
JOB DESCRIPTION POSITION 
Volunteer Coordinator and Shelter Support Advocate 

Position: Volunteer Coordinator and Shelter Support Advocate 
Reports To: Executive Director 
Status:  30 hours per week 
Objective: This position empowers survivors to heal in enduring, tangible ways. She/he is responsible for 

developing HHAV’s volunteer and food program while working directly with client support, 
modeling healthy life skills,  and other shelter-based activities.  

Benefits: Monthly wellness package, stipend toward health care benefits and cellphone. 

Duties include: 
1) Develop the volunteer program. 

a) Manage volunteers and in-kind donations 
b) Schedule and manage crisis line volunteers  
c) Work closely w/director to create volunteer appreciation opportunities 

2) Oversee HHAV food program 
a) Work with Oregon Food Bank and other local food sources 
b) Create weekly community meal opportunity 
c) Inspire clients toward healthy food options 

3) Serve as Shelter Support Advocate (bilingual) 
a) Provide advocacy services for survivors 
b) Collaborate with staff  to assure shelter needs are met. 
c) Provide hotline backup. 
d) Other shelter support as needed. 

A. OTHER DUTIES 
1. Provide general office and phone coverage as needed. 
2. Keep accurate service statistics as required by funding sources. 
3. Attend trainings and meetings as necessary. 
4. Encourage positive community relations by personal appearances at community events. 
5. Other duties as assigned. 

  
B. REQUIREMENTS 

1. Fluent in English and Spanish 
2. Attend all necessary trainings (advocacy, community health worker, OSU food support) 
3. Sign confidentiality statement. 
4. Have a valid driver’s license 

C. MINIMUM QUALIFICATIONS 
1. Ability to work with a diverse range of  people. 
2. Flexibility, a non-judgmental attitude, and a sense of  humor. 
3. Ability to work both independently and as a team member. 
4. Ability to work under stress; good problem solving skills. 
5. Ability to respond to crisis situations. 
6. Ability to communicate clearly, in writing and verbally. 
7. Computer literacy. 
8. Responsible, dependable and energetic. 
9. Ability to lift and carry 40 pounds

PO Box 441, Hood River, OR 97031 
Office: 541.386.4808 
24/7 Crisis Line: 541.386.6603 
www.helpinghandsoregon.org


