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HEART OF FLORIDA UNITED WAY 
POSITION DESCRIPTION 

 
 

TITLE:   Volunteer Engagement Manager 
REPORTS TO:  Senior Vice President, Donor Engagement & Experience  
DEPARTMENT:  Donor Engagement & Experience  
FLSA:   Exempt 
 
CORE VALUES: 
 

 Passion Dive in - Create enthusiasm and inspire others. 

 Authenticity Be Real - Keep it honest and set the example. 

 Collaboration Live United - Work together and mobilize for change. 

 Empowerment Own it - Be courageous and make it happen. 
 
POSITION OBJECTIVE: 
 
Reporting to the Senior Vice President of Donor Engagement & Experience, this 
position will develop relationships with donors, volunteers and organizations to 
engage them in strategic and meaningful service to our community.  In execution of 
duties, this position will require an extensive amount of time coordinating service 
projects and making presentations that provide a rewarding and inspiring experience 
to every donor and volunteer with every interaction to connect them to the work of 
Heart of Florida United Way.  
 
PRIMARY JOB RESPONSIBILITIES/DUTIES: 
 

 Design, implement and enhance engagement opportunities and events in support 
of HFUW donor segments including Corporate Partners, Major Gifts, Leadership 
Donors, Affinity Groups and other identified donor prospects. 

 Consult and collaborate across the organization to plan and oversee engagement 
programs and events in alignment with HFUW priorities including signature 
volunteer events and year-round service opportunities. 

 Prompt and professional communication to respond to inquiries and requests, 
generally providing outstanding customer service to current project clients and 
prospects. 
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 Identify and develop relationships with external partners to design and enhance 
our capacity to provide a valuable HFUW experience through engagement 
programs and events. 

 In collaboration with Marketing and Communications, assist in the development 
of products to enhance the engagement of HFUW stakeholders. 

 Partner with the Resource Development Team to develop customized engagement 
opportunities for corporate partners. 

 Assist with tracking and providing analysis of evaluation metrics of events to 
measure the ROI, event effectiveness and alignment with strategic plan goals.  

 In collaboration with Marketing & Communications and IT, implement business 
solutions for scheduling and tracking participation in activities and events in order 
to analyze behavior data. 

 Ensure that accurate, up-to-date volunteer information is maintained in the 
database. 

 Develop strong working relationships with community based organizations, 
focusing on those organizations whose work aligns with our Investing In Results 
(IIR) priorities.  Obtain a working knowledge of their programs, offering 
consultative and resource support on volunteer management issues as appropriate 
and needed. 

 Update and produce monthly reports on activity and accomplishments, in addition 
to periodic status reports to the Director. 

 Proactively assist in driving revenue goals by pitching volunteer support services 
and coordination through outreach to new companies, new market segments, etc. 

 Actively recruit volunteers and HFUW interns. 

 Manage the intake and exit process of all HFUW interns, including orientation, 
planning and executing intern events each semester, educating about HFUW 
policies and procedures and helping to integrate them into HFUW culture. 

 Create service opportunities for groups visiting Central Florida seeking service 
projects. 

 Supervise any volunteers or interns directly assigned. 

 Assist with any other departmental needs and serve as back up to team members 
as requested. 

 Occasionally work evening and weekend events. 

 Perform other duties as assigned. 
 
PHYSICAL DEMANDS: 
 
Physical demands include sitting or standing for extended periods of time, bending, 
occasional lifting of items weighing up to approximately 50 pounds, regularly moving 
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throughout the building between floors, traveling to outside meetings, regular use of 
standard office equipment such as the telephone, copier, fax and computer.  Demands 
also involve protracted concentration.  Reliable transportation and valid driver’s 
license required. Occasional driving of company owned and rented vehicles, including 
vans and large trucks. Job involves frequent and routinely intense public contact. 
 
 
 
EDUCATION AND EXPERIENCE: 
 

 Bachelor’s degree required, preferably in non-profit management, public 
administration, event planning or related field. 

 Demonstrated ability in managing projects of varying complexities from 
conception to completion. 

 Excellent teamwork, interpersonal and customer service skills including the ability 
to work respectfully and inclusively with diverse populations. 

 Demonstrated ability to effectively manage, foster and grow long-standing 
customer relationships. 

 Track record of being highly adaptable to working with changing priorities. 

 Excellent written and oral communication skills. 

 Demonstrated ability to work effectively with and influence stakeholder support 
including other staff, active volunteers, and donors. 

 Demonstrated ability to manage complex issues effectively. 

 Strong computer and software skills to include proficiency in Microsoft Office 
applications including Word, Excel, and PowerPoint required. Prior experience 
with relational databases helpful. 

 Nonprofit experience preferred. 

 Must be able to take initiative, demonstrate leadership, work inter-dependently and 
produce consistently high quality work. 
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EMPLOYER’S RIGHTS: 
 
The information on this description has been designed to indicate the general nature 
and level of work performed by employees within this classification; is not intended to 
be an all-inclusive list of duties.  You may be required to perform other duties as 
assigned by your supervisor or management.  You will be evaluated in part based on 
your performance of the tasks listed in this job description.  Employees moving into 
this position work on a ninety (90) day introductory basis after assuming these 
responsibilities. 
 
The employer has the right to revise this job description at any time.  The job 
description is not a contract for employment and either you or the employer may 
terminate at any time for any reason. 
 
 
 Acknowledged: 
 
 
__________________________________ 
Employee Signature                             Date 
 
 
__________________________________ 
Print Name 
 
 


