
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Volunteer Program Coordinator 
 
EXEMPTION STATUS: Exempt 
 
JOB CATEGORY: Officials and Administrators 
 
BARGAINING UNIT: Supervisor 
 
GENERAL SUMMARY: 

Under general supervision from the Library Operations Support Manager, the Volunteer 
Program Coordinator provides administrative and supervisory leadership in managing and 
expanding the Library District’s Volunteer Program. This position ensures consistent 
implementation of District-wide volunteer policies and practices, oversees volunteer 
management systems, and supports branch-level coordinators in delivering high-quality 
volunteer engagement opportunities that enhance library services.  The Volunteer Program 
Coordinator also oversees the District’s bookstores and book sales operations, ensuring 
effective management, volunteer support, and alignment with District goals. 

 
ESSENTIAL DUTIES & RESPONSIBILITIES: 

1. Supervises assigned staff, including but not limited to: 

a. Performance coaching and management; 

b. Career counseling and development; 

c. Conflict resolution. 

2. Establishes, implements, and maintains policies, procedures, and guidelines for the 
District’s Volunteer Program to ensure consistency, equity, and compliance. 

3. Manages volunteer management software across the District, including configuration, 
training, accuracy, and reporting. 

4. Oversees recruitment strategies, background check processes, and training procedures 
to ensure alignment with District needs and safety standards. 

5. Develops and delivers training, resources, and ongoing support to Branch Volunteer 
Coordinators and other staff working with volunteers. 

6. Supervises bookstore and online sales staff and volunteers in managing online 
accounts, sales, mailings, customer service, and adhering to vendor contracts. 

7. Collects and analyzes data, prepares reports, and recommends improvements to 
enhance effectiveness and impact of the Volunteer Program. 



 

 

8. Maintains accurate records and statistics related to volunteers, ensuring compliance with 
risk management, legal and HR requirements. 

9. Provides input on budget priorities and strategies to maximize impact within budget 
constraints. 

10. Promotes the Volunteer Program through internal communications, partnerships, and 
public-facing materials (in coordination with the Marketing Department). 

11. Serves as liaison among volunteers, Branch staff, administration, and community 
partners to ensure effective volunteer engagement. 

12. Represents the Volunteer Program at District meetings, trainings, community events, 
and responds to public inquiries for information and assistance.  

13. Performs other duties as assigned. 

  
CORE COMPETENCIES: 

Competencies of Library Assistant plus: 

• Report and Record-Keeping 

 
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: Bachelor’s Degree. 

Preferred: Bachelor’s Degree in Communications, Management, Marketing, or related 
field. 

• EXPERIENCE:  

Required: Two (2) years’ experience of volunteer management with at least one (1) 
year in a lead or supervisory role or completion of Library District’s Apprentice Person-
In-Charge (APIC) training. 

Preferred: Three (3) years’ experience of volunteer management with at least two (2) 
years in a lead or supervisory role or completion of Library District’s Apprentice Person-
In-Charge (APIC) training. 

• License or Certification: 

   Required: Prior completion of Las Vegas-Clark County Library District’s Person-in-
Charge (PIC) Training or completion of core PIC Training within six (6) months of 
assuming the position.  

District-provided AED/CPR certification must be completed within six (6) months of 
assuming the position and must be maintained (current) while in a covered position. 

Possess, or have the ability to obtain, a valid Nevada driver’s license at the time of hire. 

Preferred: N/A 

• PHYSICAL REQUIREMENTS: Although work is performed in a library setting, a limited 
amount of walking or standing is often necessary to carry out job duties. Tasks may 



 

 

involve frequent walking, standing, bending, reaching, stooping, and some lifting and 
carrying of objects of moderate weight (20-50 pounds).   

 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

KSAs of Library Assistant plus: 

• Knowledge of effective supervisory principles and methods. 

• Knowledge of reporting and record-keeping principles and procedures. 

• Ability to perform basic accounting. 

• Ability to handle stressful situations with professional composure. 
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