Leader Screening & Training Coordinator

Reports To: ORS Manager
Location: Alberta (Hybrid/Provincial Travel Required)
Status: Full-Time

CANADA
4-H Alberta

Position Summary

The Leader Screening & Training Coordinator is responsible for developing and administering a comprehensive
volunteer screening, onboarding, training, and compliance program that ensures every 4-H Alberta volunteer is
prepared to provide safe, engaging, and exceptional experiences for youth.

This role oversees the full volunteer lifecycle—from recruitment support and screening through orientation,
mandatory training, ongoing leadership development, and compliance monitoring. The Coordinator ensures all
volunteers meet provincial standards while fostering a welcoming, inclusive, and supportive volunteer
experience.

Working closely with regional staff, club leaders, and provincial leadership, the Leader Screening & Training
Coordinator champions a culture of safety, accountability, professionalism, and continuous learning.

Key Responsibilities

Volunteer Screening
e Coordinate and administer the provincial volunteer screening program.
e Manage volunteer applications, interviews, references, and screening documentation.
e Coordinate Criminal Record Checks, Vulnerable Sector Checks, and other required screening processes.
» Ensure compliance with provincial legislation, organizational policies, and youth protection standards.
e Maintain confidential volunteer records and documentation.
e Monitor volunteer eligibility and renewal requirements.
e Recommend improvements to screening practices and risk mitigation strategies.

Volunteer Onboarding
o Coordinate onboarding for all new volunteers.
e Develop and maintain a standardized onboarding process across Alberta.
e Ensure volunteers understand:
o Expectations by Role
o Code of Conduct
o Child and Youth Protection Policies
o Risk Management Procedures
o Safety Standards
o Foster a welcoming and positive first experience for volunteers.

Volunteer Training & Development



Develop and coordinate a provincial volunteer training curriculum.

Deliver virtual and in-person training sessions.

Create self-paced online learning modules.

Coordinate annual mandatory training requirements.

Support leadership development opportunities for experienced volunteers.

Work collaboratively with the Legacy Leaders program to enhance volunteer leadership capacity.

Learning Resource Development

Develop and maintain educational resources including:

Volunteer Handbook
Orientation Guide

Club Leader Toolkit

Safety Manuals

Governance Resources
Online Learning Modules
Training Videos

Facilitation Guides

Annual Refresher Courses
Frequently Asked Questions

Ensure all resources remain current, practical, accessible, and aligned with organizational policies.

Volunteer Compliance

Monitor completion of mandatory training.

Track screening renewals and certifications.

Generate compliance reports for leadership.

Follow up on outstanding volunteer requirements.

Support clubs in maintaining compliance with provincial standards.

Assist with audit preparation related to volunteer records and 4-H Canada reporting

Youth Protection

Champion a culture of safe and respectful environments.

Promote best practices in child and youth protection.

Support investigations and documentation when required.

Collaborate with Human Resources and senior leadership on volunteer-related matters.
Recommend improvements to organizational safeguarding practices.

Collaboration

Partner with fellow 4-H Team members to support volunteer recruitment and retention.

Work closely with the Club Resource Manager to ensure volunteers receive consistent operational
support.

Collaborate with Communications to promote volunteer education opportunities.

Support provincial conferences, leadership events, and volunteer recognition initiatives.



Continuous Improvement

o Evaluate volunteer training effectiveness.

e Analyze volunteer feedback and engagement.

o Identify emerging training needs and trends.

e Recommend innovative learning methods and technologies.

o Contribute to organizational planning and strategic initiatives.

Quallﬁcatlons

Postsecondary education in Human Resources, Education, Adult Learning, Community Development,
Non-Profit Management, Social Work, Leadership, or a related field.

e Minimum five years of experience in volunteer management, training, human resources, education, or
community development.

o Experience coordinating screening or compliance programs is considered an asset.

o Knowledge of youth-serving organizations and volunteer governance.

o Experience within 4-H or similar volunteer-based organizations is preferred.

Knowledge & SKkills

Strong understanding of volunteer engagement and adult learning principles.
o Knowledge of volunteer screening and safeguarding best practices.
o Excellent facilitation and presentation skills.
o Strong organizational and project management abilities.
o Exceptional written and verbal communication.
o High attention to detail and confidentiality.
e Strong analytical and problem-solving skills.
e Ability to manage multiple priorities while maintaining excellent customer service.
e Proficiency with learning management systems, databases, and Microsoft 365.

Core Competencies

The successful candidate will demonstrate:
e Member and Volunteer First Service
o Integrity and Confidentiality
e Accountability
e Collaboration
e Leadership
e Respect and Inclusion
o Adaptability
o Communication Excellence
e Continuous Learning
o Innovation
e Professional Judgment



Working Conditions

e Hybrid work environment.

e Provincial travel required.

e Occasional evening and weekend work.

e Valid driver's licence required.

o Ability to facilitate training at conferences, Achievement Days, regional events, and volunteer meetings.

Success Measures

Success in this role will be demonstrated by:
e 100% completion of required volunteer screening processes.
o High volunteer onboarding satisfaction.
e Increased completion of mandatory training.
o Consistent application of volunteer standards across Alberta.
e Reduced organizational risk through strong compliance practices.
e Positive volunteer retention and engagement.
e Timely renewal of screening requirements.
e High-quality learning resources and training experiences.
o Continuous improvement of volunteer safety and leadership capacity.

Our Commitment

At 4-H Alberta, volunteers are the heart of our organization. The Leader Screening & Training Coordinator
plays a critical role in ensuring every volunteer is equipped, supported, and empowered to deliver safe,
inclusive, and exceptional experiences for young people. Through thoughtful screening, meaningful learning,
and ongoing development, this role helps build confident leaders who inspire the next generation to Lead
Today. Inspire Tomorrow.



