COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
Retired Senior Volunteer Program (RSVP) Project Manager 
PAY GRADE:
P-10
OVERTIME STATUS:
Exempt

Grant Funded:
Yes

MAJOR RESPONSIBILITY: 

Manage and supervise the Retired and Senior Volunteer (RSVP) grant program.  Provide leadership to engage and utilize our expanding senior volunteer population by working cooperatively with college staff, community, governmental agencies and non-profit organizations.  Has primary responsibility for overall management and evaluation of the program.

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Bachelor's degree required.  
2.
Years of experience in field: Two years working with volunteers in nonprofit, governmental, or social/human services agencies required.  Two year of substantial experience in grant writing and reporting preferred.
3.
Special skills or abilities related to position: Knowledge of and commitment to principles of volunteerism/ volunteer management.  Knowledge of grant proposal writing and grant funding process at federal, state and local levels.  History of successful development and implementation of volunteer programs. Ability to relate well with persons from all social, ethnic and religious backgrounds. Knowledge of the college’s community and its resources.  Strong organizational and planning skills. Experience supervising staff. Ability to communicate effectively both verbally and in writing. Marketing/public relations skills. 

ESSENTIAL JOB FUNCTIONS:

1. Work with management of CF Institute, and collaborate with the Plus 50 programs, other College and project staff members and volunteers, including the RSVP Advisory Council, to secure funding and community support for RSVP and related senior volunteer programs.
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ESSENTIAL JOB FUNCTIONS: (continued)
2.  
Work cooperatively with the RSVP Advisory Council to recognize volunteers, evaluate the RSVP program, and utilize their guidance and input on programming decisions.
3.  
Supervise assigned staff, paid and/or volunteer, in accordance with College personnel policies and CNS guidelines. 

4. Assure that the Web-based system for volunteer tracking is maintained and reports are generated as appropriate.

5. Implement changes to existing software necessary to provide grant deliverables and insure Web-based connectivity.

6.
Oversee recruitment of RSVP (age 55 and over) members.
7.
Develop volunteer stations, obtain Memorandums of Understanding and coordinate with volunteer managers at those stations. 

8.
Provide training in volunteer management to volunteer station staff and, as appropriate, volunteers. 

9.
Oversee production, editing and distribution of the quarterly newsletter.  Manage other media/publicity programs designed to recruit and place volunteers, such as the Ocala Star Banner Community Connections column. 

10.
Maintain and enhance good working relationships with community agencies, government offices, the faith community and the business/corporate community. 

11.
Collaborate with college programs focused on senior members of the Marion County community to develop and implement activities/programs that enhance the mission of the RSVP Project, the College and the community.

12.
Participate in continuing education and job-related training as provided by CNCS (Corporation for National and Community Service) and the College. 

13.
Other duties relating to the enhancement of RSVP and other programs for seniors in collaboration with the College. 

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:

· Acceptable eyesight (with or without correction)

· Acceptable hearing (with or without hearing aid)

· Ability to communicate both orally and in writing

· Walking

· Standing

ENVIRONMENTAL CONDITIONS:

· Works in an office environment

· Work outside and inside

· Work in all kinds of weather                           
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(Reasonable accommodations will be made for otherwise qualified individuals with a disability)

PRIMARY LOCATION OF JOB:
Ocala Campus 
SUPERVISOR OF POSITION:
Executive Manager CE/CF Institute 
Revised 5/31/11

Revised - 5/4/11


