks, systems and processes to support consistent 

volunteer engagement practice 

• Contribute operational feedback and process improvement suggestions to 

support continuous improvement 

Volunteer Administration & Coordination 

• Coordinate volunteer recruitment, screening, onboarding and commencement 

processes in line with organisational procedures 

• Maintain accurate and up‑to‑date volunteer records in the volunteer management 

system 

• Manage shared inboxes and enquiries, providing timely responses or redirecting 

queries as required 

• Support volunteers to complete required checks, documentation and mandatory 

training 

• Coordinate volunteer inductions, training sessions and engagement activities, 

including logistics and communications 

Team 

• Contribute to a positive and collaborative culture within People Experience 

• Work effectively with colleagues across People Experience to support integrated 

outcomes 

• Stakeholder Support & Collaboration 
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• Liaise with leaders of volunteers, team members and prospective volunteers to 

support coordination and communication 

• Prepare and distribute volunteer communications, resources and updates 

• Respond to routine enquiries and escalate complex queries as required 

• Support coordination of engagement activities, events and communications 

across the volunteer lifecycle 

Systems & Data Management 

• Maintain and update the volunteer management system, including volunteer 

records, access permissions and data accuracy 

• Perform system administration tasks, including data entry, updates, reporting and 

basic troubleshooting 

• Support users, including leaders of volunteers and team members, to navigate 

systems and processes 

• Maintain system documentation, workflows and user guides 

Quality, Compliance & Reporting 

• Coordinate compliance processes, including pre‑commencement checks, 

safeguarding requirements and expiry tracking 

• Conduct scheduled compliance audits and data integrity checks in line with 

established procedures 

• Prepare reports and data updates to support monitoring, compliance and 

operational decision‑making 

• Support internal and external audit and accreditation activities 

• Identify and escalate compliance issues or risks in line with established 

processes 

Other 

• Work collaboratively within teams to achieve common goals. 

• Demonstrate a commitment to BSL’s quality framework and culture by 

participating in and promoting quality actions through continual improvement 

activities. 

• Model BSL’s values and adhere to the Code of Conduct in everyday work 

practices. 

• Maintain a safe work environment and ensure steps are taken to prevent unsafe 

work practices in accordance with BSL policies and procedures. 



 
 

Page 4 of 5 

OFFICIAL 

• This position will require indirect contact with children and/or vulnerable 

individuals. 

• Other duties as required. 

Scope of Responsibility 

Direct Reports: 

• Nil 

Indirect Reports: 

• Nil 

Key Selection Criteria 

Career Experience: 

• Experience in coordination, administration or service delivery roles 

• Experience supporting recruitment, onboarding or program coordination 

• Experience maintaining accurate records and working with systems 

• Experience responding to enquiries and supporting stakeholders 

• Experience following processes and compliance requirements 

Personal Qualities 

• Values-driven, demonstrating integrity, respect and inclusion 

• Collaborative and supportive, contributing positively to team success 

• Adaptable and responsive in a changing environment 

• Practical and proactive in identifying and resolving issues 

• Curious and open to learning and improvement 

• Empathetic and respectful in working with others 

• Highly organised with strong attention to detail 

• Committed to maintaining and supporting child safety, equity, inclusion and 

cultural safety 

• Understanding of, and empathy with, the values and ideals of the Brotherhood of 

St Laurence 
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Qualifications/Other:  

• Relevant qualification in volunteer management, administration, community 

services or a related discipline, or equivalent experience 

• Relevant vocational training or professional development in volunteer 

engagement or related areas (desirable) 

Mandatory Employment Criteria 

• Regular travel across multiple BSL work locations is an inherent requirement of 

this role 

• Proof of eligibility to work in Australia is required. 

• A Statutory Declaration to confirm past criminal history is required as per the 

Aged Care Act – BSL will support successful candidates in this process. 

• A satisfactory Police Check is required – BSL will support successful candidates 

in this process. 

• A Working with Children Check is required – BSL will support successful 

candidates in this process. 

 

The description of the position is a guide to the duties of the professional activities 

needed to undertake the position successfully. A review of the position description 

may occur, and it may be amended from time to time as organisational needs 

change. Changes to the position description will be consistent with the purpose for 

which the position was established. 

 


