Job Title:  School Volunteer Coordinators (2 positions available to job share)
 
Job Description: To recruit, mobilize and coordinate parent volunteers 
 
Purpose: Facilitate the volunteer efforts needed by HTLAYW 
 
Mission Statement:  HTLAYW volunteer program exists to enrich our school community. We welcome the many diverse talents our volunteers bring, and we honor their commitment to our staff and students.

[bookmark: _GoBack]Responsibilities:
 
Liaison with PTA, Site Council, Principal and volunteers
 
Coordinate volunteer efforts 

Create and manage database of parent volunteers
  
Attend PTA and Site Council meetings or send an update/status
 
Report on volunteer needs and successes in school weekly e-news and newsletter
 
Desired Skills/Qualifications: 
Enjoy working with people

 All School Volunteers must fill out a background check form in the front office.

