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Catholic Charities Diocese of Toledo
Position Description
General Summary:  
The Clothing Center Coordinator is responsible for the daily operation of the clothing center and works with the HHSL Director to determine what donations are needed for HHSL's daily programs. 

Essential Duties and Responsibilities:
· Greet and welcome clients and volunteers.
· Ensure there are enough volunteers to run all essential stations.
· Explain Clothing Center procedures as needed.
· Manage the recordkeeping related to the donated goods using Charity Tracker
· Manage recordkeeping of volunteers and volunteer hours
· Manage the recordkeeping of clients.
· Manage the cleanliness of the Clothing Center.
· Ensure donation bins are emptied frequently, and areas around them are clean.
· Manage the daily sorting of donations 
· Coordinate, train, and work with volunteers.
· Run reports as needed for statistics and grant information.
· Regular attendance is essential for this position.
· Demonstrates a passion for the agency’s mission and values and commits to the teachings of the Catholic Church.
· Performs other related duties as assigned by supervisor.

Qualifications:
· High school diploma or General Educational Development (GED) required. 
· At least 1-2 years of relevant work experience in a retail and/or customer service position.
· Comfortable using Microsoft Office and learning the Charity Tracker Program.
· Maintain a current driver's license and be able to travel within the Diocese of Toledo.		
· Successful BCI/FBI background check prior to employment and every 5 years.	

Competency
· A sincere commitment to the Catholic Charities mission and core values, and the drive to put them into action.
· Strong communication, interpersonal, and problem-solving skills; ability to manage multiple cases.
· Empathy, patience, cultural sensitivity, confidentiality, and the ability to remain calm under stress are essential.
· High level of attention to quality, detail, accuracy, and customer service.
· Exercise considerable independence and judgment.
· High level of confidentiality in working with sensitive and privileged information.
· Planning, organizing, and prioritizing work; being proactive; following through on commitments; and managing multiple priorities simultaneously.



Working Conditions
· This position generally works in an office environment and uses standard office equipment and computers.
· While performing the responsibilities of this job, the employee may be required to stand, walk, sit, use hands, reach, climb, balance, stoop, kneel, crouch, and crawl, as well as talk and listen.
· The employee may need to regularly lift and move up to 25 pounds.
· The noise level in the work environment is usually moderate.
· The physical demands described here are representative of those required of an employee to successfully perform the essential functions of this position. Reasonable accommodation may be made.


Qualified candidates please submit a cover letter, resume, and salary expectations to: humanresources@toledodiocese.org
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