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Richmond Multicultural Community Services (RMCS) is a non-profit organization committed to 

serving the diverse communities of Richmond for over 30 years. We do this by providing 

services for newcomers as well as multiculturalism and diversity work. RMCS invites 

applications for the following position: 

Position: Volunteer Coordinator (21 hours per week) 

The successful applicant will report to the Office Manager with the day-to-day operations of the 

Society: 

Responsibilities: 

 Attend to the enquiries of all clients and direct them to proper staff for services 

 Recruit, orient, train, schedule and manage volunteers 

 Type correspondence, reports, minutes and other materials 

 File correspondence and other materials in relevant files 

 Maintains the volunteer calendar 

 Coordinates, facilitates and organizes networking meetings for volunteers 

 Creates innovative roles for volunteers with RMCS 

 Manages volunteer database 

 Perform other clerical duties as required 

Skills and Qualifications: 

 Excellent communication and interpersonal skills 

 Excellent spoken and written English, second language an asset 

 Proficient in Microsoft Office programs including: Word, Excel, Access and Publisher 

 Ability to work with other office equipment (e.g. printer, facsimile, copier, scanner, 

etc.) 

 Ability to work as a team member 

 Ability to perform work duties under minimum supervision 

 Possess excellent time management and organizational skills 

Hours of Work 

 21 hours per week: (days flexible) 

 Some evenings and weekends 

 Flexibility with hours of work is required to meet Society needs 
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POSTING CLOSE: July 22-2016 

Please apply with cover letter and resume 

Attention: Batool Ladak, Office Manager 

Richmond Multicultural Community Services 

210-7000 Minoru Boulevard 

Richmond, BC 

Fax: 604-279-7168 

E-mail: batool@rmcs.bc.ca 

 

 

RMCS is an equal opportunity employer. We thank all applicants for their interest. 

However, only those selected for an interview will be contacted. 
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