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Volunteer & Religious Coordinator Position (VRC)

General Job Duties:
· Recruit, train, and schedule volunteers from the community for services
· Maintain background and fingerprint records for all volunteers and regular trainings for new volunteers.
· Represent the offenders’ religious needs


Specific Requirements:
· Be accessible to the IDOC staff, volunteer base and 3 Oaks Ministries
· Be comfortable using email, texting, and general computing
· The Access Tool is used for communication and documenting all activities (in .25 increments) for billing purposes as well as for proper record keeping and documentation. 
· Be comfortable multitasking, be good on the phone, and possess good problem- solving and conflict resolution skills. 
· Fill Offender Concern forms in a timely manner and prepares monthly reports on services, volunteers, and resources developed. 
· Observe and facilitate the volunteers and offenders involved in the Religious Services 
· Must be able and willing to be fair and impartial to all faiths regardless of personal preferences.
· Must be self-motivated Leader, recognizing what needs done, and following through with minimal or no supervision.
· Humble, teachable, and asks good questions if you don’t know what to do. 
· Correctional experience encouraged
· A VRC MUST BE HIGHLY sensitive to the temperature and mood of the staff, volunteers, and inmates, be comfortable in a political environment, and understand the Biblical peace keeping /conflict resolution role. 
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MINISTRIES Help for the Need, Hope for the Soul





