
 

 

   
 

 

Program Coordinator Job Posting 

June 2022 

Position Summary 

WestSide Baby (WSB), in partnership with our community, provides essential items to local 

children in need by collecting and distributing diapers, clothing, and equipment. 

WSB’s volunteer program hosts 60+ volunteers each week to perform essential activities including 
donation intake and sorting, car seat/ baby equipment assembly and safety inspections, diaper 
bundling/ diaper pallet assembly, and order request fulfillment. WSB is seeking a Program Coordinator 
to support with leading weekly volunteer shifts. Core responsibilities include providing volunteer 
training, supporting volunteers during on-site shifts, and maintaining volunteer workspaces. This role is 
primarily focused on providing leadership to volunteers specifically supporting warehouse functions, 
mainly car seat inspection, equipment assembly, and bulk diaper pallet assembly. At times this position 
may support a broader range of volunteer projects. 
 
This is a full-time, 40 hours per week, non-exempt position based out of our White Center, Seattle office. 
Schedule is primarily Monday – Friday with flexibility to include some evenings and Saturday hours. An 
estimated 95% of the job functions are performed in-person, 5% can be performed remotely. Hourly 
compensation is starting at $19.23 - $20.00 per hour with a $500 hiring bonus, generous benefit 
package, PTO and holiday pay available. Schedule includes some evenings and weekends.  

This position reports to the Volunteer Relations Manager. 

To do our best to protect the population we serve, and to provide a safe working environment for our 

staff, WestSide Baby employees are required to comply per Public Health and CDC guidance with COVID-

19 vaccination requirements outlined in our internal policies as a condition of employment.  

 

Core Responsibilities 

Volunteer Leadership (45%) 

 Act as the day-to-day point-person for car seat and equipment inspection volunteers. 

 Provide on-going volunteer supervision and support during weekly volunteer shifts. 

 Support with corporate, school, and faith-based day-of-service volunteer group events. 

 Train new volunteers on priority projects and tasks. 

 Lead individual and group volunteers in diaper related projects such as palletizing and organizing. 



 

 

   
 

 Lead single and group volunteers in prepping car seats, equipment, and other warehouse projects, 
as assigned. 

 Engage volunteers and other community members in the mission, vision, and values of the 
organization. 

Warehouse Support (45%) 

 Optimize the flow of used baby equipment from donation to distribution. Set up efficient systems 
for organizing and inspecting car seats and equipment. Perform equipment checks, as needed 
while WSB aims to grow volunteer support for this project. 

 Support preparation of monthly bulk diaper allocations, as needed while WSB aims to grow 
volunteer support for this project.  

Volunteer Administration Support (10%) 

 Support volunteer communication efforts, as requested. 

 Support volunteer appreciation and recognition efforts, as requested. 

 Support maintenance of warehouse signage and volunteer documentation, such as project 
instructions. 

 Advise on improvements to role-relevant processes and procedures. 

 Other projects, as assigned. 

Required Education  

 High school diploma or equivalent. 

Skills and Qualifications 

 Outstanding customer service and interpersonal skills: Must maintain a professional and positive 

working relationship with volunteers, community partners, vendors, donors, and fellow staff. 

Must adhere to all guidelines as outlined in the Employee Handbook.  

 Strong communication skills, both written and verbal. Must be able to clearly communicate 

project instructions and address volunteer questions. 

 Highly motivated, resourceful, flexible, and possessing a positive attitude. 

 Strong organizational skills, with a keen sense of space management and efficiency. 

 Strong attention to detail. Must have a high level of diligence in relation to inspecting baby 

equipment.    

 Ability to work successfully in a dynamic, collaborative, team-oriented organization. 

 Regular attendance and punctuality is essential. 

 

Studies have shown, women, people of color, an those from other underrepresented groups are less 

likely to apply for jobs unless they believe they can perform every job description task. We are most 

interested in finding the best candidate for the job, and we encourage you to think broadly about how 

your background and skills might make you a valuable member of our team in this role. 

 



 

 

   
 

Physical Demands 

The physical demands and work environment described herein are representative of those that must be 

met by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodation may be made to enable individuals with disabilities who are otherwise qualified to 

perform the essential functions.  

 Must be able to physically stock shelves, move goods from one location to another and load and 

unload products; able to lift 30 lbs. repeatedly; must be able to lift up to 60 lbs. with the use of 

proper machinery such as a hand truck. 

 Must be able to move palleted product around with proper use of a pallet jack. 

 Work involves standing, walking, stooping, lifting heavy objects, talking, reaching, sitting, 

bending, kneeling, climbing, grasping, hearing, using hands to handle, feel or operate objects, 

and reaching with hands and arms.  

 

To Apply 

To Apply Submit cover letter or video “cover letter” and resume addressed to Becky Schroeder, Director 

of Programs to employment@westsidebaby.org with “Program Coordinator” in the subject line. This 

position is open until filled, with a priority deadline of Monday, June 20, 2022.  

Our hiring process involves a 3-step process: 1. Qualified applicants will be contacted for a phone 

screening; 2. Candidates who advance will be invited for a full interview and, 3. Finalists will participate 

in a more informal team interview, which includes a site tour.  

Equal Employment Opportunity 

WestSide Baby is an equal opportunity employer. Employment decisions are based on merit and 

business needs. It is the policy of WSB not to discriminate against employees and applicants based on 

race, color, citizenship, status, national origin, ancestry, gender, gender identity, sexual orientation, age, 

religion, creed, physical or mental disability, marital status, veteran status, political affiliation, or any 

other factor protected by law, with respect to recruitment, hiring, training, promotion and other terms 

and conditions of employment. All employment decisions shall be consistent with the principle of Equal 

Employment Opportunity. 
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