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OFFICIAL Sensitive 

Position Description 
 
 

Position Volunteer Coordinator 
Directorate People & Culture, Corporate Services Directorate 

Location/s Mosman 
Reports to Manager People & Culture   

Direct Reports  Nil 

Enterprise Agreement 
Classification  Level 5, Full Time Non-Ongoing 2 years 

Our Organisation 
 

The Sydney Harbour Federation Trust (Harbour Trust) manages extraordinary 
places on the world's best harbour and provides the public with access to 
precious bushland, parks and open spaces. 
 
Located in First Nations countries, our visitor destinations are known for their 
natural beauty. They also feature heritage-listed structures and other remnants 
from Australia’s colonial, maritime and military history. For these reasons, they 
have significance on a national and international scale. 
 
Our vision includes making our destinations accessible to diverse audiences, 
amplifying their heritage and environmental values through storytelling and – 
through their conservation, remediation and adaptive reuse – fostering a sense 
of place and belonging. 

Code of Conduct & 
Values 

All employees at the Harbour Trust abide by the Harbour Trust’s key values and 
Code of Conduct, behaving honestly and with integrity and acting with care and 
diligence.  
 
Employees are required to maintain confidentiality of all Harbour Trust 
information, upholding the Harbour Trust’s values, integrity and its good 
reputation. 

Harbour Trust 
Behaviours 

Delivering on these behavioural expectations is the responsibility of all staff and 
forms part of our integrated performance framework: 

- We are ambassadors  
- We share information 
- Us not they 
- Collaboration is key 
- Caring for country mindset 
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- We are all storytellers 
- Being constructive 
- Innovation mindset 

Delegations 

To fulfill your role and responsibilities, you are delegated powers outlined 
within the Harbour Trust Register of Delegations. Delegated powers are to be 
exercised responsibly in a proper, ethical, diligent, professional and efficient 
manner, including always acting in good faith and in the best interests of the 
Harbour Trust. 

Health & Safety 
The Harbour Trust integrates safety into all aspects of the business to promote 
a positive safety culture and takes proactive steps to mitigate the risk of harm 
to employees and others in the workplace.  

Our Commitment  
The Harbour Trust is an equal employment opportunity employer, committed 
to ensuring all employees are free from discrimination and harassment; where 
everyone is treated with dignity, courtesy and respect.  

 
 
ROLE OVERVIEW: 
 
The role is responsible for coordinating and delivering activities required to manage the volunteer life 
cycle at the Harbour Trust under the guidance of the Manger People & Culture.  
 
This role is to support the implementation of the Harbour Trust Volunteers Strategy (2024-2029). 
 
The key accountabilities of this role are: 
 

1. Review, standardise and implement an effective volunteer life cycle process 
2. Support the current Volunteer Program to meet its regular operational needs 
3. Provide active contribution to the implementation of the Volunteer Strategy and the functioning 

and reporting of the related working groups 
 

 
ROLE ACCOUNTABILITIES:  
 

1. Review, standardise and implement an effective volunteer life cycle, via: 
• Effective contribution to the review and standardisation of processes and procedures to 

manage and support the Volunteer life cycle, thus contributing to an optimal volunteering 
experience. The activities will include: 
o Recruitment  
o Onboarding  
o Performance Management 
o Retention and engagement 
o Learning and Development 
o Offboarding and Exit Surveys 
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• Providing value-add support to implement processes and procedures via: 
o Development and delivery of training materials – policies, processes and procedures 
o Collation of feedback for reviews to adopt a continuous improvement mindset 

• Contributing to change management initiatives identified  
 

2. Support the organisation in recruiting volunteers to meet operational needs, which include: 
• Providing “on the ground” operational support to the Recruiting Managers including: 

o Recruitment 
o Onboarding  
o Performance Management 
o Retention and engagement 
o Learning and Development 
o Offboarding and Exit Surveys 

• Note that as this role is part of a change program to implement the Volunteer Strategy, 
items will be progressively handed over to this role from the existing volunteer support 
team. 

• Maintenance of information in the Volunteers Management System to ensure accurate 
information is captured 

• Building supportive relationships with volunteers to address their needs  
 

3. Provide active contribution to the implementation of the Volunteer Strategy and be an active 
member of the Volunteer working group and any other working group as required. 

 
 

SELECTION CRITERIA 
 
Essential (Qualifications, attributes, skills and knowledge)  

 
• Experience in: 

o managing the life cycle of employees and/or volunteers 
o setting up frameworks or guidelines that enable a process to be followed correctly 
o managing or leading change projects 
o volunteer management for medium-sized not for profit organisation(s) desirable 

• High level of written, collaboration, interpersonal and communication skills with a customer service 
focus  

• Ability to partner with key stakeholders from across the business 
• Exposure to project management and strategy implementation 
• High level of computer literacy, intermediate skills in MS Office Suite, Microsoft teams 
• Ability to utilise a Human Resources Information System is desirable  
• Continual improvement mindset and a willingness to search for more efficient and effective 

methods 
• Ability to interpret information and make decisions within scope of responsibility 
• Ability to maintain confidentiality, self-motivation and professionalism. 
• Effective time management and ability to prioritise workloads and competing demands. 
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Desirable 
• Experience using SharePoint 
• Intermediate level of MS applications – Word, Excel, Outlook 

 
Desirable Qualifications 

• Human Resources qualification  
 
Eligibility 

• Satisfy a Police Check  
• Hold Australian citizenship or residency or appropriate visa.  
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