
CATHOLIC CHARITIES BUREAU, INC 
DIOCESE OF ST. AUGUSTINE 

JOB DESCRIPTION 
 
Name: VISTA Partnerships and Community Engagement Coordinator    
Position:  VISTA Partnerships and Community Engagement Coordinator     
Region:  Jacksonville      
Department:  Development    
Supervisor:  Director of Development     
Status:  Full-Time    

 
 
Job Summary 
This position is responsible for building the agency's capacity to expand and sustain volunteer 
engagement, community partnerships, and outreach efforts in support of Catholic Charities Bureau 
Jacksonville. The VISTA Partnerships and Community Engagement Coordinator will develop systems and 
strategies to recruit, train, coordinate, and retain volunteers while strengthening relationships with 
schools, parishes, community groups, and other local partners. 

This role focuses on indirect service and capacity-building activities only. The coordinator will support the 
organization's ability to serve individuals and families experiencing poverty, housing instability, and food 
insecurity by improving volunteer infrastructure, communication, and partnership coordination. This 
position reports directly to the Director of Development. 

Applications must be made through the AmeriCorps job board. 

 
Essential Duties and Responsibilities 

Volunteer Engagement 

• Assess current volunteer recruitment, onboarding, retention, and tracking practices. 

• Develop a volunteer engagement plan to strengthen recruitment and long-term retention. 

• Create standardized volunteer role descriptions and onboarding materials. 

• Develop tools and procedures to track volunteer participation, roles, and program support. 

• Support recognition and communication efforts that encourage continued volunteer involvement. 

Community Partnerships 

• Cultivate and strengthen relationships with local schools, parishes, and community organizations. 

• Identify opportunities for partnership-based volunteer pipelines. 

• Support outreach efforts that connect external partners with Catholic Charities volunteer and 
engagement opportunities. 

• Maintain and organize partnership contact information and outreach records. 

Communications and Outreach 

• Create and update outreach materials to support volunteer recruitment and community engagement. 

• Draft volunteer communications templates, including emails, flyers, and informational materials. 

• Assist with organizing and maintaining volunteer and partnership databases. 

• Support the development of consistent communication schedules for volunteers and partners. 

Systems and Sustainability 
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• Document outreach procedures, volunteer coordination processes, and engagement templates. 

• Assist in creating sustainable systems that can be maintained after the VISTA term ends. 

• Contribute to improved internal coordination between Development and program staff. 

• Support the organization's capacity to communicate the impact of volunteer engagement. 
 
 
Other Duties and Functions: 

• Consistently demonstrate a positive, friendly, respectful and caring attitude with staff, clients, 
volunteers and visitors, projecting a welcoming atmosphere to all. 

• Organize and prioritize work, be proactive, take initiative, resolve complex problems, follow 
through, and simultaneously manage multiple priorities. 

• Adhere to agency standard of ethical conduct and maintain professional boundaries with staff and 
clients. 

• Respect confidentiality within the Agency, at home, in public, in meetings and in consultations with 
co-workers and outside providers. 

• Sensitivity to the served population’s cultural and socioeconomic characteristics. 

• Attend all Agency meetings as required. 

• Meet Agency productivity standards.  

• Participate in in-service activities, training, continuing education, conferences and workshops for 
professional development and compliance with grant and Agency policies. 

• Keep detailed and correct records.  

• Correctly enter required information in the prescribed databases.  

• Comply with regulatory, statutory, contractual, grant and Agency standards for timeliness, 
completeness and accuracy when preparing and maintaining paperwork and required reports. 

• Comply with Diocesan and Catholic Charities Bureau, Inc. general policies, regulations, and 
procedures. 

• Maintain a positive and respectful attitude.  

• Consistently report to work on time prepared to perform duties of the position.  

• Communicate regularly with supervisor about Department and Agency issues.  
 

Knowledge, Skills and Abilities 

• Ability to complete tasks efficiently and with high attention to detail. 

• Exceptional written and verbal communication skills with the ability to create a cohesive narrative. 

• Ability to manage multiple tasks independently, adapt to changing circumstances and thrive in a fast-
paced environment while completing assignments in a timely manner. 

• Ability to report to work on time, follow directions from supervisor and accept constructive feedback.  

• Ability to interact effectively, compassionately, and respectfully with clients, visitors, staff and board 
members. 

• Strong typing and computer skills are required, including knowledge of and proficiency with Microsoft 
Word, Outlook, and Excel. 

• High level of personal initiative and ability to work with minimal oversight. 

• Ability to act calmly in crisis situations and to resolve conflicts in a constructive and effective manner. 

• Enthusiasm and the ability to thrive in an atmosphere of constant change.  

• Ability to understand and follow agency policies and procedures. 

• Ability to learn agency specific software. 

• Excellent customer service skills.  
 



Required/Preferred Education and Experience 

• Bachelor’s degree preferred in social work, communications, public affairs, or similar 

• A minimum of 2 years experience in community work, volunteer coordination, or similar  

• Non-profit experience preferred.  
 
Other Requirements 

• Clear a Level II background screening.  

• Clear a professional reference check.   

• Clear a local background check from the county in which you reside.  

• Clear a Motor Vehicles Records check.  

• Provide proof of and maintain a minimum personal auto insurance according to agency standards.  

• Provide a copy of all certifications prior to your first day of employment.  

• Clear an E-Verify check. 

• Valid Florida state driver’s license and a reliable car. 
 

Driving and Travel 

• 10% travel is required for this job.  

• This position requires that you drive your personal automobile or vehicle on agency business on behalf 
of Catholic Charities Bureau, Inc. Therefore, you must be at least 21 years old and have a current valid 
Florida Driver’s License with no more than 5 points on your Florida driver’s license within the last 
three years and no DUI convictions. You are required to carry automobile liability insurance in the 
amount of at least $50,000 for each person, $100,000 for each accident or occurrence for bodily 
injury, and $25,000 for property damage. Additionally, if transporting children, employees must be at 
least 25 years old and have increased limits of 100/300/50. Please read the CCB Automobile and 
Driving Policy for full driving requirements.  

 
Language Skills 
Ability to read, analyze and interpret general business periodicals, professional journals, technical 
procedures, or governmental regulations. Ability to author reports, business correspondence and 
procedure manuals. Ability to effectively present information and respond to questions from groups of 
managers, clients, vendors, employees and the public. 
  
Mathematical Skills 
Ability to apply advanced mathematical concepts such as exponents, logarithms, quadratic equations, and 
permutations. Ability to apply mathematical operations to such tasks as frequency distribution, 
determination of test reliability and validity analysis of variance, correlation techniques, sampling theory, 
and factor analysis. Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
  
Reasoning Ability 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an 
extensive variety of technical instructions in mathematical or diagram form and deal with several abstract 
and concrete variables. 
  
Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 



enable individuals with disabilities to perform the essential functions. While performing the duties of this 
job, the employee is regularly required to stand; walk; sit; use hands-to-finger, handle, or feel; reach with 
hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee must 
regularly lift and/or move up to 20 pounds. Specific vision abilities required by this job include close vision, 
distance vision, and ability to adjust focus. 
  
Working Conditions 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. The noise level in the work 
environment is usually moderate. Position may require employee to travel and drive one's own vehicle to 
various diocesan locations when necessary. 
 
Disclaimer 
The above statements are intended to describe the general nature and level of work performed by 
employees assigned to this position. It is not designed to contain or be interpreted as a comprehensive 
list of all duties, responsibilities, and qualifications. CCB reserves the right to amend and change 
responsibilities to meet agency and organizational needs as necessary.  
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