
 
We build strength, stability, self-reliance and shelter. 

 
 

 

Habitat for Humanity of Greater Miami 
 

Job Posting: Volunteer & Events Coordinator 

Location: 3800 NW 22nd Ave, Miami, FL 33142 

Department: Volunteer & Events 

Reports To: Director of Volunteer & Events 

Employment Type: Full-Time | Non-Exempt 

 

Make an Impact with Habitat for Humanity of Greater Miami 

Do you thrive in fast-paced environments where planning, community outreach, and event coordination come 

together? Do you want your work to make a tangible difference in the lives of families and neighborhoods 

across Miami-Dade County? 

Habitat for Humanity of Greater Miami is seeking a dedicated and energetic Volunteer & Events 

Coordinator to lead mission-critical initiatives that bring together donors, volunteers, and partners to build 

homes and hope. If you're passionate about community service, enjoy planning high-profile events, and excel in 

volunteer engagement, this is the opportunity for you. 

 

What You'll Do 

Event Planning & Execution 

• Coordinate logistics for signature events, including Blitz Build, Hard Hats & High Heels, CEO Build, 

Women Building Up Women, and the Annual Golf Challenge 

• Manage venue arrangements, vendors, catering, signage, collateral, and volunteer assignments 

• Develop and track event timelines and budgets; provide post-event analysis and reports 

• Oversee event inventory and maintain the master events calendar 

• Lead the Habitat Young Professionals (HYP) board in their meetings and initiatives 

 

 

Volunteer Engagement & Coordination 

• Serve as the primary contact for non-paying volunteers and group/team builds 

• Recruit, schedule, and communicate with individual and group volunteers 



 
We build strength, stability, self-reliance and shelter. 

 
 

 
• Coordinate with construction teams to ensure build site readiness and safety 

• Maintain accurate records in Volunteer Hub (volunteer platform), including hours and opportunities 

• Provide volunteer registration instructions, community service letters, and onsite support 

• Assist with volunteer hospitality, lunch logistics, and photography during events 

 

Qualifications 

Education: 

• Associate’s degree required; Bachelor’s preferred in event management, hospitality, public relations, or 

related field 

Experience: 

• 3–5 years in event coordination, volunteer management, or nonprofit development 

Skills & Requirements: 

• Proficient in Microsoft Office, inclsiveinclusive of Excel ; knowledge of Canva, Constant Contact, and 

CRM/volunteer platforms is a plus 

• Ability to lift and transport event materials (up to 50 lbs.) and work in outdoor settings 

• Must have a valid driver’s license and reliable transportation 

• Flexible schedule with occasional evening and weekend work required 

• Bilingual (English/Spanish) preferred 

 

Why Join Habitat for Humanity of Greater Miami? 

We believe that taking care of our employees is just as important as taking care of our community. That’s why 

we offer a competitive and comprehensive benefits package for all full-time employees. 

Highlights of Our Benefits Package: 

Medical, Dental & Vision Insurance 

• Affordable bi-weekly premiums for individuals and families 

• Employer contributions toward employee and dependent coverage 

403(b) Retirement Plan with Employer Match 

• Eligible after one year of service 

• Matching contributions up to 5% after seven years 



 
We build strength, stability, self-reliance and shelter. 

 
 

 
Disability and Life Insurance 

• Company-paid life insurance equal to one year’s salary (or $50,000, whichever is higher) 

• Short- and long-term disability coverage provided at no cost 

Paid Time Off and Holidays 

• 17 to 22 PTO days annually for non-exempt staff 

• Paid holiday schedule including Holiday Break  (Dec 22–Jan 2) 

Additional Benefits 

• AFLAC supplemental plans available 

• A mission-driven culture committed to equity, service, and teamwork 

 

 

How to Apply 

Submit your resume and cover letter to: 

Ibette.Benitez@miamihabitat.org  
Subject: Volunteer & Events Coordinator – [Your Name] 

Applicants will be accepted until the position is filled. 

 

About Us 

Habitat for Humanity of Greater Miami is a nonprofit organization working to build strength, stability, and 

self-reliance through affordable homeownership. By partnering with families and the community, we help 

create long-term change one home at a time. 

 

Habitat for Humanity of Greater Miami is an Equal Opportunity Employer. 

We celebrate diversity and are committed to creating an inclusive environment for all employees. 
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