
An exciting opportunity exists to join an outstanding staff and volunteer team 
providing services to more than 350 non-profit agencies and thousands of 
volunteers in Greater Victoria.  
 
Applicants will be expected to demonstrate the following qualifications: 
1. Relevant post secondary education and at least five years related experience in 

increasingly responsible positions. 
 

2. Clear understanding of the principles of adult education. 
 

3. Expertise in planning and organizing workshops / training initiatives for a wide range 
of audiences.  
 

4. Experience in delivering workshops for non-profit audiences. 
 

5. Strong written communications skills and experience in producing training and 
resource materials. 
 

6. Excellent interpersonal and oral communication skills, including public speaking. 
 
7. Highly developed organizational skills with ability to work under pressure and to 

deadlines. 
 

8. Ability to create cooperative and productive working relationships with non-profit 
agencies, staff and volunteers. 
 

9. Experience in the non-for-profit sector and working with volunteers, as well as 
personal experience as a volunteer. 
 

10. A proven team player. 
 

11. Computer literacy and knowledge of social media tools expected.  

 
 
Apply to the Executive Director, Volunteer Victoria, 306 - 620 View Street 
Victoria, BC  V8W 1J6 or to lisa@volunteervictoria.bc.ca. Application Deadline: 
November 21, 2014. We sincerely thank all who apply, however, only short-listed 
candidates will be contacted. 
 
Volunteer Victoria is committed to being representative of the communities it 
serves and therefore encourages applications from persons from diverse groups.  
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VOLUNTEER VICTORIA 

MANAGER, COMMUNITY LEARNING & DEVELOPMENT 
JOB DESCRIPTION 

 
 
GENERAL: Reporting to the Executive Director and working in close cooperation with 

other team members, manage all aspects of Volunteer Victoria’s training and 
outreach initiatives. 

 
 
Goals: 
A) Build capacity for professionals working in the non-profit sector through the delivery 

of training initiatives, information resources, liaison, consultation and support. 
 

B) Reach out to a wide range of audiences in the community to encourage volunteer 
participation and to increase awareness of Volunteer Victoria.  
 
 

 
Activities: 
1. Assess the professional development needs of professionals working in the sector 

and develop an annual training schedule (workshops, courses, panels, etc). 
 

2. Plan and coordinate the delivery of learning and training initiatives for non-profit 
agencies and the Emerging Leaders Network. This includes hiring and assessment 
of trainers, as well as delivery of training initiatives. 
 

3. Provide support and liaison to VV’s member agencies on all training needs.  
 

4. Coordinate / deliver presentations on volunteering to a wide range of adult 
audiences, including employee groups, new immigrants / refugees, clubs, retirees, 
professional associations, etc. and participate in relevant fairs / displays in the 
community 
 

5. Provide day-to-day oversight for VV’s volunteers who are involved with community 
outreach, resource development and training. 
 

6. Identify emerging trends within the non-profit sector in order to proactively address 
the training needs of our agencies.  
 

7. Liaise with other local, provincial and national networks around training and volunteer 
management.  
 

8.  Liaise with the Emerging Leaders Advisory Committee around training and network 
activities and initiatives.  

 
 
Qualifications: 



12. Relevant post secondary education and at least five years related experience in 
increasingly responsible positions. 
 

13. Clear understanding of the principles of adult education. 
 

14. Expertise in planning and organizing workshops / training initiatives for a wide range 
of audiences.  
 

15. Experience in delivering workshops for non-profit audiences. 
 

16. Strong written communications skills and experience in producing training and 
resource materials. 
 

17. Excellent interpersonal and oral communication skills, including public speaking. 
 
18. Highly developed organizational skills with ability to work under pressure and to 

deadlines. 
 

19. Ability to create cooperative and productive working relationships with non-profit 
agencies, staff and volunteers. 
 

20. Experience in the non-for-profit sector and working with volunteers, as well as 
personal experience as a volunteer. 
 

21. A proven team player. 
 

22. Computer literacy and knowledge of social media tools expected.  
  
 
Salary & Benefits 
One-year term, part-time position 21 hrs/wk, flexible hours. Involves occasional evening 
and weekend commitments. Salary $22.50 pr/hr.  
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