
Volunteer Ottawa COVID-19 Volunteer Manager Positions – 3 month contract 

 REQUIRED IMMEDIATELY 

VO is responding to community needs in the COVID-19 crisis by implementing a plan focused on 

recruitment and deployment of volunteers to respond to the volunteer needs specific to COVID-19. As 

part of that plan we will be working with Ottawa Public Health and other agencies to ensure proper 

screening and training protocals are in place to safeguard the health of those volunteering and those 

they are assisting. Volunteers will be able to register for COVID-19 specific volunteering, including virtual 

volunteering, food delivery and transportation, and agencies will be able to post and/or send VO their 

COVID-19 specific needs for volunteer matching.   

VO is looking for two experienced managers of volunteers to coordinate this COVID-19 volunteer 

recruitment and deployment effort on a 3 month contract to June 30, 2020. These positions would work 

remotely. 

Responsibilities 

1. Manage volunteer intake on-line 

2. Maintain the volunteer database on-line 

3. Manage and further develop as appropriate the virtual screening & safety training of volunteers 

4. Respond to agency needs for volunteers  

5. Manage volunteer deployment in the identified areas addressed by agency requests 

6. Maintain and develop appropriate volunteer policies and protocals (ongoing as changes may be 

required) 

7. Communications and outreach to community to recruit volunteers and to identify and intake 

volunteer needs 

8. Build reporting framework for funding agencies 

Requirements 

- 5+ years volunteer management experience – recruitment, screening, orientation, training, 

functional supervision 

- Knowledge of regional not-for profit and charity landscape an asset 

- Uphold confidentiality regarding volunteer/client interactions 

- Able to work remotely with minimal supervision 

- Experience working with software (Excel & Word) and comfortable accessing and managing on-

line data 

- Be comfortable responding to volunteer/client concerns 

Please contact Sue Seebach at programs@volunteerottawa.ca if you are interested in this opportunity. 
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