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COMOX VALLEY LAND TRUST 

VOLUNTEER ASSIGNMENT OUTLINE
Fundraising and Special Events Team Coordinator  



Purpose:
Coordinate and oversee Fundraising and Special Events Team volunteers and activities.

Duties:
Position may entail all or some of the following duties: 

Assist in recruiting volunteers.

Respond to Fundraising and Special Events volunteer applications.

Conduct interviews and orientation sessions; ensure that volunteers understand their duties and are aware of the resources available to them.

Refer volunteers to resource people with expertise in given area.    

Maintain volunteer records.

Work within a budget.

Order supplies and equipment as needed

Facilitate communication between volunteers and the Board; submit brief monthly summaries to the Board.  

Explore new possibilities for CVLT fundraising programs and events 




Start date(if applicable):
As soon as possible

Skills, attributes & 

knowledge: 
Interest in conservation promotion, marketing and events planning.  Good interpersonal skills.  Computer skills, access to email and internet.  Previous coordination and/or management experience helpful but not necessary.  An organized and enthusiastic personality is essential.

Time commitment:

# Hours:

Term:

Peak Time:

Approximately 4 hours per week
6 month commitment requested


Benefits & challenges:
Build coordination and management skills.  Promote land conservation.  Build contacts in the local community.  Work with people of diverse interests and backgrounds.

Success measures:
Successful assignment of Fundraising & Special Events volunteers.  Volunteers are supported and assistance is available when needed.  Well functioning Fundraising and Special Events Team to represent and promote CVLT.  

Training /Supervision:
Support for this position will be provided by the Fundraising and Special Events Board Liaison.
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