
Volunteer Coordinator Job Description 
 

Organization: The Horse Shelter (THS) 

Reports To: Ranch Manager/ Executive Director 

Employment Type: Paid Staff Position (Part-time) 

 

POSITION SUMMARY 

The Volunteer Coordinator is a senior operational role at The Horse Shelter, responsible for leading, 

managing, and expanding a large-scale volunteer program essential to the daily care, training, and 

rehabilitation of rescued horses. This role requires exceptional leadership, advanced horsemanship and 

groundwork expertise, strong organizational and communication skills including comfort with public 

speaking, and the ability to manage risk, people, and systems in a dynamic rescue environment. 

KEY RESPONSIBILITIES 

Volunteer Program Leadership & Management 

- Lead and manage a volunteer program of 70+ active volunteers  

- Establish clear expectations and performance standards 

- Foster a respectful, mission-driven volunteer culture 

- Address performance issues and/or conflicts professionally 

- Lead by example 

 

Recruitment, Onboarding & Retention 

- Recruit, screen, and onboard volunteers 

- Conduct interviews, orientations, and trainings 

- Maintain accurate volunteer records 

- Maintain volunteer milestone awards inventory and order items when necessary 

- Support volunteer retention efforts including organizing volunteer appreciation events 

 

Training, Horsemanship & Groundwork Instruction 

- Teach safe and humane groundwork methods 



- Coach volunteers with little or no horse experience 

- Evaluate horses for temperament and training needs 

- Match horses and handlers appropriately 

- Create individualized lesson plans based on THS criteria 

 

Scheduling, Communication & Systems 

- Manage volunteer schedules 

- Serve as site manager for volunteer software 

- Communicate promptly with volunteers, including outside business hours when required 

- Track volunteer hours 

 

Horse Care, Records & Welfare Support 

- Assist with medication disbursement and welfare checks 

- Maintain horse records and training notes 

- Provide horse updates for website and materials 

 

Safety, Risk Management & Compliance 

- Enforce safety and risk management policies 

- Document and report incidents 

- Maintain a safe environment 

 

Fundraising, Marketing & Outreach 

- Take short photos and videos for fundraising and advertising 

- Assist with events and outreach efforts 

 

Program Development & Organizational Support 

- Expand volunteer opportunities 

- Develop volunteer leadership pathways 

 

 



REQUIRED SKILLS & QUALIFICATIONS 

- Proven success managing 70+ volunteers or similar 

- Exceptional leadership and interpersonal skills 

- Extremely organized and detail-oriented 

- Tech-savvy; comfortable managing volunteer software 

- Strong public speaking skills 

- Advanced horsemanship and groundwork expertise 

- Experience evaluating horses and matching handlers 

- Ability to create and execute individualized lesson plans for volunteers 

- Strong risk management skills 

- Willingness to assist with horse care tasks 

- Willingness to communicate with volunteers outside normal business hours 

- Team player with strong work ethic 

 

PHYSICAL REQUIREMENTS 

- Lift up to 40–50 pounds 

- Work outdoors in varying conditions 

 

This position is based on a 25h/work week (5 days/week from 8.30 am to 1.30 pm.) Hourly pay starting at 

$22, depending on experience. 

This position has room to evolve as our organization grows. 

Please send your letter of interest and resume to info@thehorseshelter.org. 


