
Job Announcement 

CASH Volunteer Program Manager -Rochester Office Exempt Position 

Empire Justice 

Empire Justice Center, a highly respected, statewide nonprofit law firm, is seeking a full time 
Volunteer Recruitment Manager to join our team. This is an opportunity to join one of the most 
effective organizations serving low income individuals and families in New York State. 

Empire Justice Center attracts and employs dedicated, determined and passionate advocates who, 
together, make a significant impact on the lives of low-income New Yorkers. We achieve our 
successes through direct legal representation and high impact litigation, legislative and administrative 
advocacy, and by providing training and technical assistance to other advocates who are working 
towards the same goals. 

CASH 

CASH (Creating Assets, Savings and Hope) is a community coalition of more than 40 organizations 
working together to improve the financial well-being of low income working families in Monroe County.   
CASH helps working families get, keep and grow their money by: increasing incomes through greater 
use of the Earned Income Credit; minimizing unnecessary financial erosion by offering alternatives to 
predatory financial services; and maximizing financial assets through financial education, credit repair, 
savings, and home ownership.  CASH was initiated by the United Way of Greater Rochester in 2002, 
and in June of 2007, Empire Justice assumed the operating responsibility for CASH.   

The Position 

Under direction of the CASH Director, the CASH Volunteer Recruitment Program Manager initiates 
and manages components of a community-wide volunteer tax preparation and asset-building coalition 
that enables low income workers and their families to increase self-sufficiency through building 
financial assets.  

Primary Duties and Responsibilities: 

The CASH Volunteer Recruitment Program Manager develops and executes a detailed work plan with 
goals and objectives for the following: 

 Volunteer Program: Recruit/retain volunteers (500+) for all programs; Plan and implement
formal and informal volunteer recognition activities. 

 Volunteer Training - Participate in development and execution of training.

 Community Outreach - Grow awareness in the community, participation in the CASH coalition
with a goal of increasing services to eligible persons.

 Marketing & Communications – Assist in development and execution of the strategic plan to
recruit and communicate with volunteers, clients, and community partners.

 Reporting – Regularly report on volunteer statistics: goal vs. actual by volunteer role and
activity, annual reporting on the contribution of the volunteer program to the organization, and
ad-hoc reporting requested by CASH Director.

 Evaluation - Evaluate goals and provide recommendations for improvements, as necessary.

 Other - Assist with development of grant proposals and execute other projects as assigned.



Skills and Abilities  

 Communicate Effectively: Ability to communicate with diverse audiences including staff,
volunteers, and clients; strong written and verbal skills, including public speaking and
interpersonal skills.

 Foster Teamwork: Work cooperatively and effectively with others to set goals, resolve
problems, and make decisions that enhance organizational effectiveness.

 Creativity/Innovation: Develop new and unique ways to improve volunteer recruitment and
community outreach.

 Make Decisions: Proactively assess situations to determine the importance, urgency and risks,
and make clear decisions that are timely and in the best interests of the organization.

 Organize and Multi-task: Set priorities, develop a work schedule, monitor progress towards
goals, and track details/data/information/activities.

 Plan: Determine strategies to move the organization forward, set goals, create and implement
actions plans, and evaluate the process and results.

 Solve Problems: Proactively assess problem situations to identify causes, gather and process
relevant information, generate possible solutions, and make recommendations and/or resolve
the problem.

 Time Management: Ability to work effectively under pressure with volunteers, clients, staff and
management, often working on multiple tasks at one time.

 Proficiency with social media platforms (Facebook, twitter, LinkedIn, etc.)

 Advanced proficiency with MS Office Suite; Outlook, Excel, and Word

Qualifications 

 Bachelor’s degree required

 3-5 years’ experience with program management preferred, including volunteer or staff
management

 Must be available to work evenings and weekends

 Familiarity with VITA, grant writing and/or asset building a plus

Salary and Benefits 

Salary is commensurate with experience and based on the organization’s salary scale. 

Empire Justice Center offers a generous benefit package, including health insurance, life insurance, 
vacation, holiday and sick time. We are an organization that supports and encourages a work/life 
balance. 

Empire Justice Center is an Equal Opportunity/Affirmative Action employer who desires a diverse 
work force. People of color, women, persons with disabilities, the elderly, gay, lesbian, bisexual and 
transgender are welcomed and encouraged to apply.  

If interested, please email a resume, a writing sample and three (3) professional references to:  
employment@empirejustice.org.  No phone calls please 


