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	The mission of the Commonwealth Corps is to engage Massachusetts residents of all ages and backgrounds in direct service to rebuild communities, address unmet community needs, and increase volunteerism. More than 250 Commonwealth Corps members will serve up to twelve months in full-time or part-time capacities at 36 designated nonprofits and public entities.  What they have in common is a desire to put their talents and ideas to use in the service of their communities and the Commonwealth.  

MassVolunteers Partners are all members of the HandsOn Network, the volunteer activation unit of the Points of Light Institute. MassVolunteers members serve communities from the most suburban to the most rural, engaging residents in a variety of regionally diverse service opportunities. Additionally, each site has adopted programming specific to the communities they serve.

Community Builders is seeking a detail-oriented professional for the        administration, development and expansion of MassVolunteers, the Massachusetts Hands On Network Volunteer Portal and the Community Builders volunteer portal, Project Volunteer. In December 2005 Community Builders launched a specific volunteer match portal for North Central Massachusetts and in November 2008 Community Builders, in partnership with Hands On Network, BostonCares, United Way of Central Ma and Dial Self launched a Massachusetts specific volunteer match portal for volunteer project matches. Both portals match non-profits and community based organizations, primarily those engaged in service delivery to low income and other at risk communities, with volunteers who will help lead projects that help deliver services and improve their organizational capacity.
 
Specifically the position will 1) coordinate the activities of the Community Builders Project Volunteer  and MassVolunteers web portal; 2) identify and expand the number of organizations/programs that use the portal; 3) provide training and technical assistance to volunteers and organizations to improve their recruitment and effective use of volunteers and training for volunteers on project leadership and management as representatives of Community Builders volunteers; 4) provide guidance and support while documenting effective systems both programmatically and organizationally; 5) outreach to volunteers who are seeking opportunities to contribute in their communities 6) develop and implement regional projects for the promotion of National Volunteer Week 6) support and promote Community Builders and Massachusetts Commonwealth Corps mission to promote service and volunteerism throughout the Commonwealth. 

ESSENTIAL RESPONSIBILITIES: 

Program Development: 
· Create and foster volunteerism in North Central Massachusetts through MassVolunteers and Community Builders Project Volunteer, our regional and Massachusetts’ statewide web portal for matching volunteers with opportunities to serve in nonprofits, city and community based organizations to benefit their communities. 
· Identify and expand the number of programs engaged in both websites. 
· Conduct outreach and training to volunteers who are seeking opportunities to contribute in their communities. 
· Conduct outreach and provide technical assistance to community-based, service, and other organizations on the use of MassVolunteers and CB Project Volunteer, targeting different communities within North Central Massachusetts through traditional and progressive methods. 
· Collaborate with staff to research the impact of Community Builders Project Volunteer and MassVolunteers for individual volunteers and service organizations not currently aware of volunteer opportunities, the benefits, and the community impact. 
· Supervise administrative functions and operations of MassVolunteers and Community Builders Project Volunteer by helping both potential Community Builder volunteers and service organizations use the online portals to assist with volunteer matching, volunteer management, and communication between organizations and volunteers. 
· Supervise administrative functions and operations of both websites by troubleshooting technical challenges with Hands On Network, BostonCares and Volunteer Solutions and managing solutions to those challenges. 
· Coordinate the activities of a National Volunteer Week Community Builders Star Projects competition designed to be implemented during National Volunteer Week. 
- Provide assistance in the recruitment of volunteer nominations for Community Builders Hammer Awards, website volunteer spotlights and Community Hero Awards

Provide assistance in the recruitment of entrepreneurial volunteers as candidates for potential Community Builders Fellows.

Training and Technical Assistance: 
· Develop and deliver training and technical assistance to community based nonprofits to help them better utilize both website portals for maximum performance in volunteer engagement. 
· Distribute print or on-line training and technical assistance materials to help organizations that post opportunities on Community Builders Project Volunteer and MassVolunteers improve their ability to recruit volunteers and use them to make maximum impact in communities.
.Facilitate training for Community Builders volunteers as community project leaders 
· Attend Mass Service Alliance/Commonwealth Corps sponsored orientation, trainings, and meetings. 

ESSENTIAL QUALIFICATIONS: 

· Strong oral and written communication skills. 

· Computer literacy, including comfort with web based technology and email. Familiarity with Microsoft Word and Microsoft Excel, or willingness to learn. 

· Experience with volunteer or service programs. Experience with volunteer management preferred, though not required. 

· Experience planning, designing, or delivering training preferred.  

· Self-motivated and creative, with excellent skills to coordinate or manage projects. 

· Ability to work independently with minimal supervision, and to contribute effectively as a member of a project team. 

· Ability to work effectively across functional lines within Community Builders, United Way of North Central Massachusetts, MassVolunteers partner agencies, Commonwealth Corps colleagues, with staff members of community agencies, and with community members of different ages, background and abilities. 

· Strong organizational skills with attention to detail. 

· Ability to handle multiple tasks. 

· Willingness to travel occasionally within Massachusetts.
· Bilingual applicants are encouraged to submit an application
STIPEND & BENEFITS 
Hours 
o 40 hours/week, Mon.-Fri. Evenings and weekends as needed. 
o 10-month term of service for Commonwealth Corps service members 9/1/09 – 8/31/10 
Benefits 
o A taxable living subsistence allowance of approximately $384.62 bi-weekly (10,000 total) 
o  End-of-service taxable stipend of $2,000.  
o Limited health benefits 
o Travel stipend of .55 a mile not to exceed $485.00
o Training/Professional Development Support 

Community Builders and the United Way of North Central Massachusetts is committed to hiring staff people who reflect the diversity of the Massachusetts communities we serve. 

This opportunity is sponsored by: Massachusetts Service Alliance/Commonwealth Corps
MassVolunteers will recruit and select persons in all positions to ensure a diverse and inclusive climate without regard to race, religion, sex, sexual orientation, age, veteran status, color, political affiliation, creed, national origin, marital status, or any other status as protected by federal, state, and local laws.  MassVolunteers welcomes applications from individuals with disabilities and will make reasonable accommodations for interviews and for service upon request.
Contact Person:
Karin Oliveira

Community Builders Director
United Way of North Central Massachusetts

285 John Fitch Highway, Suite 1

Fitchburg, MA  01420
978-345-1577 ext. 26

karin@uwncm.org



	


