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 JOB DESCRIPTION


	Position Title
	Department
	Reports to

	Community Engagement Coordinator
	Impact
	VP of Impact & Strategy

	Employment Status
	FLSA Status
	Effective Date

	☐ Temporary ☒ Full-Time ☐ Part-Time
	☐ Non-Exempt ☒ Exempt
	01/15/2026



Position Summary

The Community Engagement Coordinator plays a critical role in advancing United Way of York County’s mission by leading and supporting volunteer engagement strategies across the organization. This position is primarily responsible for coordinating volunteer initiatives connected to the Volunteer Income Tax Assistance (VITA) program, and quarterly United Way Days of Service. Responsibilities include volunteer recruitment, training, credentialing, scheduling, and appreciation. In addition, the role provides programmatic and administrative support to the Impact Department’s broader community impact and engagement work. 

Fluency in English and Spanish is preferred to effectively support diverse volunteers and community members.

Essential Functions

VITA Program Volunteer Coordination (Approximately 60%)
· Support the volunteer component of the VITA program, including recruitment, onboarding, training, credentialing, scheduling, and retention of volunteers.
· Coordinate volunteer training sessions and ensure all volunteers meet IRS and program credentialing requirements.
· Manage volunteer scheduling to ensure adequate coverage and effective service delivery across VITA sites.
· Serve as a primary point of contact for VITA volunteers, providing ongoing communication, support, and problem-solving.
· Develop and implement volunteer appreciation and recognition efforts to promote retention and positive volunteer experiences.
· Maintain accurate volunteer records and documentation in relevant data systems.
· Coordinate volunteer appreciation efforts. 

Days of Service Coordination (Approximately 20%)
· Plan, coordinate, and execute United Way of York County’s quarterly Days of Service.
· Recruit, schedule, and communicate with volunteers participating in Days of Service activities.
· Coordinate with nonprofit partner sites to identify service projects, confirm logistics, and ensure readiness.
· Provide on-site or day-of coordination support to ensure successful volunteer experiences.
· Collaborate closely with Marketing and Fund Development teams to align Days of Service with organizational goals, messaging, and donor engagement strategies.
· Coordinate volunteer appreciation efforts.

Impact Department Support (Approximately 20%)
· Assist with planning and coordination of focus groups related to financial stability and community impact initiatives.
· Support community presentations, meetings, and outreach efforts related to Impact Department programming.
· Provide administrative and programmatic support for Impact Department projects as assigned.

Educational and Other Requirements
· Bachelor's Degree in related field or equivalent experience required.
· Fluency in English is required
· Fluency in Spanish is strongly preferred
· Strong written, verbal, and presentation skills.
· Demonstrated ability to build relationships and provide excellent customer service to volunteers, partners, and stakeholders.
· Ability to work effectively with diverse individuals and organizations.
· Strong organizational skills with the ability to manage multiple initiatives simultaneously.
· Demonstrated reliability, flexibility, and positive work habits.
· Proficiency in Microsoft Office (Word, Excel, PowerPoint, Outlook) and data management systems.
· Ability to multitask, prioritize, and work under pressure.
· Ability to pass background checks in accordance with insurance provider and legal requirements.

Physical Demands and Work Environment
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position. Reasonable accommodation may be made to enable individuals with disabilities to perform the functions. Reasonable accommodation may be made to enable individuals with disabilities to perform the functions. While performing the duties of this position, the employee is regularly required to talk or listen. The employee frequently is required to use hands or finger, handle, or feel objects, tools or controls. The employee is occasionally required to stand, walk; sit; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this position include close vision, distance vision, color vision, peripheral vision, and the ability to adjust focus. The noise level in the work environment is usually moderate.

Other information to consider: 
· The job description is only a summary of the typical functions of the job, not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties.  The responsibilities, tasks, and duties of the jobholder might differ from those outlined in the job description and other duties as assigned might be part of the job.   
· This job description does not constitute an employment contract; the employment relationship between UWYC and the employee is an at-will relationship. 



To be considered for this role, please email a cover letter, resume, and two professional references to Laura O’Grady, Vice President of Impact and Strategy at logrady@unitedway-york.org
	
	

	Michelle M. Dent, SHRM-CP	PG. 2
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