
       North American Native Plant Society   
 
 

Volunteer Lead Job Description 
June 18, 2026 

 
Volunteer Lead 
 
●​ Reports to Board and is a Board member 
 
●​ Is responsible for the plans and budget for this committee 
 
●​ Maintains, organizes and updates existing volunteer database. 
 
●​ Works cooperatively with various committees to support NANPS volunteer priorities and needs. 

 
●​ Oversees volunteer recruitment efforts and volunteer schedule as needed. 

 
●​ Develops and maintains positive relationships with volunteers. 

 
●​ Provides backup support, including on-site support, for in-person events, as appropriate 

 
●​ Creates materials in support of effective volunteer onboarding. 

 
●​ Tracks and reports to board on volunteer resources as needed. 

 
●​ Acts as point person for all volunteer inquiries; manage volunteer@nanps.org e-mail 
 
Requirements and Skills 
 
●​ Passion for working with people 
●​ Excellent communication and people skills 
●​ Excellent organizational and coordination skills 
●​ Experience in volunteering 
●​ Experience in recruiting 
●​ Ability to work flexible hours 
●​ Working knowledge of databases and MS Office (e.g. Excel)  
●​ Ability to learn and use select volunteer management software programs (i.e. Salesforce) 
●​ Background in administration, human resources, or relevant field would be an asset 
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