
 
 
Episcopal Charities 
Associate Director of Programs and Volunteers 
Location: New York City 
www.episcopalcharities-newyork.org 
 
Reports to: Director of Programs 
 
Organization Overview: Episcopal Charities’ mission is to transform the lives of those in need. We 
provide critical funding, training and volunteer connections to parish-affiliated outreach programs 
throughout the Episcopal Diocese of New York, equipping them for work that transforms lives and 
strengthens communities.  
 
General Description: The Associate Director of Programs and Volunteers has primary responsibility for 
the continued development and maintenance Episcopal Charities’ Volunteer Program.  Secondary 
responsibility is to work collaboratively with the Director of Programs to strategically advance our 
mission to support the grants administration and program-related communications. The position is split 
between administrative/detailed work and outward/active engagement with our various partners .  The 
work will include communicating with clergy, outreach program leaders, volunteers, board and advisory 
committee members and on our social media platforms.  The programs are located in all counties that 
make up the Episcopal Diocese of New York: Manhattan, Staten Island, the Bronx, and Westchester, 
Rockland, Putnam, Orange, Dutchess, Ulster, and Sullivan Counties.  
 
The position will require you to travel across the Diocese of New York so a valid driver’s license is 
necessary.  Because of the nature of the position, nights and weekend meetings/work will be required. 
 
Responsibilities (Volunteer Program): 

1. Work with clergy and program directors to assess program volunteer needs, design position 
descriptions and work to identify individuals and groups who may be a good match for the 
program. 

2. Partner with universities, clergy, volunteer platforms, social service agencies and other 
programs to identify and place volunteers. 

3. Utilizing online, print and social media tools, develop and implement a marketing plan that will 
help recruit and connect new volunteers to our various programs. 

4. Maintain volunteer section of website and regularly contribute articles and social media content 
for a more general audience through other Episcopal Charities platforms. 

5. Track volunteer applicants, coordinate and conduct in-person/virtual orientation and training 
sessions for new volunteers and support current volunteers to move them up the volunteer 
engagement ladder. 

6. Organize volunteer appreciation, on-going reflection events and diocesan wide days of service.  
7. Support assigned board committees and regularly report on volunteer management to the 

board. 
 

Responsibilities (Program Office): 
1. Primary responsibility for the management of grant-related information (utilizing our grants 

management database, WizeHive), coordination of site-visits with the advisory committee and 



insuring that members have all the necessary information and requisite tools to successfully 
evaluate and report on programs.  Assist in training grantees, advisory committee members and 
staff on the technology utilized in the office, procedures and policy issues 

2. Prepare reports on grantmaking and program activity for staff and board as requested. 
3. Review grant applications for completeness and adherence to legal requirements and internal 

grantmaking guidelines and manage communications with potential grantees. 
4. Answer questions about Episcopal Charities’ grantmaking and grantmaking process, eligibility 

requirements, and guidelines from potential grantees and other external partners. 
5. Coordinate and participate in all advisory committee meetings. 
6. Work with Program Director on implementation of new initiatives, refinement of processes, 

complete regular site visits to programs, work with specific programs who may be in need of 
assistance and help facilitate strategic connections between programs and outside resources.   

7. Coordinate facilitation, logistics and hospitality for Sustainability Institute Workshops and other 
program-related meetings. 

8. Staff assigned board committees. 
9. Perform other duties and responsibilities as requested. 

 
Desired Skills and Experience: 

1. Two to three years of experience in community organizing or non-profit settings, preferably in 
church-affiliated organizations 

2. Strong verbal and written communications and presentation skills, ability to motivate volunteers  
3. Strong organizational skills, with the ability to handle multiple tasks simultaneously  
4. Problem-solving and strategic thinking skills 
5. Proficiency with Microsoft Office (especially Excel, Word, Outlook, PowerPoint and OneDrive), 

Google Apps, Constant Contact and Wix. 
6. Familiarity with social media platforms and their use in professional settings 
7. Ability to take initiative and work both independently and as a member of a team 
8. Interest in church-based outreach and social justice work 
9. Cultural sensitivity and a commitment to inclusion, especially regarding race and class 
10. Ability to handle confidential information with complete discretion. 
11. Valid driver’s license 

 
Minimum Education Required 
Four-year degree 
 
The salary is competitive and total compensation includes an exceptional benefits package. 
 
To apply, please send a cover letter and resume to Director of Programs, Patrick Bergquist at 
pbergquist@dioceseny.org  
 


