
CDAIDE

Program and Volunteer Coordinator

CDAIDE has an opening for a Program and Volunteer Coordinator in Coeur 
d’Alene, Idaho. 

This position offers an opportunity for career advancement, training, and 
mentorship in the nonprofit sector and the opportunity to work with a strong 
and talented team while serving a vital mission to help a vulnerable 
population in our community.  We are looking for a great communicator who 
is detail-oriented and drawn to the energy of a start-up culture.

With direction from the Executive Director, the Program and Volunteer 
Coordinator will oversee CDAIDE’s program to provide emergency financial 
assistance to workers in the restaurant and hospitality industry who face 
crisis needs, particularly in the areas of housing, transportation, and medical 
care. The Program and Volunteer Coordinator will also oversee and develop 
CDAIDE’s volunteer program, which engages volunteers in various capacities
to assist hospitality workers and the organization itself.

CDAIDE is a young nonprofit organization dedicated to serving those who 
work in Coeur d’Alene-area restaurants and hotels with resources, 
emergency financial assistance, and positive relationships with mentors. 
Hospitality workers form one of the hardest-working yet most fragile groups 
in our community. CDAIDE supports them through financial aid for urgent 
needs, access to health care, connection to community resources, 
mentoring, and other measures to meet individual needs. All of our services 
are offered with no strings attached.

We are a growing organization, inspired by Christ’s heart for service and 
governed by a Board of Directors. See www.cdaide.org for additional 
information.

Responsibilities:

Program Coordination (estimated 60%)

 Coordinate CDAIDE’s program to assist hospitality workers with 
emergency needs, ensuring timely processing, decision-making, and 
delivery of assistance



 Work to streamline and improve program quality and the experience of
volunteers and clients

 Communicate with clients, businesses, board members, staff, and 
volunteers who are assisting with the program

Volunteer Coordination (estimated 40%)

 Pursue outreach through various means to bring new volunteers to 
CDAIDE, including via social media, traditional media, churches, 
businesses, and civic groups

 Host volunteer recruitment events to introduce people to the 
opportunity to volunteer with CDAIDE

 Orient new volunteers to CDAIDE and help them to find a meaningful 
role to serve the organization

 Evaluate the success of our volunteer program

 Recognize volunteers for their service by hosting an annual volunteer 
recognition event and through other means.

Requirements

 Christian faith (CDAIDE is inter-denominational)

 Computer proficiency, including Microsoft Office programs, Google 
Suite, and internet

 Strong interpersonal (people) skills

 Attention to detail and ability to take the initiative

 Strong time management skills

 Experience working with volunteers and in project management 
preferred

Hours: 30 hours/week with a flexible schedule and the opportunity to work 
from home some days. Employee can set hours during business hours, with 



option to work 4 days/week.  Occasional evenings are needed for special 
events. 

Benefits:  Retirement plan and paid holidays and vacation.  Health insurance 
considered if needed.

TO APPLY: Send a cover letter describing why you are well-suited for the 
position and resume to careers@cdaide.org. Interviews to begin July 6.


