Court Appointed Special Advocates (CASA) for Children of Mercer and Burlington
Counties
Position Description
POSITION:
REPORTS TO:

Director of Volunteer Recruitment
Executive Director

JOB FUNCTIONS:
The Director of Volunteer Recruitment is responsible for coordinating and implementing
volunteer recruitment and retention for the organization to ensure low turnover and availability
of qualified applicants to meet CASA for Children of Mercer and Burlington Counties’ needs.
Duties include supporting the efforts of two part-time volunteer recruiters, concerning all
aspects of recruiting and selection of new volunteers; tracking and monitoring volunteers;
developing communication strategies to improve recruiting and retention effectiveness;
performing special recruitment and retention projects; preparing and submitting reports. This
position will serve on the organization’s senior leadership team.
Primary Responsibilities:
Volunteer Recruitment
 Develop, implement and evaluate recruitment strategies to recruit volunteers.
 Oversee and support Mercer and Burlington volunteer recruiting, screening, interviewing,
and information sessions
 Identify, coordinate and participate in recruitment activities, public relations and
community events with attention to volunteer diversity.
 Develop recruitment and promotional materials in collaboration with the
Communications and Special Events Director.
 Support PT Mercer Volunteer Recruiter and PT Burlington Volunteer Recruiter.
 Analyze, respond to and resolve recruitment issues.
 Develop and maintain relationships with current and former volunteers for purposes of
retention and formation and management of volunteer community outreach committee
and volunteer alumni network.

















Plan and facilitate Pre-Service Orientation Session with Director of Training and
Evaluation.
Attend all available conferences and workshops for the development of programs for
volunteers.
Offer constructive feedback to improvements and advancements for the CASA
organization.
Meet contractual requirements regarding timely statistical and written reports, database
input and accountability.
Ensure that grant requirements are met and provide quantitative and qualitative data as
needed.
Represent the organization at relevant external meetings including state and national
conferences.
Provide regular reports on the status of the program to the Executive Director.
Monitor recruitment budget.
Participate in organization wide volunteer retention and recognition events and
fundraising initiatives.
Foster and maintain positive relationships with other volunteer organizations and partner
with their administration and staff; engage in extensive networking within the community
and with partner organizations.
Maintain collaborative working relationships with all organization staff to ensure
successful program implementation.
Participate in job-related training, staff meetings, fund raising events and ongoing
internal program evaluations.
Demonstrate a professional demeanor which is reflective of the values and standards of
the CASA for Children of Mercer and Burlington Counties in all formal and informal
contacts with the organization’s constituencies.
Serve on Senior Leadership Team
Perform other duties as assigned.

Qualifications:









A bachelor’s degree is required. A master’s degree is preferred.
Experience in volunteer management, marketing, public relations, sales, communications
or related field is preferred.
Exemplary organizational and time management skills.
Capability to work independently, develop strategies and build alliances to reach stated
recruitment goals.
Strong written, oral communication, and public speaking skills
The ability to communicate with, supervise, and empower volunteers to be effective in
their roles.
The ability to work cooperatively with different types of personalities.
Strong computer skills necessary.



Willing to work at least 4 evenings a month and occasional weekends for recruitment
fairs.

Accountability:
The Director of Volunteer Recruitment is hired by the Executive Director and reports to the
Executive Director.

