
  
 

JOB Description 
 

 
JOB TITLE:   RSVP Program Coordinator  

 
DEPARTMENT: Resource Development     
  
SUPERVISOR:   Volunteer Services Manager  STATUS:  Non-Exempt 
 
FTE:      1.00        SALARY 
GRADE:  25 
 

We believe our community can move beyond poverty and oppression to a place where all people 
have access to quality housing, nutritious food, equal justice and opportunities to thrive. We are 
committed to working with compassion, integrity, accountability, creativity and an anti-oppression 
approach to end homelessness, hunger, inequality and other barriers to social justice. We value 
collaboration and leadership from the communities we serve.  As our workforce evolves to reflect the 
diversity of the communities we serve, our agency and workplace will be enriched and strengthened 
and as such we will: 

  Demonstrate the initiative to learn and enhance skills that promote anti-racism, cultural 
competency and an understanding of oppression and its impact. 

 Participate in intentional learning efforts, including events relating to understanding and 
dismantling institutional racism and building cultural competency, and to encourage staff to 
fully engage in those activities. 

 
JOB SUMMARY:  The Retired and Senior Volunteer Program (RSVP) works to promote the 
involvement of individuals 55 years and older in addressing community needs through 
volunteerism at non-profit and public agencies throughout King County.  The RSVP Program 
Coordinator is responsible for managing outreach to and placement of volunteers, 
maintaining relationships with community partners, and providing strong administrative 
support.   
 

 
ESSENTIAL RESPONSIBILITIES, DUTIES AND TASKS:   

 
25%    Recruit volunteers 55 and older throughout King County to volunteer with partner 

agencies. Manage and support RSVP Ambassador volunteers to increase volunteer 
recruitment capacity and raise awareness of RSVP in the community. Plan and 
coordinate RSVP recruitment events. Organize volunteers to participate in community 
resource fairs, maintain positive relationships with partner organizations, and actively 



promote volunteer opportunities through community presentations.  Maintain and 
cultivate strategic partnerships with RSVP partner sites (non-profits) as a means of 
effective recruitment. Recognize volunteers by assisting with the planning and 
coordination of annual and on-going recognition efforts. Write, post and routinely 
update information about RSVP opportunities on Solid Ground website. 

 
 
25% Interview potential volunteers and place with appropriate opportunities at partner 

agencies, then follow up to ensure satisfaction with their placement.  Assist RSVP 
volunteers as requested with concerns related to their volunteer activities.  Respond 
by phone or email to other requests for information on volunteering with RSVP. 

 
20% Provide administrative support including entering volunteer hours, registering 

volunteers, compiling survey results and ordering supplies.  Communicate with sites to 
fulfill grant requirements including annual MOU renewals and volunteer safety 
assurance.  Assist program manager with projects as requested.    

 
20% Ensure production and distribution of Experience in Action newsletter 3 times per year. 

Work with EIA Volunteer Committee and volunteer sites to write feature articles and 
prepare information regarding current volunteer opportunities.  Write, edit, share and 
re-purpose feature articles with funders, press and larger community on a regular 
basis.   

 
 
5% Provide overall coordination and support to the Knit it Alls Project including annual 

distribution of items to shelters and other programs in King County. 
 
5% Participate in all program, department and agency meetings and trainings as required. 
 
 
EDUCATION and EXPERIENCE:    

Requires one of the following:   
 

(a) Three years of experience working with senior and/or volunteer programs; OR 
(b) Bachelor's degree in a related field and one year of experience with senior and/or 

volunteer programs; OR 
(c) Any combination of education, experience and measurable performance which 

demonstrates the capability to perform the duties of this position.  
 
Also requires: 

 Experience working with volunteers; 

 Experience working with senior adults. 
 
DESIRED QUALIFICATION: 
 
 Experience producing newsletters in Adobe InDesign CS5 or other graphic design 

software. 
 
 



MINIMUM QUALIFICATIONS:   

 
 Excellent communication skills, both oral and written; including strong presentation skills 
 Strong organizational skills and the ability to handle multiple projects simultaneously; 
 Ability to work individually in a self-directed manner and as part of a team, as well as 

represent the agency in community partnerships; 
 Willingness and ability to work with people from a variety of racial, cultural and economic 

backgrounds, with various lifestyles, sexual orientations, and of all ages; 
 Ability to maintain professional, courteous and positive relationships with participants, 

volunteers, and the general community; 
 Proficient knowledge of computer software (Microsoft Word, Access, Excel, and Outlook); 
 Familiarity with social services throughout Seattle and King County; 
 Access to reliable transportation, valid driver's license, vehicle insurance that meets 

Washington State’s minimum guidelines and the ability and willingness to travel 
throughout King County;  

 Ability and willingness to work outside of normal business hours to attend meetings, 
perform outreach, etc;   

 Knowledge of and experience with the senior population. 
 

PHYSICAL DEMANDS/WORKING CONDITIONS:  This position works in an office 70% of the time 
and 30% of the time in the field.  Employees spend 85% of office time on computer, 10% on 
the phone and 5% in meetings.  Position requires employee to lift/carry up to 30 pounds 
rarely, and push/pull 100 pounds occasionally.  Position has the ability to sit/stand as needed.  
Stairs not required.   

 

Hours & Compensation: This is a full time union position paying $21.73 per hour plus benefits. 
Benefits include medical, dental, short-term and long-term disability insurance, basic life 
insurance, 401(k) savings plan including agency contribution and match, holiday pay, generous 
paid personal leave package and tax-sheltered health care and dependent care accounts. 

 
To Apply: To Apply: Applicants must complete the Solid Ground application form specific to this 
position. To find an application online, go to https://www.solid-ground.org/get-involved/careers/ 
then click on the Job Title to this position and complete the application. You may also leave a 
message on our job line at 206.694.6840 requesting a specific job application, or you may apply in 
person at 1501 North 45th Street in Seattle’s Wallingford neighborhood. Or please send an email to 
jobs@solid-ground.org. 

 
Please attach a cover letter and resume. 

 
Closing Date: Open Until Filled. 

 
Solid Ground is an equal opportunity employer committed to workplace diversity. We do not 

discriminate on the basis of gender, age, race and color, religion, marital status, national 
origin, disability or veteran status. 

 

https://www.solid-ground.org/get-involved/careers/

