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Volunteer Director


Your contribution to PrimeTime's vision

As a volunteer-led non-profit association, the Volunteer Director at PrimeTime plays a crucial role in supporting and managing the organisation's volunteer needs aligned with its mission.  This position is responsible for recruiting, coordinating, and engaging volunteers to ensure the successful execution of PrimeTime's various initiatives and activities. This is a unique opportunity to champion the interests of a leading business and professional women’s association in Singapore, serving its diverse membership from over 30 countries since 1997.  


Your Main Responsibilities

· Volunteer Recruitment and Onboarding: Develop and implement strategies for volunteer recruitment and retention. Conduct volunteer orientation sessions to familiarize new volunteers with PrimeTime's goals, programs, and volunteer policies
· Volunteer Coordination and Assignment: Match volunteers with suitable roles based on their skills, interests, and availability.  
· Volunteer Engagement and Recognition: Partner with Board colleagues to foster a positive and inclusive volunteer culture by creating opportunities for meaningful engagement and collaboration, and ensure that all volunteers are recognized and celebrated at PrimeTime’s Annual General Meeting.   
· Volunteer Training and Development: Collaborate with relevant Board directors and leaders to identify training needs for the volunteers in their team and provide ongoing support and guidance to volunteers, ensuring they have the necessary tools to excel in their roles.
· Volunteer Retention and Succession Planning: Implement strategies to promote volunteer retention, recognizing the importance of building long-term relationships with dedicated volunteers and identify potential volunteer leaders and assist in succession planning efforts. 
· Maintain Key Document: Graphic representing PrimeTime’s volunteer-led Org chart including Board, SIG Chairs and Volunteers. 
· Attendance at PrimeTime events: Attend and support PrimeTime events to stay on the pulse of the PrimeTime community.
· Board Orientation and Succession: Each PrimeTime Board Member is required to participate in a Board Orientation Day at the commencement of their term; identify, mentor, and support PrimeTime member(s) to develop a succession plan and volunteer team for their portfolio; and, at the conclusion of their term, provide a comprehensive handover file and reasonable coaching support to ensure a smooth and effective transition to their successor. 

How does this job interact with other Board members/leaders?
· President: Manage issues with respect to volunteers on an ongoing basis.
· Membership Director: Work together to ensure that the importance of volunteerism at PrimeTime is woven into the messaging to all members. 
· New Board Members/SIG leaders: Provide onboarding orientation for volunteers.
· 1st VP: Acts as advisor to Volunteer Director.

Is this position a key contact with any outside organizations?
· The Volunteer Director holds no specific key relationship with any external organization, but supports the other Board members with their key relationships. 


We want to hear from you if you …
· Have passion for PrimeTime's mission and values, with a strong belief in the power of volunteering and community engagement.
· Have previous experience in volunteer coordination or management.
· Have excellent interpersonal and communication skills, with the ability to engage and motivate volunteers effectively.
· Have strong organizational and coordination skills, with the ability to manage multiple volunteers and tasks simultaneously.
· Have attention to detail and strong administrative skills to manage volunteer databases and schedules.
· Have respect for confidentiality and the ability to handle sensitive information with professionalism.

Time requirement: ~15h/month
The above number is an approximation that includes attending a PrimeTime Board meeting, handling Volunteer Director, and attending PrimeTime events. 
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· 2nd Thursday event (3)
· Board meeting (3)
· SIG event (3)
· General communication with members and volunteers (6)

For further details, kindly reach out to the Secretary at: secretary@primetime.org.sg
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