
 
UNITED SOUTH END SETTLEMENTS 

 
United South End Settlements (USES) is a community-based nonprofit organization focused on 
improving the health, safety, education and economic security of low-income residents in and 
around the South End Lower Roxbury neighborhood of Boston by leveraging multi-generational 
and inclusive approaches that moves people forward.  USES has held true to its settlement 
house roots, committing to the motto of “neighbors helping neighbors to grow and thrive.”  Our 
extended family is an integrated team of participants, staff, volunteers, community leaders, and 
business partners.  USES operates in three locations in the South End – Harriet Tubman 
House, South End House, the Children’s Art Centre – and Camp Hale on Squam Lake in New 
Hampshire.  Please visit our website at www.uses.org.  
 

Volunteer Coordinator, Workforce Readiness Program 

 

GENERAL DESCRIPTION 
 
United South End Settlements is seeking a driven and independent leader to serve as our 
Volunteer Coordinator to join our dynamic team. The Volunteer Coordinator will have the 
opportunity to grow and refine our existing volunteer services program in our Workforce 
Readiness Program. S/he will be responsible for coordinating on-site delivery of academic and 
case management support and service, and recruit, train and supervise volunteers that provide 
this critical service. The Volunteer Coordinator will, if needed, also provide direct client service 
and help participants to find jobs, secure housing, enroll in public benefits, and obtain referrals 
for services like childcare and healthcare. This position reports to the Director of Workforce 
Readiness. 
 
This position is a full-time position. Day and evening hours are required. 
 
QUALIFICATIONS 

 BA/BS strongly preferred. 

 Commitment to USES’s mission and core values.  

 Experience managing and coordinating volunteers a plus 

 High level of cultural awareness and commitment to working with students to overcome 
barriers to success. 

 Demonstrated commitment to community service and prior experience working with low-
income communities is preferred. 

 Knowledge of and experience partnering with local educational institutions, nonprofit 
organizations and employers preferred. 

 Strong leadership and interpersonal skills. 

 Skilled in public speaking, presenting and group facilitation. 

 Excellent customer service and relationship management skills  

 Demonstrated success in working respectfully and effectively within a diverse and 
inclusive environment. 

 Excellent time-management skills and ability to prioritize and multi-task 

 Ability to thrive in the start-up environment of a fast-growing, entrepreneurial 
organization. This involves flexibility, creativity, ability to take initiative, and a 
commitment to being a team player. 

 A strong team player who can also work independently to accomplish goals. 
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 Proficiency in  Microsoft Office Suite (Outlook, Word, Excel, Internet Explorer) 

 Flexibility and a sense of humor. 

 Bilingual is a plus. 

 Willingness to work some weekends, evenings. 
 
RESPONSIBILITIES 
 

1. Recruit and manage a diverse corps of volunteers to provide high quality academic 
and case management support to Workforce Readiness students 

2. Facilitate volunteer trainings and other related trainings to ensure volunteers are 
meeting needs of students 

3. Ensure office office runs smoothly and coordinate delivery of student services (i.e. 
tutoring, academic support, case management), including matching volunteers with 
students, ensuring proper case management systems, and analyzing and reporting 
success and outcomes of students’ goals 

4. Oversee, supervise and support volunteer delivery of academic and case 
management services 

5. Enhance and explore University and community partnerships that builds a strong 
pipeline of volunteers to support Workforce Readiness Students 

6. Must make a concerted effort to recruit volunteers who reflect the ethnicity, race, 
nationality and language background of the student population 

7. The Volunteer Coordinator is responsible for volunteer supervision and coordination 
of cases and reporting 

8. Collaborate and coordinate with the ABE /HiSET, Technology Education and ESOL 
teachers and the Educational Advisor/Intake Coordinator to coordinate and pair 
tutors with students who are enrolled in the Workforce Readiness programs 

9. Develop and administer a volunteer end of year program evaluation (including 
student and program outcomes) as is required from MA DESE 

10. Develop, implement, and schedule training modules for all volunteers, including 
orientation and on-going training opportunities, and provide continuing support and 
guidance for volunteers 

11. Perform other duties as requested and as schedule allows 
 

PHYSICAL REQUIREMENTS (with or without accommodation)  
 

Must be able to finger, grasp, feel, talk, hear, and be capable of repetitive motion 

Position requires exerting up to 20 pounds of force occasionally, and/or up to 10 pounds 
of force frequently, and/or a negligible amount of force constantly 

Work requires close visual activity 

Position is not substantially exposed to adverse environmental conditions 
 

The above statement reflects the general details considered necessary to describe the principal 
function of the job identified and shall not be considered a detailed description of all the work 
requirements that may be inherent in the job. 

 
To apply, please email resume and thoughtful cover letter to: humanresources@uses.org 
In the subject line, please specify the position to which you are applying. 
No phone calls, please. 
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