
GOOD SAMARITAN HOSPICE, INC. 

 
Position:  Volunteer Liaison 

 

Purpose:  Assist the Volunteer Coordinators (VC) in both offices with the development and operation of the Volunteer 

Department  

 

Qualifications: 

1. Associate Degree and two years’ experience in an office environment preferred. 

2. Experience in non-profit setting preferred. 

3. Emotionally mature and physically capable of working with volunteers, terminally ill patients, & their families. 

4. Excellent problem-solving, decision-making and organizational skills. 

5. Excellent verbal and written communication, telephone, interpersonal, networking, and collaboration skills and 

the ability to work closely with team members. 

6. Able to take initiative and work independently. 

7. Able to work flexible hours, with occasional participation in after-hours events. 

8. Demonstrates competency in computer data entry & familiarity with Microsoft software applications. 

9. Current Virginia Driver’s license and driving record that meets the standards set forth in current policies and 

successful completion of background check. 

 

Responsibilities: 

1. Assist the VCs in recruiting, screening, and training volunteers. 

a. Assist in volunteer training sessions, including on-line training, which meet policy and regulatory guidelines.   

b. Assist in providing office volunteer orientation and training in accordance with GSH policy. 

c. Coordinate annual educational in-services with the VC, including Standard Precautions, OSHA, and HIPPA 

for volunteers.  

2. Coordinate RKE office volunteers and special volunteer assignments in accord with hospice program and staffing 

needs. 

a. Assign volunteer(s) to task needed and inform appropriate staff of assignments made. 

b. Maintain regular contact with volunteers to offer support. 

c. Ensure office volunteers maintain sufficient supply of informational material pertaining to the Volunteer 

department. 

d. Evaluate volunteer performance annually, as needed. 

3. Serve as a liaison between staff and volunteers. 

a. Assure that volunteer documentation is completed and returned to the office in a timely manner. 

b. Prepare items for patient birthday and “graduation” parties, as requested by the hospice team. 

4. Communicate with and recognize contribution of volunteers. 

a. Assist with the production of a regular newsletter as a tool for communicating upcoming opportunities.  

b. Send birthday acknowledgment notes and other notes of encouragement throughout the year.   

c. Assist in coordinating volunteer recognition and community relations events. 

5. Maintain information on volunteers.  

a. Maintain updated and current personnel records (electronic and hard copy) on each active GSH volunteer. 

b. Set up volunteer profiles in PIM and Volgistics. 

c. Keep doula volunteer calendar updated and current for RKE office. 

d. Scan Volunteer Contact Reports and attach to patient electronic chart. 

e. Enter data from volunteer reports and activity logs on regular basis. 

6. Attend additional organizational and related meetings 

a. Participate in appropriate professional and community activities. 

b. Attend Staff Meetings. 

c. Participate in continuing education opportunities. 

d. Report on the volunteer perspective at weekly team meetings as necessary in the absence of the Volunteer 

Coordinators. 

7. Other: 

a. Assist with administrative responsibilities, including case assignments. 

b. Assist the VCs with other projects as assigned. 

 



Working Conditions: 

Primarily works in the hospice office setting.  Occasional visits to patients’ homes, long-term care facilities, hospitals, and 

area agencies and businesses will be necessary.  Travel within the entire Good Samaritan Hospice service area will be 

necessary.  Overnight travel outside of GSH service area may be necessary for continuing education.  Employee is at an 

indirect risk for exposure to infections and blood borne pathogens. 

  

Physical Activity Requirements: 

Must be physically able to, at a minimum: 

1. Infrequent lifting, pushing, pulling, or carrying of up to 15 lbs. 

2. Infrequent reaching at, below, or above shoulder level 

3. Infrequent bending, squatting, or kneeling 

4. Prolonged sitting, standing, or walking up to 1-2 consecutive hours 

5. Infrequent getting in and out of vehicle  

 

Acknowledgement: 

• I understand and acknowledge that this job description sets forth the basic requirements necessary to perform the 

job identified and shall not be considered a detailed description of all job requirements that may be needed to 

perform the job.  Organizational needs may necessitate performance of multiple tasks, duties, and responsibilities, 

including but not limited to assuming the responsibilities of other positions in order to deliver a high quality of 

service. 

• I further understand and acknowledge that this job description is not all-inclusive and that Good Samaritan 

Hospice reserves the right to revise and/or change job requirements and responsibilities as needed. 

• I further understand and acknowledge that this job description is not a contract, in whole or in part, and that I am 

an employee at will. 

 

Reports to:  Director of Patient Services - NRV 

 

I have read, understand, and agree to the responsibilities outlined in this job description. 

 

 

Signature:             Date:   
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