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About Greater Victoria Volunteer Society (Volunteer Victoria)

The Greater Victoria Volunteer Society (Volunteer Victoria) is a registered charity led by a
volunteer Board of Directors and a dedicated team of nine. We operate as a volunteer center,
supporting individuals and organizations across the capital region to strengthen and grow
volunteerism. We serve volunteers, individuals seeking volunteer opportunities, volunteer
coordinators and non-profit leaders, volunteer-led groups, and anyone interested in training or
learning more about volunteer management and community engagement.

Job Title: Learning & Training Coordinator
Position Type

Part-Time (14 hours/week | 56 hours/month)
Location: Hybrid
Compensation: $23.00 - $26.00 per hour

Position Overview

The Learning & Training Coordinator supports the growth and resilience of the nonprofit sector
by designing and delivering accessible, relevant, and high-quality learning opportunities for
Volunteer Victoria members and the broader community. This role is responsible for coordinating
workshops, training programs, and peer learning spaces that strengthen volunteer engagement
and organizational capacity. With a strong focus on collaboration and responsiveness to
community needs, the coordinator ensures learning opportunities are inclusive, practical, and
grounded in current sector realities.

Key Responsibilities
Program Planning & Coordination
e Plan and coordinate an annual calendar of workshops, training sessions, and learning
opportunities for nonprofit organizations and volunteers
e Ensure programming reflects the evolving needs of member organizations and the broader
sector
e Support a mix of paid and free learning opportunities to maximize accessibility and impact
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Learning Development & Delivery
e Coordinate the development and delivery of workshops (virtual and in-person)
e Ensure content is practical, engaging, and aligned with best practices in volunteer
engagement and nonprofit management
e Support the ongoing development of core training streams and certification programs
e Occasionally facilitate sessions, as needed

Community & Relationship Building
e Build and maintain strong relationships with member organizations, facilitators, and
community partners
e Recruit and support facilitators with lived and professional expertise in the nonprofit sector
e Foster collaborative learning environments that encourage knowledge-sharing and
connection

Sector Capacity Building
e Support peer learning networks and opportunities for connection among nonprofit
professionals
¢ |dentify emerging trends and challenges facing the sector and respond with relevant
learning opportunities
e Contribute to initiatives that strengthen volunteerism and community engagement across
the region

Evaluation & Continuous Improvement
e Gather and analyze participant feedback and program data
e Use insights to improve program quality, accessibility, and relevance
e Track participation and outcomes to understand community impact

Program Administration
e Coordinate scheduling, registration, and logistics for all training activities
e Work with communications staff to promote learning opportunities, including posting on
social media
e Maintain accurate program records and reporting
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Qualifications & Experience
e Must have 2-4+ years of experience in program coordination, training, or nonprofit
work
¢ Understanding of nonprofit organizations and volunteer engagement practices
e Experience supporting or delivering workshops or training programs
e Demonstrated commitment to equity, diversity, inclusion, and accessibility

Skills & Competencies
e Strong organizational and coordination skills
e Relationship-building and community engagement
e C(lear and effective communication
e Ability to adapt to changing needs and priorities
e Collaborative and team-oriented approach

Success in This Role Looks Like
e Learning opportunities are well-attended, relevant, and valued by participants
e Member organizations feel supported and better equipped in their work
e Strong relationships are built across the nonprofit community
e Programs are inclusive, accessible, and responsive to diverse needs
e Volunteer Victoria is recognized as a trusted hub for learning and connection

How to Apply
Please send your resume and cover letter to:
Emma Kirkland, Executive Director, before June 25, 2026
emma@volunteervictoria.bc.ca

A satisfactory Criminal Record Check, including a Vulnerable Sector Check, is required as a
condition of employment.
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