
Mover/Driver - Movers and Drivers are core to the organization by assisting on each move. In a
group of 2-7 movers, volunteers will load/unload the client’s belongings into a vehicle and
transport the client to the predetermined location. Vehicles are provided for the move, and
movers who have a valid driver’s license are welcome to register as drivers. It is Shelter Movers’
hope that all volunteers and employees occasionally participate in moves.

Intake Coordinator - The IC gathers information to help moves happen safely and smoothly.
This involves answering emails and phone calls, and collecting information using templates.
When the intake process is complete, the IC reports to the Intake Manager who will assign the
move to a Move Coordinator. This role requires professionalism, strong communication skills (by
email and phone), and an ability to serve clients with patience and empathy while looking for
solutions and managing expectations

Scheduling Coordinator - The SC recruits volunteers to join move teams working from the
Shelter Movers’ database of active volunteers to create, send, and respond to emails. They are
the ‘voice’ of Shelter Movers in our volunteers' inboxes, sharing opportunities to help with
positivity, encouragement, a sense of purpose, and the joy of our work.

Move Coordinator - The MC provides coordination before a move, and on-call support on the
day of a move. The MC ensures volunteer teams are assembled, and that moves go smoothly;
including responding to unforeseen challenges. This involves collecting move-related
information from clients and referring agencies, assembling volunteer move teams using a
database and email, coordinating the date/time and other logistics of a move, ensuring all
clients and volunteers are available, reserving move vehicles, ensuring drivers have the
necessary information to pick up vehicles and more.

Recruitment Coordinator - The Recruitment Coordinator works within Volunteer Services team
to ensure that both Shelter Movers’ organizational needs and individual volunteers’ needs are
met as part of a positive, sustainable relationship. This involves recruitment, onboarding, and
support of volunteers, as well as administrative duties which consist of conducting interviews
and monitoring the Volunteer Services email inbox. The RC contributes to our long-term
strategy and is a volunteer's first point of contact with Shelter Movers.

Training Facilitator - Working with Volunteer Services, a Facilitator plays a vital role in the
volunteer recruitment process. The Training Facilitator will be responsible for leading and
presenting the Shelter Mover’s Trauma-Informed Care Orientation session to volunteers
completing the onboarding process in Greater Moncton. This is a commitment of approximately
2.5 hours per month



Engagement Coordinator - The Engagement Coordinator has an integral role in the Volunteer
Services team of Shelter Movers. The focus of the Engagement team is to manage the
onboarded volunteers' experience as they volunteer with Shelter Movers, building on the
aspects of volunteer retention and engagement in Greater Moncton. This may include
celebrating volunteer achievements, monitoring volunteer participation and organizing
engagement events.

Social Media Coordinator - The Social Media Coordinator organizes and publishes posts that
are created by our team of Content Producers. They ensure that work is delivered on time and
that posts have relevant tags and hashtags. They are also responsible for engaging with our
partner organizations by liking, sharing, and commenting on their posts using the Shelter
Movers brand voice.

Graphic Designer - The Graphic Designer will have an integral role in the Marketing Team of
Shelter Movers Greater Moncton. Main responsibilities include planning, designing, and
producing graphics and communication materials for promotional use.

Bookkeeper - Working within the Finance Team, the main duties include creating financial
transactions by posting information to accounting journals or accounting software from source
documents as invoices to customers, cash receipts, and supplier invoices for Shelter Movers
Greater Moncton. The bookkeeper also reconciles accounts to ensure their accuracy.

Fund Development Coordinator - The Fund Development Coordinator, reporting to the Fund
Development Manager, will have an integral role in the Shelter Movers Greater Moncton. The
main duties include sourcing and securing various fundraising and sponsorships.

Grant Specialist - Shelter Movers Greater Moncton is looking for a motivated individual with a
positive attitude, strong research and written communication skills to help us with grant
applications. The grant writer will be reporting to the Fund Development Manager and will be
responsible for researching and writing grant proposals to foundations and other grant-making
organizations.


