
Volunteer Coordinator

Position Summary
Krasl Art Center (KAC) seeks a relationship builder and connector to join the organization as Volunteer
Coordinator. This individual matches volunteers to volunteer opportunities to meet KAC needs as
identified by colleagues. They ensure a successful experience for each volunteer, encouraging repeat
involvement. This position is responsible for the comprehensive KAC volunteer program including
identifying needs, position descriptions, recruitment, evaluation, outreach, placement, retention and
recognition.

The Volunteer Coordinator simultaneously oversees the front of house at KAC by serving as a Guest
Service Associate (GSA) during public hours. They will interact with guests, staff and volunteers, in
person and on the phone, in addition to providing security to KAC building, artworks and guests. The
Volunteer Coordinator schedules and oversees training for volunteer GSAs helping them keep abreast
of events, programs, and classes.

Essential Duties
● Provide comprehensive management of volunteer program while staying abreast of best

practices
● Develop and update position descriptions incorporating COVID-19 safety measures
● Coordinate interviews, trainings, placement, and evaluation to meet organizational needs.

Administer applications (screening, background checks, etc.).
● Update and maintain volunteer program materials (policies and procedures, applications,

volunteer agreements, orientation handbook).
● Maintain volunteer information for recruitment, recognition, and data tracking.
● Identify, recruit, schedule volunteers.
● Execute additional volunteer management responsibilities including training and management

during major events including Krasl Art Fair on the Bluff.
● Communicate, promote, and manage volunteer opportunities through phone calls, email,

websites, and scheduling software.
● Recruit new volunteers through outreach initiatives; may include businesses, faith-based,

community service.
● Lead volunteer recognition includes writing thank you notes, planning an annual volunteer

appreciation month, and other forms of volunteer appreciation.

Guest Services:
● Oversee welcome desk including greeting visitors, answering phones, recording attendance.
● Supervise, identify, recruit and onboard new GSA volunteers includes completing required forms

and orientation to ensure a positive experience.
● Follow proper security and safety procedures for building, galleries, and visitors including

COVID-19 safety practices.
● Invite guests to make a donation upon entrance and encourage gift shop sales.
● Share information and promote current exhibitions, classes, programs and events, as well as

arts and culture related events in the community.
● Perform additional duties as assigned to support staff and Front of House needs.
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Competencies
● Self-motivated
● Good listener
● Strong

communication skills

● Basic understanding
of Google Suite

● Excellent organization
● Attention to detail

● Problem solver
● Credible
● Empathetic

Physical Demands (critical physical functions required)
● Frequent telephone and computer work
● Sitting, standing, or walking for extended periods of time, indoors and outdoors (sometimes in

inclement weather)

Qualifications
● High school diploma, GED, or an equivalent combination of education and experience sufficient

to successfully perform essential duties listed above
● Proficient use of the English language
● Documentation of COVID-19 vaccination

Overview
Job Type: Full-Time, 35-40 hours per week, including regular evening & weekend hours, some

holidays.
Pay: $14-$15 per hour
Reports to: Director of Events

Note: this position works closely and communicates regularly with the
Marketing Manager and Executive Assistant

Supervises: Volunteers
Location: In-person position at Krasl Art Center
Benefits: Eligible for Family Medical Insurance, Paid Life Insurance, Disability, Paid Vacation and

Sick Days, Flexible Savings Account

To apply: Submit letter of interest and resume to julia@krasl.org. Include last name and VolCoord in
the subject line (e.g., Willis - VolCoord). No phone calls please. Resumes will be reviewed starting
December 15, 2021.
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About Krasl Art Center
Krasl Art Center is a 501(c)(3) not for profit organization with a mission to inspire meaningful change
and strengthen community through the visual arts. Located along the lakeshore in southwest Michigan,
KAC is the leading visual arts organization in the area.  Programs include changing gallery exhibitions,
public art placement and advocacy, studio art classes and workshops, and a strong commitment to
outreach initiatives.  Staff members provide excellence, collaboration, innovation, creativity, respect,
and a sense of humor to advance the organization and accomplish this work.

Krasl Art Center is an equal opportunity employer that supports and subscribes to a policy of
nondiscrimination in all aspects of employment. KAC will not discriminate on the basis of race, color,
religion, creed, sex, age, ancestry, national origin, disability, weight, genetic information, sexual
orientation, gender identity or expression, or any other reason prohibited by applicable law in any
terms, conditions, or privileges of employment.

It is KAC’s intention to provide a safe and pleasant environment in which to work. Therefore, each
employee is responsible for ensuring Equal Employment Opportunity by treating all co-workers, guests,
students and volunteers fairly and equally and by fostering a spirit of cooperation and good human
relations in a working atmosphere free of prejudice, ill feelings or resentment. his job description details
the basic scope of responsibilities of the position but should not be considered all-inclusive. Additional
duties should be expected, including some non-traditional work hours such as evenings and weekends.
This job description does not create an employment contract, implied or otherwise, other than an
“at-will” working relationship.

Individuals who may require special accommodations to perform their job function(s) must notify the
Executive Director, in writing, of the need for accommodation.


