
 

CLIENT SERVICES COORDINATOR JOB DESCRIPTION 
Arkansas Valley Pregnancy Center 

 
Objectives of the Position: The Client Services Coordinator has the responsibility of the volunteers and the 
services they provide. 
 
Reports to: The Executive Director or, if no Executive Director, the Center Director 
 
Supervises: All volunteer staff at the Center. 
 
Qualifications: Applicant should: 
 

1. Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord. 
2. Exhibit strong commitment and dedication to the pro-life position and sexual purity. 
3. Agree with and be willing to uphold the Statement of Principle, Statement of Faith, and the policies of the 

Center. 
4. Have an associate degree, preferably in a helping field, or related experience equivalent. 
5. Have one year of experience as a volunteer in some ministry capacity. 
6. Have two years of experience in a helping profession in a position requiring management experience or 

equivalent. 
7. Exhibit skill in interpersonal communication, public speaking, and problem solving. 
8. Be able to provide spiritual leadership, discipleship, and support to the volunteers. 
9. Be able to carry out responsibilities with little to no supervision. 

 
Essential Functions: 
 
I. Administrative 
 

1. Develop and maintain schedules for peer counselors. 
2. Coordinate agency activities in support of the annual fundraising events. 
3. Assist Center Director with statistical information, including data entry. 
4. Participate in establishing strategies to develop relationships with individual donors and community 

churches; cultivate these relationships to expand the ministry’s donor base. 
5. Assist Center Director with social media and community promotions for the Center. 

 
II. Client Services 
 

1. Oversee peer counseling and other services provided for clients. 
2. Provide peer counseling and services for clients when volunteers are not available. 
3. Maintain and update the referral resources for volunteer and client use. 
4. Evaluate, select, and maintain needed educational materials and resources for client use, with the help of 

the Center Director. 
5. Oversee the data entry of client information. 
6. Be available to minister to the needs of the volunteers. 
7. Conduct written and oral evaluations of the volunteer staff on a yearly basis. 
8. Provide leadership and service to post-abortion peer counselors and trainers. 
9. Oversee the organization of the clothing, diaper, and formula programs. 

 
III. Training 
 

1. Assist in conducting volunteer training seminar. 
2. Assist in recruiting, selecting, and interviewing possible volunteers for the ministry. 
3. Assist in conduction and supervise the orientation of new volunteers in the Center. 
4. Assist in scheduling volunteer in-service trainings. 


