
 
 

Job Description 
   
Job Title:   Volunteer Program Assistant – Part-Time, 30 hours a week 
Department:   Advancement 
Reports To:                  Volunteer and Stewardship Specialist  
FLSA Status:                  Non-exempt 
Effective:  July 2022 
 

Founded in 1974, ICCF Community Homes is the oldest nonprofit affordable housing developer in 
Michigan. We envision vibrant communities in West Michigan with connected neighbors, housing justice 
and abundant opportunity. ICCF Community Homes serves over 2,000 low- and moderate-income 
individuals and families each year with affordable housing options and related services. Our mission-- 
Equitable Opportunity, Affordable Homes, Thriving Neighborhoods. We hope you join us in our mission 
to serve our community! 

SUMMARY  

The Volunteer Program Assistant will work with the Volunteer and Stewardship Specialist to complete 
tasks that advance the mission of the ICCF Community Homes through partnership building among 
private individuals, churches, and businesses with the development and coordination of a volunteer 
program that will be used in all departments. 

Essential Responsibilities include the following. Other duties may be assigned. 

 Assist with initial visits to work sites 
 Assist with material ordering, pick-up, and delivery to job sites 
 Determine tools and supplies needed at individual job sites and organize volunteer tools needed 
 Conduct visits to job sites to assess progress of work and determine tasks yet to be completed 
 Assist with Greenstar process and paperwork for job sites 
 Take photographs throughout construction process to document “before,” “during,” and “after” 

progress on job sites; upload photos to shared drives such as Sharepoint. 
 Assist with creation and ongoing maintenance of volunteer/construction database 
 Maintain volunteer files, track volunteer hours, assist with volunteer recognition activities 
 Support Advancement team and committees on donor events, helping to setup and prepare 

materials for participants 

Supervisory Responsibilities                       
This job has no supervisory responsibilities. Position will lead and serve as a contact for volunteers. 
 
Qualifications  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 



 
Education  
Minimum requirement of a high school diploma or GED, skilled trade training preferred  
 
Experience 

 1 to 2 years of experience working in the nonprofit sector preferred 
 Volunteer experience is required.  
 Knowledge of residential construction and renovations a plus. 

 
Competencies        

 Strong communication skills 
 Must be able to effectively interact with diverse populations from a variety of ethnic and 

socioeconomic backgrounds 
 Well versed in computer programs, particularly Microsoft Office and Volunteer Hub 

Professional demeanor, flexible and able to respond to multiple demands 
 Strong time management skills 

Reasoning Ability                       
Ability to solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 
diagram, or schedule form. 
 
Certificates, Licenses, Registrations  
Valid Michigan Driver's License with experience in driving a pick-up truck with a hitched trailer 
 
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 talk or hear. The employee is 
frequently required to stand; walk and use hands to finger, handle, or feel. The employee is occasionally 
required to sit and reach with hands and arms. The employee must occasionally lift and/or move between 
30 to 50 pounds   Specific vision abilities required by this job include close vision, distance vision and 
ability to adjust focus.  
 
Work Environment  
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 
can range from generally quiet in the office surroundings to loud on job sites. 
When working in the office setting, the work environment is generally clean and organized. The 
surroundings on job sites vary based on the progress of the job site, ranging from demolition to final 
clean-up and completion work. 
 
To apply: Please send a cover letter and resume to hr@iccf.org. 
ICCF Community Homes is an EOE employer. 


