
 

 

Site Captain, New York Cares Day for Schools  
 
New York Cares Day for Schools is an annual city-wide day of service that unites thousands of 
New Yorkers in brightening hallways, classrooms and futures at schools and learning spaces 
throughout the five boroughs. In its 26th year, this event also serves as a fundraiser to support 
New York Cares’ year-round volunteer programming, including education programs that impact 
the people who live, work and learn in New York City. This day is made possible in large part, 
by on-site volunteer leaders, referred to as Site Captains.  
 
Position Description 
Site Captains play a key role in providing support, structure and management to large groups of 
volunteers before and on the day of New York Cares Day for Schools (October 21, 2017). Site 
Captains work with New York Cares staff and school contacts to execute a successful day of 
service by finalizing project supplies and logistics, sending outreach communications to 
volunteer leaders, and overseeing projects and volunteer teams on the day of the event. Acting 
as a New York Cares representative, Site Captains ensure New York Cares Day for Schools is 
a successful and meaningful event for volunteers and schools throughout the city. 
 
Please note that Site Captains will likely serve alongside a Co-Site Captain due to the large 
number of volunteers at each school. If you have someone in mind for the position, we 
encourage you to reach out to them and ask them to sign up for the interest campaign. 
 
Length of volunteer position: August 2017–October 2017 
 
Qualifications 
• Strong leadership and project management skills 
• Excellent interpersonal, written, verbal, and problem-solving skills 
• Professional and positive demeanor, both in-person and via email 
• Effective public speaking and presentation skills 
• Demonstrated commitment to volunteerism 
 
Requirements 
• Participate in the entirety of New York Cares Day for Schools (8:00 a.m.–2:30 p.m. on 

October 21, 2017) 
• Work with a fellow Site Captain, and determine which tasks each one will be carrying out 
• Attend training with New York Cares staff to learn more about the Site Captain role, 

expectations, and overall volunteer and project management 
• Attend Site Captain Meet and Greet Event  
• Conduct a visit to assigned school 
• Keep in regular contact with assigned Service Events Program Manager  

and volunteer teams 
 
 



 

 

Project-Related Responsibilities: 
 
Before the event:  
• Connect with fellow Site Captain to determine plans to prepare for the event 
• Complete a Site Captain training to learn tools and tips on managing volunteers and 

organizing a large-scale service event 
• Attend a Meet and Greet event with Service Events Program Managers and fellow  

Site Captains  
• Review Site Captain resources, including Site Captain Manual 
• Schedule and complete a site visit at assigned school by October 11 to meet with Main 

Contact and finalize project tasks 
• Provide regular follow up with assigned Service Events Program Manager to share updates 

about site visit and any changes to project logistics 
• Send important event information to Team Leaders in advance of the event including 

schedule and project logistics 
 
During the project:  
• Arrive on time (8:00 a.m.) to gather and organize supplies, prepare task areas, and meet 

with Main Contact, Registration Leader and Staff Ambassador, if applicable, before 
volunteers arrive 

• Welcome volunteers and give a kickoff speech, providing volunteers with information about 
New York Cares and the impact of their service 

• Introduce Main Contact to give comprehensive overview of tasks for the day, providing 
hands-on demonstrations when necessary 

• Facilitate volunteers in completing tasks, ensuring quality work 
• Troubleshoot potential challenges that may arise 
 
After the project: 
• Send thank you email to volunteers 
• Update Service Events Program Manager on successes and challenges from the day 
• Fill out Site Captain Survey and share feedback about experience 
 
Benefits 
• Receive leadership and project management training from experienced New York Cares 

staff and volunteer leaders 
• Gain experience in written communications and public speaking 
• Acquire project management resources and experience 
• Enjoy working alongside friends, family, or colleagues on volunteer tasks at assigned site 
• Access to volunteer management resources 
• Opportunity to have a direct and meaningful impact on the community 
• Learn about education-related issues in New York City 
 
For More Information: Contact Hazel Chico, Volunteer Relations Manager at 
hazel.chico@newyorkcares.org.  


