
    Regina Ballroom Dancing Club Executive Position Description 

 

 

 
 

Job Title:  Coordinator of Volunteers MAL 
 

 
Duties and Responsibilities: 
 

1. Direct the management of the business and affairs of the RBDC in the best interests of the 
corporation, exercising the care, diligence and skill of a reasonably prudent person, and 
acting honestly and in good faith. 

2. Coordinate the activity of Club volunteers, not including instructors and executive members 
acting in their regular roles. 

3. Act as the contact person for any issues or concerns arising related to the activity of Club 
volunteers. 

4. Prepare and deliver a report of volunteer activities and participate at all RBDC executive 
meetings. 

5. Collect all volunteer information from registration forms and ensure all volunteers are 
members in good standing. 

6. Respond to email, voice mail or direct requests to become a volunteer. 
7. Ensure that each volunteer dance partner applicant receives a copy of the Volunteer Dance 

Partner Policy.  Issue nametags for volunteer dance partners only after they have read and 
agreed to the terms of the Volunteer Dance Partner Policy. 

8. Assign Volunteer Dance Partners to classes as per class needs.  Provide a list of Volunteer 
Dance Partners to the Instructor Representative for distribution to the head instructors. 

9. Assist other executive members with finding volunteers as needed (e.g. ticket sales). 
10. Collect names of volunteers from each executive member and/or committee head.  

Maintain a master list of all volunteers throughout the club year. 
11. Provide a list of volunteers to the Social Director in preparation for the annual Volunteer 

Appreciation event in the spring. 
12. Prepare a written yearly Volunteer Coordinator report for presentation and distribution at 

the RBDC Annual General Meeting. 
13. Perform such other duties as the Directors may assign. 
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Job Title:  Coordinator of Volunteers MAL (continued) 
 

 

Time Requirements: 
 

 Attending all executive meetings (typically held monthly).  These meetings require 2 to 3 hours of time 
per month.  Preparing a report takes 1 hour.  

 Attend to class lessons at the beginning of the semester to meet volunteer partners (10 hours per 
semester) 

 Attending Annual General Meeting and any specially called general meetings. 
 Preparing report for AGM. (2-3 hours) 
 Collecting and maintaining a list of all volunteer names. (10 hours per year) 
 
 

 

Skills and Qualifications: 
 

1. Must be a member of the RBDC at the time of nomination and throughout term of office. 
2. Must be exceptionally reliable and trustworthy. 
3. Good verbal and written communication skills. 
4. Good interpersonal skills. 
5. Good organizational skills. 
6. Basic computer skills (ability to use Word and Excel programs). 

7. Access to email required. 
 

 

Orientation and Training: 
 

The retiring Coordinator of Volunteers  MAL will meet with the incoming Coordinator of Volunteers MAL 
and provide: 

1. A job description. 
2. Written and/or electronic copies of Coordinator of Volunteers files, reports, statistics, forms, and 

any other relevant documents or information. 
3. A copy of the RBDC Volunteer Dance Partner Policy. 
4. A copy of the RBDC Privacy Policy. 

5. A copy of the bylaws. 
 
 

Other: 
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