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HRC Youth Event & Volunteer Coordinator



VISION
Helping Students, Know, Defend, and Share Jesus Christ
THE WIN
Ensure every youth event and weekly gathering is fully staffed, well-organized, and smoothly executed by maintaining strong scheduling, communication, and volunteer systems.
DID YOU KNOW?
Behind every great youth ministry is a strong administrative foundation. When volunteers are supported and events are organized, ministry can thrive without confusion or burnout.
ACCOUNTABILITY
Is served and led by Youth Director, Louis Arocho
COMMITMENT 
1 Hour Per Week Organizing Volunteers for Youth Group & Events in Subsplash and Ensuring Events are in Subsplash get sent to Social Media person for advertising. 
30 Minutes per week Onboarding new Volunteers.  
 30 Minute Meeting with Louis once per month
Weekly Commitment- 1.5 Hours
Monthly Commitment- 6.5 Hours
QUALIFICATIONS 
· Supports HRC’s mission of knowing Christ and Making him Known 
· Has strong administrative and organizational skills
· Is detail-oriented, reliable, and proactive
· Comfortable using digital tools for scheduling and communication
· Has experience with scheduling, coordination, or office administration




	TOP 4 DURING THE WEEK
	TOP 4 ON SUNDAY

	Maintain the master calendar for youth group events and trips
Ensure volunteers are scheduled for all weekly meetings and events
Track volunteer availability and coverage gaps
     Oversee onboarding steps for new volunteers
	Confirm volunteer attendance and coverage
Address any last-minute scheduling needs
     Support leaders with logistics and organization
     Ensure all roles are properly filled



BEST PRACTICES
· Stay ahead of scheduling needs
· Communicate clearly and early with volunteers
· Keep accurate records
· Be approachable and supportive
· Anticipate needs before they become problems

RESPONSIBILITIES
· Maintain and manage the youth ministry calendar (weekly meetings, trips, retreats, and fundraisers)
· Schedule volunteers for:
· Weekly youth group meetings
· Trips, retreats, and special events
· Ensure every event is fully staffed according to safety and program requirements
· Administer the volunteer onboarding process, including:
· Application tracking
· Background checks
· Training completion
· Role assignment
· Maintain volunteer contact information and availability
· Communicate scheduling reminders and updates
· Track volunteer attendance and service consistency
· Work closely with ministry leadership to forecast volunteer needs
· Assist in recruiting when volunteer gaps exist
· Attend planning meetings as needed

This role is the organizational backbone of HRC Youth Group. It allows ministry leaders to focus on discipleship while ensuring every event is supported by a prepared, trusted, and well-coordinated volunteer team.
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